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[bookmark: _Toc329614491]1.0 Introduction 

At PREVENT, we believe that the Executive Director position is a central element in our organization's success. Therefore, ensuring that the functions of the Executive Director are well understood and even shared among senior staff and volunteer leaders is important for safeguarding the organization against unplanned and unexpected change. This kind of risk management is equally helpful in facilitating a smooth leadership transition when it is predictable and planned.  In addition, a proactive internal leadership development is also fundamental in our attempt to nurture our staff to take over key leadership positions in our organization as they arise over time. 

This document outlines a leadership development and emergency succession plan for PREVENT. It reflects PREVENT's Executive Succession Policy and Procedures and its commitment to sustaining a healthy functioning organization. The purpose of this plan is to also ensure that the organization's leadership has adequate information and a strategy to effectively manage PREVENT in the event the Executive Director is unable to fulfill his or her duties in either the short or long term. The document is divided into 10 sections. Following this introduction is the “get ready” section which focuses on procedures, actions and guidelines to undertake in the event of a planned or emergency departure of the highest executive officer. Section Three provides step by step guidelines on procedures for recruiting for an executive’s replacement.  Section Four focuses on actions and guidelines to follow in the event of a permanent, unplanned absence of an executive. Section Five focuses on succession issues in the case of a short term absence of an existing executive. Information that an interim appointee needs to have is shared in Section Seven, while the actual emergency succession plan is outlined in Section Eight. Once an executive is recruited, the post hire information is covered in Section Nine. Section Ten focuses on how PREVENT intends to develop leaders internally and outlines some of these processes.  

[bookmark: _Toc210713578][bookmark: _Toc310856431][bookmark: _Toc329614492]1.1  PREVENT Leadership Commitment

The following summarizes PREVENT’s leadership principles. 

· PREVENT seeks to be known as a world leader in innovation in its areas of work and to contribute to state of the art technical leadership in the sectors in which it works. 

· Everyone at PREVENT is encouraged to fully develop his/her leadership potential and capacity to contribute to PREVENT’s organizational success in addressing social problems. 

· PREVENT has a proven track record and desire to develop and promote leaders from within who demonstrates excellence. 

· PREVENT also continues to expand its capabilities and access to new ideas and talent through external recruitment and hiring when appropriate. 

· PREVENT needs different kinds of leaders including those who: 

· Combine professional expertise in their respective areas with business development and management expertise,
· Lead from advanced technical competence and expertise,
· Provide superior leadership in programs, management and /or administration,
· Are respected and active outside PREVENT in their professional field and/or home community,
· Excel as managers are varying geographic levels- internally, regionally, in their country or local community. 

· PREVENT believes all leaders must develop and demonstrate cultural competence and values, and advocate for appreciation of diversity, broadly defined. 
· PREVENT believes it is important to make clear the requirements, processes and opportunities for advancement for all staff into leadership positions. 
· PREVENT leaders are committed to proactively and creatively working to increase personal and organizational attention to leadership development to ensure that all staff have opportunities to grow and to develop as leaders.
[bookmark: _Toc203813042][bookmark: _Toc210462262][bookmark: _Toc210524459][bookmark: _Toc210709928][bookmark: _Toc210713579][bookmark: _Toc310856432][bookmark: _Toc329614493]2.0 Getting Ready 
[bookmark: _Toc203813043][bookmark: _Toc210462263][bookmark: _Toc210524460][bookmark: _Toc210709929][bookmark: _Toc210713580][bookmark: _Toc310856433][bookmark: _Toc329614494]A. Procedures for Planned (standard) Succession

The Executive transition is generally the period that begins with the executive’s decision to depart (or the Board of Director’s decision to terminate) and extends through the hiring and successful completion of a six-month evaluation of the new executive.  The Executive transition will however not be used to exclude nurturing of talent and potential of staff within the organization to take up the role of the executive. In case a CEO of PREVENT leaves the position for another opportunity, the following standard procedures are to be effected. The CEO will have given the required notice period as per his/her employment contract. 

Our emphasis is on a holistic executive transition management i.e. the management of the entire departure-recruitment-installation process in a holistic fashion.  To PREVENT, Executive transition is not just about finding an executive who fits the current and future demands of the job (although it does that, too), but also focuses on minimizing the risk and capturing all of the opportunities that a change in leaders offers.  In addition, the executive transition management process at PREVENT helps in achieving the following:

· Helping the organization better understand its history, present situation and future prospects as it relates to the selection of a new leader,
· Identifying and addressing any legacy issues that might hinder the success of the incoming leader, 
· Planning for a solid orientation for the new executive and a great launch,
· Ensuring that the governance team (the Board and executive team) has a clear and effective social contract that includes consensus on overall direction and key initial priorities as well as a clear understanding of their respective roles and their contributions toward the achievement of the organization objectives,
· Establishing a performance monitoring and evaluation process,
[bookmark: _Toc203813044][bookmark: _Toc210462264][bookmark: _Toc210524461][bookmark: _Toc210709930][bookmark: _Toc210713581][bookmark: _Toc310856434][bookmark: _Toc329614495]A1. Actions for the Departing Executive

Once the executive announces their intent to leave, relationships and roles shift immediately. The departing executive can help themselves and the organization best if they:

i. Provide the Board of Directors (Board) with a clear picture of the priorities in terms of pending work to be done during the interim period.  Handover notes should also include information on where all important documents are kept, in both hard and soft copies. 
ii. Shift priorities to short-term actions that the departing executive and the Board agree will strengthen the organization before their departure. 
iii. Encourage the Board chair to appoint a transition committee. 
iv. Avoid (in most cases) being actively involved in selecting the successor. The departing executive should discuss their appropriate role with the Board and transition committee. 
v. Encourage the Board to get outside help rather than rely on the departing executive, especially if the departing executive is the founder. 
vi. Celebrate relationships and accomplishments, and say goodbye in ways appropriate for the departing executive, and be direct if there are ways the departing executive would or wouldn’t like to celebrate their time at the organization. 







[bookmark: _Toc203813045][bookmark: _Toc210462265][bookmark: _Toc210524462][bookmark: _Toc210709931][bookmark: _Toc210713582][bookmark: _Toc310856435][bookmark: _Toc329614496]A2. Board Guidelines for Long Absence
 
	
Phase I: Getting Ready

	Phase II: Recruiting

	Phase III: Post-Hire


	   Conducting an exit interview and deciding  who’s in charge of what in the short term
   Assessing organization priorities i.e. key issues and availability of resources. Determine the status of the organization’s health.
   Hiring interim manager, particularly if not ready to hire or in crisis
   Developing profile of new executive attributes, knowledge, skills
   Setting a competitive compensation strategy in consultation with human resources
   Saying an appropriate good-bye to departing executive
   Understanding and dealing with departing executive’s legacy.
   Develop a communication plan to keep stakeholders informed. 


	   Agreeing on a recruitment strategy, including options for looking internally or externally.
   Developing an organizational overview.
   Proactively seeking candidates
   Screening and ranking candidates against profile
   Coming up with a three step recruitment process and tools i.e. initial phone interview on technical aspects, second in person interview to assess behavior, and a final presentation interview. 
   Briefing key stakeholders about progress.
   Selecting and negotiating with final candidate, provision of letter of offer. Checking references. 
   Having a back-up plan if first candidate declines
   Completing letter of appointment
	   Preparing a welcoming committee and introducing new executive
   Orienting new executive to organization and community
   Making agreements between Board and new executive on three- and six-month work plan
   Agreeing on executive evaluation process
   Executive development planning by new executive with Board support
   Agreeing on when to revisit strategic plan and direction of organization.



This plan should also factor in decisions on the following:

· Determining if the organization can continue to provide its full range of services during the transition or, if not, making recommendations to the Board on a short-term restructuring of services and operations.

· Assuring that the books and records, information systems and physical property of the organization are secure and properly maintained during the transition period.

· Maintaining relationships with the organization’s bankers, attorneys, accountants and other service providers and assuring that they are kept appropriately aware of the transition’s progress.

· In some cases, overseeing a review of the organization's systems, policies and procedures. This could include a review of the availability and accuracy of budget and financial information, personnel policies and records, contracts and contract compliance, and related administrative issues. An audit or review by an independent accounting firm may be called for. These reviews could require using consultants, lawyers, accountants and other organizational systems specialists.

A2.1 Develop an Organizational Overview

The transition committee should prepare a brief overview of the organization that can be given to all candidates who are considered viable after the first review of letters of interest and résumés. This overview would provide a brief history, mission/vision statements and a review of the organization’s size, staffing and operations.

Finalists will require, and are entitled to, considerably more information. They should receive a more comprehensive overview that speaks to the organization’s services, goals, aspirations, needs and challenges. Additionally, finalists should be given copies of the annual report, annual financial statement and recent newsletters or other publications. 


A2.2 Review or Develop an Executive Director Profile or job description

A fundamental tool in assessing candidates for the executive position is the executive director profile. The preparation of this document requires close collaboration of the Board and the transition committee.  The executive director profile flows from organizational analyses done to prepare information packets described above. It describes the skills, qualities, talents, experience and education that a new executive will need to lead the organization, and also serves as a job description and basis for future evaluations.
[bookmark: _Toc203813047][bookmark: _Toc210462267][bookmark: _Toc210524464][bookmark: _Toc210709932][bookmark: _Toc210713583][bookmark: _Toc310856436][bookmark: _Toc329614497]A2.3 Develop a Compensation and Benefits Package

An executive looks for two things in exchange for providing the services described in the profile: a sense of satisfaction in a job well done and compensation. Satisfaction comes with time in service and, while the organization can point to how that might come about – a good working environment, a meaningful mission, a challenging assignment – it doesn’t serve well as a negotiating tool. The compensation package, then, becomes a fundamental tool in attracting the best candidate.

The compensation package includes:

· Salary, including the base amount, as well as the organization’s policies on the timing and levels of increases or bonuses,
· Health, life and disability insurance, including the benefits provided, deductibles, and coverage for dependents,
· Retirement program to which the employer contributes (the lack of which is among the most often-cited reasons for executives to leaving an organization),
· Vacation and sick-leave policies,
· Time off and funding for continuing education,
· Relocation expenses.

For the Board to determine the level of compensation required to attract the right executive, it should research and be updated on pay levels of executives at organizations similar to PREVENT.
[bookmark: _Toc203813048][bookmark: _Toc210462268][bookmark: _Toc210524465][bookmark: _Toc210709933][bookmark: _Toc210713584][bookmark: _Toc310856437][bookmark: _Toc329614498]A2.4 The Welcoming Committee

The process of executive transition is only half done when the new executive signs their contract. Preparing the organization for the arrival of a new executive and welcoming that executive into the organization and the community are responsibilities of the Board. The Board might want to consider setting up a special committee specifically to handle this important transition issue. 

The duties of this committee include:

· Preparing staff for the arrival of the new executive through staff meetings and possibly individual meetings with the people reporting directly to the executive,
· Introducing the executive to staff and welcoming him/her into the organization, by possibly hosting a special luncheon or dinner event for that purpose,
· Welcoming the new executive into the community by issuing a press release and personal introductions to community leaders,
· Introducing the executive to the organization’s partners, service providers and clients,
· Reviewing the organization’s programs, policies and procedures with the new executive,
· Advising the executive of specifics challenges or problems facing the organization,
· Generally orienting the executive to the organization and its culture. 
[bookmark: _Toc203813049][bookmark: _Toc210462269][bookmark: _Toc210524466][bookmark: _Toc210709934][bookmark: _Toc210713585][bookmark: _Toc310856438][bookmark: _Toc329614499]B. Emergency Leadership Succession 
[bookmark: _Toc203813051][bookmark: _Toc210462271][bookmark: _Toc210524468][bookmark: _Toc210709935][bookmark: _Toc210713586][bookmark: _Toc310856439][bookmark: _Toc329614500]B1. Board Procedures for Emergency Leadership Succession 

The Board of Directors authorizes the Board Chair to implement the terms of this emergency succession plan in the event of a planned or unplanned temporary or short-term absence. For a temporary change in executive leadership (i.e., illness or leave of absence) refer to the organization’s Personnel Guidebook.  In the event the chief executive officer (CEO) of the PREVENT is no longer able to serve in this position (i.e., leaves the position permanently), the executive committee of the Board shall do the following: 


1. It is the responsibility of the Executive Director to inform the Board of a planned temporary or short-term absence, and to plan accordingly. 

2. It is the responsibility of the Strategic Initiatives Director to immediately inform the Board Chair of an unplanned temporary or short-term absence.

3. As soon as feasible, following notification of an unplanned temporary or short-term absence, the Board President shall convene an Executive Committee meeting to affirm the procedures prescribed in this plan, or to modify them if needed.

[bookmark: _Toc203813052][bookmark: _Toc210462272][bookmark: _Toc210524469][bookmark: _Toc210709936][bookmark: _Toc210713587][bookmark: _Toc310856440][bookmark: _Toc329614501]B2. Priority Functions of the Executive Director at PREVENT

The Executive Director position description is attached to this plan. Among the duties listed in the position description, the following are considered to be the key functions of the Executive Director and have a corresponding temporary staffing strategy as indicated below.
[bookmark: _Toc203813053][bookmark: _Toc210462273][bookmark: _Toc210524470][bookmark: _Toc210709937][bookmark: _Toc210713588][bookmark: _Toc310856441][bookmark: _Toc329614502]B3.  Key Executive Director Functions & Respective temporary Staffing Strategy

	Key Executive Director Functions

	Temporary Staffing Strategy

	Professional Leadership and Vision
	Board Chair with selected acting staff

	Board Administration, Consultation and Support
	Board Chair with selected acting staff

	Management of organization and staff 

	[insert as appropriate]

	Fiscal responsibility including sourcing for new business i.e. fundraising

	[insert as appropriate]

	Financial Management Treasurer with Executive Assistant and Accountant

	Board Chair with selected acting staff &  finance manager

	Initiate positive external relations i.e. publicity and publications 
	[insert as appropriate]




The positions assigned in the Temporary Staffing Strategy are based on PREVENT's organization structure as of July 2012. In the event this plan is implemented and assigned positions are vacant or no longer available, the Board Chair shall select another senior staff to support each of the key executive director functions.

3.0 [bookmark: _Toc203813056][bookmark: _Toc210462275][bookmark: _Toc210524472][bookmark: _Toc210713589][bookmark: _Toc310856442][bookmark: _Toc329614503]Step-By-Step Guide To Recruitment Process – For Executive Transition-Search Committee Members

	Process
	Details
	Responsible Person
	Timing

	[bookmark: _Toc184604322][bookmark: _Toc203452807][bookmark: _Toc184545455]1. 
Pre-Recruitment Decisions   and Planning

	> Confirm that proposed recruitment is within agreed work plan.  
> Obtain Board Chair’s authorization to recruit using the staff requisition template.
> Review and update Job Profile
> Prepare Recruitment Plan and share Board Chair and HR.
> Compose the interview panel 
	Executive Search Committee
(ESC)

	
Two weeks

	[bookmark: _Toc184545456]2. Advertising
	> Send final job description to HR for placement, circulation, and executive searching
> HR request administrative officer to circulate the advertisement and approve final advert copy before publication in the newspaper.
> Send other job advertisements through internal and external advertising, such as e-mail etc using approved format. Ensure that copies are sent to the mandatory government offices such as Ministry of Labor, if applicable  
> Follow up local adverts with committee and monitor closing dates of advertisements. 
> Develop interview questions and seek HR support in clarity etc. HR to keep final copy of interview questions and checklist until interviews.

	Executive Search Committee
(ESC)


	One week- two months


	[bookmark: _Toc184545457]3. Applications
	>Supporting office receives and forwards all applications to executive search committee. 

	Executive Search Committee
(ESC)

	Ongoing

	
[bookmark: _Toc184545458]4. Short Listing
	> Carry out an initial short listing using approved formats. 
Consider each application against initial criteria developed and based on basic application requirements in the job advert. Candidates who meet these criteria will then be invited for the three-part interview process i.e. 1. phone interview 2. in person behavioral and 3. in person presentation interviews. Note that some skills or competencies cannot be assessed from the applications but through oral and written tests during the interview e.g. Communication, Computer Skills, and Personal Qualities etc.
> ESC sends all information, including summary results and applications, to HR for review.
> HR makes recommendations for proceeding with in person interviews.
> Short listed candidates who meet the short-listing criteria are invited to the interview by ESC. If there is only one candidate suitable for short listing, in discussion with HR, it is acceptable to proceed to interview. However, it is often advisable to re-advertise in such a case, and compile another short list. Similar response should be followed in the case of a failed recruitment, where there are no suitable candidates for short listing. Prepare interview time schedule and forward to HR.

	Executive Search Committee
(ESC)

	


	5.   Invite to Interview
 

















	> Contact short listed candidates by telephone as soon as possible to invite them to the 2nd interviews. Write a formal interview invitation letter /email to their addresses, which include the start date, time and venue for the interview in the letter.
> Give reasonable notice to candidates, usually one week and give formal invitation to all panelists.
> Send an e-mail reminder to IT department to avail a computer for third phase or presentation interview.
> Prepare schedule of refund for travel i.e. costs and meal allowance for panelists. Budget Holder to sign off.
> Prepare Interview Assessment Sheets including questions and suggested answers, as well as written tests.  ESC indicates composition of Interviewing Panel, usually no more than three including HR.
> Ensure that equipment are made available and tested before the day of the interview. 
	Executive Search Committee
(ESC)








	

	6. Hold Presentation Interviews
	> The interview and tests allow the interviewing panel to assess the candidates’ skills and provide comparable data from which to make a final selection.
> Panel members agree on how questions should be asked but usually should take turns. The Board Chair or HR manager is the chair for the recruiting panel but chair role can oscillate between the two considering the repetition of the process for each candidate. Each panelist should complete an assessment sheet for each candidate, which should be signed by both the Board Chair and the panel member.  It will serve as the official record of the interview. 
> Panel members should not intimidate candidates and judgments should be based on factual evidence. After each interview panelist can take a 10 minute break to finalize the assessment sheets.
	Executive Search Committee
(ESC)


	One day

	7. Complete Interview and Check Test Results

	> No final decision should be made until the presentation tests results are available, so that there is a complete record of each candidate’s performance. On the basis of the results, the panel members determine which candidates meet all or a sufficient number of selection criteria
> Select the preferred candidate as well as reserves, in order of preference.
> Discuss next steps with HR, if there is no appointable candidate.
	Executive Search Committee
(ESC)

	One-two weeks, if tests could not be assessed on the same day of interview.




	8. Offer of Appointment/
Rejections

	> Forward results and recommendations to ESC and Board Chair, along with all interview summary sheets for approval to proceed with appointment.
> Prepare Offer Letter and submit to Board Chair, with accompanying recruitment documents such as job profile, job advert, application form/CV, interview assessment and test sheets, approved staff requisition form and checklist of required recruitment documents 
> Send out rejection letters to unsuccessful candidates
> Send signed offer letter to candidate and follow up to ensure that candidate returns it promptly.
	Executive Search Committee
(ESC)



	Process could take up to three days

	[bookmark: _Toc184545459]9. Medicals and Follow up

	Once successful candidate has accepted the offer, the candidate is requested to present a complete medical report from a government hospital.
	HR/Government doctor
	One day

	[bookmark: _Toc184545460]10. Issue of Contracts
	> Prepare two copies of contracts for the Board Chair’s signature or for his designated appointee’s endorsement.
> Issue the contracts to the candidate who should sign and return two copies to HR office, retaining one copy.  The contract would indicate the start date agreed with the candidate.
>Forward one copy to Finance and retain one copy in HR file.
	Executive Search Committee
(ESC)






	This stage varies but could take up to two weeks and at times, beyond, depending how quickly the medical results and references are received.

	[bookmark: _Toc184545461]12. Orientation Program
	> Prepare an orientation schedule before candidate reports. 
> Circulate draft schedule to heads of various departments for approval.
> Prepare the welcome /orientation pack for the new employee.
>Follow-through on employee orientation program and compliance.
	Welcoming Committee with support from HR




	




1. Build extra time into your plan to identify and attract a diverse pool of candidates. 
2. Consider whether outside assistance from a consultant or facilitator friend of the organization is needed to get the complete picture of the organization and its needs. 
3. Retain outside help, unless you have an experienced volunteer with immediate time and expertise to devote to the transition. 
4. As soon as possible, notify staff, Board, and other stakeholders know about the transition. Tell them in writing and in person where possible. Let them know when the executive is leaving and who will head the search committee. Invite input into the attributes of the next executive, priorities of the organization, and suggestions for possible candidates. 
5. Review your compensation package and be open about the final salary until you’ve tested the market for candidates. 
6. Say an appropriate goodbye to your departing executive and celebrate his or her contribution to the organization. 
7. Communicate regularly with the departing executive, board members, and other key stakeholders.

[bookmark: _Toc203813088][bookmark: _Toc210462285][bookmark: _Toc210524482][bookmark: _Toc210709938][bookmark: _Toc210713590][bookmark: _Toc310856443][bookmark: _Toc329614504]4.0 Succession Plan in the event of a Permanent Unplanned Absence

a. Definition
A permanent absence is one in which it is firmly determined that the Executive Director will not be returning to the position.

b. Procedures
Procedures and conditions to be followed shall be the same as for a temporary short-term absence with the following additions:
· Board shall consider the need to hire an Interim Executive Director from outside the organization instead of appointing an Acting Executive Director. This decision shall be guided, in part, by internal candidates for the Executive Director position, the expected time frame for hiring a permanent executive, and the management needs of the organization at the time of the transition.
· Board shall appoint a Transition Committee to implement the organization's Executive Succession Policy to transition to a new permanent executive director. A copy of this policy is attached.
[bookmark: _Toc203813089][bookmark: _Toc210462286][bookmark: _Toc210524483][bookmark: _Toc210709939][bookmark: _Toc210713591][bookmark: _Toc310856444][bookmark: _Toc329614505]4.1 Interim Period and Recruitment 

Within 5 business days appoint an interim CEO according to the following line of succession: 

Chief Operating Officer (COO) of PREVENT 
Senior Vice President of the parent affiliate of the PREVENT 
External Consultant (with experience as an interim executive director) 

Within 15 business days appoint an executive transition committee, in the event that a permanent change in leadership is required. This committee shall be comprised of at least one member of the executive committee and two members of the board of directors.  It shall be the responsibility of this committee to implement the following preliminary transition plan: 

· Communicate with key stakeholders regarding actions taken by the board in naming an interim successor, appointing a transition committee, and implementing the succession policy.  The organization shall maintain a current list of key stakeholders who must be contacted, such as lenders and investors of PREVENT, foundations, government agencies, etc. 

· Consider the need for consulting assistance (i.e., transition management or executive search consultant) based on the circumstances of the transition. 

· Review the organization’s business plan and conduct a brief assessment of organizational strengths, weaknesses, opportunities and threats (SWOT analysis) to identify priority issues that may need to be addressed during the transition process and to identify attributes and characteristics that are important to consider in the selection of the next permanent leader. 

· Establish a time frame and plan for the recruitment and selection process. 

4.2 [bookmark: _Toc203813085][bookmark: _Toc210462287][bookmark: _Toc210524484][bookmark: _Toc210709940][bookmark: _Toc210713592][bookmark: _Toc310856445][bookmark: _Toc329614506] Authority and Restrictions of the Acting Executive Director

 The Acting Executive Director shall have authority for daily decision making and independent action as the regular Executive Director.

Decisions that will be made in consultation with the Board Chair and/or Executive Committee include staff hiring and terminations, financial issues, new business, and taking public policy positions on behalf of the organization.




[bookmark: _Toc210713593][bookmark: _Toc310856446][bookmark: _Toc329614507]4.3 Compensation

Director-level staff appointed as Acting Executive Director may receive an end of year bonus or additional benefit. This shall be determined by the Executive Committee based on the duration of the assignment and available resources.
If staff serves as Acting Executive Director for 3 months or more, the Executive Committee may consider a salary adjustment.

A current or former board member appointed as Acting Director may enter into an independent contractor agreement, depending on the circumstances of their availability. The Executive Director on leave is eligible for all applicable benefits.
[bookmark: _Toc210713594][bookmark: _Toc310856447][bookmark: _Toc329614508]4.4 Board Oversight and Support to the Acting Executive Director
The Acting Executive Director reports to the Board Chair. In the event that the Board Chair becomes the Acting Executive Director, the Vice Chair shall be appointed Board Chair. The Executive Committee should be aware of the special support needs of the Acting Executive Director in this temporary role. The Executive Committee shall convene monthly when an Acting Executive Director is appointed.
[bookmark: _Toc203813086][bookmark: _Toc210462288][bookmark: _Toc210524485][bookmark: _Toc210709941][bookmark: _Toc210713595][bookmark: _Toc310856448][bookmark: _Toc329614509]4.5 Communications Plan
Within 48 hours after an Acting Executive Director is appointed, the Board Chair and the Acting Executive Director shall meet to develop a communications plan to develop content of information that will be shared and with whom.

· The following chart identifies key supporters and a primary contact to facilitate communication.
· As soon as possible, the Board Chair and Acting Executive Director shall implement the communications plan to announce the organization’s temporary leadership structure to staff, the Board, and key stakeholders.
· Updated contact information shall be maintained in the organization’s database with the following designations:
· Key Contact List
· Extended Key Contact List
· Past Board Officers/Members List
· Foundation CEOs and Members
· Other Organization Contacts
· Within 5 business days, the Board shall distribute a press release with general information appropriate to the situation.
[bookmark: _Toc203813087][bookmark: _Toc210462289][bookmark: _Toc210524486][bookmark: _Toc210709942][bookmark: _Toc210713596][bookmark: _Toc310856449][bookmark: _Toc329614510]4.6 Key Supporters Communication Plan
[bookmark: _Toc210709943][bookmark: _Toc210713597][bookmark: _Toc210713717][bookmark: _Toc310856450][bookmark: _Toc329614511]The following communication plan is to be adhered to in relation to communication to different stakeholders. 

	Key Support
	Communication Responsibility

	Civic and Nonprofit Leaders Strategic Initiatives & Government Leaders 
	Director with designated board members


	Associations/Networks of Nonprofit Orgs
	

	Foundation Program Officers 
	Member Services Director with designated (holding grants and contracts) Board Members

	Major Donors 
	Designated Board Members responsible for phone call to top 10 major donors, followed by a letter to all donors

	Members 
	Designated Board Members with staff create phone tree

	Non-Members Affinity Groups
	Designated staff support

	National Colleagues Strategic Initiatives 
	Director

	Personal Colleagues Strategic Initiatives 
	Director with designated Board members

	Operating Support (based on need) 

	External auditor and finance manager
Legal Counsel
Insurance Agent



[bookmark: _Toc203813090][bookmark: _Toc210462290][bookmark: _Toc210524487][bookmark: _Toc210709944][bookmark: _Toc210713598][bookmark: _Toc310856451][bookmark: _Toc329614512]4.7 Transition Team 
The transition team should consist of members of the advisory board, some stakeholders, and a transition consultant. Having a HR professional on the committee or consulting closely is also advised in order to define the process and in protecting the organization from legal issues. In some circumstances, the void created by the departing executive will have to be filled on an interim basis. During this period, relationships and partnerships must continue to be nurtured and corporate operations must continue. Board members may have to temporarily assume many of these responsibilities. If those board officers who will most likely have the heaviest burden – the chair, vice-chair and treasurer, for example – are unwilling or unable to take on the assignment, the Board, lead by its willing members, will have to reorganize itself accordingly.

The basic assignment of the transition committee is to present the board with a small number of eligible candidates from which it can make a final selection. There are number of steps for which this committee will have primary responsibility over including:

· Developing a transition plan to guide the process
· Providing the board with a transition timetable, including deadlines for administrative tasks and presenting candidates
· Developing a budget for the entire transition process
· Overseeing the preparation of an informational packet to be provided to all candidates and an organizational overview to be provided to finalist candidates
· Overseeing the preparation of an executive profile against which the board can assess candidates
· Collaborating with the board in the development of a compensation package
· Screening applications
· Arranging for interviews and reference checks
· Interviewing and assessing candidates
· Making recommendations to the board on finalists

The transition committee has a big assignment, and its members should be willing and able to devote the necessary time to it. Recruiting the right executive takes time – typically from 6 to 18 months. The committee will be very busy at the beginning, as applications arrive, and as reference checks and interviews are scheduled.
[bookmark: _Toc203813091][bookmark: _Toc210462291][bookmark: _Toc210524488][bookmark: _Toc210709945][bookmark: _Toc210713599][bookmark: _Toc310856452][bookmark: _Toc329614513]4.8 Five Developmental Tasks for the Interim Period
This “interim time” is often essential for the organization to come to terms with its history and the loss of the departing executive and to address any latent issues. The crucial task of the interim director is to ensure that a solid platform is in place for the new executive.  

1.     Coming to terms with history. One of the fundamental tasks of the interim director is to help the Board get an accurate view of the organization—its past, its strengths, its weaknesses, its shortcomings, and its accomplishments.  In transitions involving an organization in crisis, especially when a termination is involved, there is often a tendency to magnify the shortcomings of the former leader while ignoring some of the underlying organizational issues that contributed to precipitating the crisis—issues which may have predated the “failed” executive’s hiring and probably still persist after he/she has left.

2.     Exploring identity and direction. An executive transition is a unique moment to shape the future of the organization, unconstrained by the limitations of the executive’s leadership capacity and capabilities.  Faced with replacing their executive, Boards will have the departing executive’s job description. This however should not be the sole basis for a forward-looking leadership search.  

3.     Making leadership/operational changes. Quite often, a change in executives will reveal other needed changes—in leadership, staffing, systems or structure.  One of the tensions that the interim director faces is making or encouraging necessary changes while minimizing the disruption to the organization.  The true test of any change is whether it will advance the organization without undue disruption.

4.     Committing to new leadership and a new direction. The final step of the interim process is making a commitment to the new executive and the new direction. At this point, PREVENT will have a healthy perspective on its history, have worked during the interim period to build a solid platform for the new executive, and have a clear sense of the organization direction and priorities that it is laying out before the new executive.  In short, it should be prepared to launch and support its new staff leader.
[bookmark: _Toc203813092][bookmark: _Toc210462292][bookmark: _Toc210524489][bookmark: _Toc210709946][bookmark: _Toc210713600][bookmark: _Toc310856453][bookmark: _Toc329614514]4.9 Actions for Boards & Search Committees
 The following are some steps to consider:
 
1. In the first week after the departure, take stock of the key issues facing the organization and the leadership and resources available to manage the transition. 
2. Develop a plan that pays attention to all three phases of transition—preparing, recruiting, and post-hiring. 
3. Consider whether outside assistance from a consultant or facilitator friend of the organization is needed to get the full picture of the organization and its needs. 
4. As soon as possible, let staff, board, and other stakeholders know about the transition. Tell them in writing and in person where possible. Let them know when the executive is leaving and who will head the search committee. Invite input into the attributes of the next executive, priorities of the organization, and possible candidates. 
5. Organize for an appropriate goodbye to your departing executive and celebrate his or her contribution to the organization. 
6. Maintain communication with the departing executive, board members, and other key stakeholders.

[bookmark: _Toc203813093][bookmark: _Toc210462293][bookmark: _Toc210524490][bookmark: _Toc210709947][bookmark: _Toc210713601][bookmark: _Toc310856454][bookmark: _Toc329614515]4.10 Hiring an Interim Executive Director
If an Interim Executive Director is hired, the Board Chair and Executive Committee shall negotiate an independent contractor agreement with a defined scope of work. The scope of the agreement with an Interim Executive Director shall be determined based on an assessment of the organization's needs at the time of the leadership transition.

[bookmark: _Toc203813094][bookmark: _Toc210462294][bookmark: _Toc210524491][bookmark: _Toc210709948][bookmark: _Toc210713602][bookmark: _Toc310856455][bookmark: _Toc329614516]4.11 Responsibilities of the Interim Executive Director
An Interim Executive Director shall have full authority for day-to-day decision making and independent action as the regular Executive Director. Decisions that shall be made in consultation with the Board Chair and/or Executive Committee include staff hiring and terminations, financial issues, taking on a new project, and taking policy positions on behalf of the organization.

[bookmark: _Toc203813095][bookmark: _Toc210462295][bookmark: _Toc210524492][bookmark: _Toc210709949][bookmark: _Toc210713603][bookmark: _Toc310856456][bookmark: _Toc329614517]4.12 Board Oversight and Support to the Interim Executive Director
The Interim Executive Director reports to the Board Chair. The Executive Committee shall be alert to the special support needs of the Interim Executive Director in this temporary role. The Executive Committee shall convene monthly when an Interim Executive Director is hired. The Board Chair and Executive Committee are responsible for gathering input from staff and reviewing the performance of the Interim Executive Director according to the organization's Performance Review Policy. An initial review shall be completed between 30 and 45 days, and after 90 days.

[bookmark: _Toc203813096][bookmark: _Toc210462296][bookmark: _Toc210524493][bookmark: _Toc210709950][bookmark: _Toc210713604][bookmark: _Toc310856457][bookmark: _Toc329614518]4.13 Approvals and Maintenance of Record
  a. Emergency Succession Plan Approval
Emergency succession plan shall be approved initially by the Board of Directors. Thereafter, annually, the Executive Committee shall review the plan and recommend amendments to the full Board as needed.

 b. Signatories
The Board Chair, the Executive Director, and the appointees designated in the Emergency Succession Plan shall sign the plan. The Board Chair, Treasurer and at least one Director-level staff, in addition to the Executive Director, shall have signature authorization for checks and contracts for the organization at all times.

c. Maintenance or record
Copies of this plan shall be maintained by all members of the Board, Director-level staff and the organization's auditor in accordance with document retention requirements.

d. Financial Considerations
 It shall be the ultimate responsibility of the Executive Committee to review the organization's finances during an unplanned absence of the Executive Director. PREVENT maintains an operating reserve that the Board Chair is authorized to access with Executive Committee approval.   
[bookmark: _Toc210709951][bookmark: _Toc210713605][bookmark: _Toc310856458][bookmark: _Toc203813097][bookmark: _Toc210462297][bookmark: _Toc210524494][bookmark: _Toc329614519]5.0 Succession Plan in the Event of a Temporary Absence 

a. Definitions
· A temporary absence is one in which it is expected that the Executive Director will return once the events precipitating the absence are resolved. It can be planned or unplanned, but should be short term.
· An unplanned absence is one that arises unexpectedly. In contrast to a planned leave (such as vacation or a sabbatical) it could be due to emergencies, such as sickness etc.
· A absence is between two days and 90 days is considered temporary.

b. Temporary Staffing Strategy
In the event of a temporary short-term absence, the Executive Committee i.e. Board Chair, Treasurer and Vice Secretary shall determine if the Temporary Staffing Strategy is sufficient for this period of time. Otherwise the actions detailed below will apply.  

c. Appointing an Acting Executive Director
Based on the anticipated duration of the absence, the anticipated return date, and accessibility of the Executive Director during absence, the Executive Committee may appoint an Acting Executive Director, as well as continue to implement the Temporary Staffing Strategy.

d. Standing Appointees to the Position of Acting Executive Director
· The first position in line to be Acting Executive Director is the most qualified Director-level staff available. 
· The second position in line, in the event that there is no specific fully available or experience staf, is the Executive Committee’s consideration of the option to split executive duties among designated appointees or rotating the function     on a weekly basis and with limited authority to incur expenditure or make radical decisions among the available senior staff.
· The third position in line is the appointment of the Board Chair to temporarily act. This is contingent on the Board Chair’s acceptance of the position. The Board Chair must also temporarily relinquish his /her Board Chair position in order to undertake this role.
[bookmark: _Toc210709952][bookmark: _Toc210713606][bookmark: _Toc310856459][bookmark: _Toc210462298][bookmark: _Toc210524495][bookmark: _Toc329614520]6.0 Succession Plan in the Event of a Long term Unplanned Absence 
[bookmark: _Toc210709953][bookmark: _Toc210713607][bookmark: _Toc310856460][bookmark: _Toc329614521]a. Definition
A long-term absence is defined as 90 days or longer.

b. Procedures
Procedures and conditions to be followed shall be the same as for a temporary short-term absence with the following additions:
· The Executive Committee shall give immediate consideration, in consultation with the Acting Executive Director, to temporarily filling the management position left vacant by the Acting Executive Director, or reassigning priority responsibilities where help is needed to other staff. This is in recognition that, for a term of 90 days or more, it may not be reasonable to expect the Acting Director to carry the duties of both positions.
· The Board Chair and Executive Committee are responsible for gathering input from staff and reviewing the performance of the Acting Executive Director according to the organization’s Performance Review Policy. A review shall be completed between 30 and 45 days.
[bookmark: _Toc203813098][bookmark: _Toc210462299][bookmark: _Toc210524496][bookmark: _Toc210709954][bookmark: _Toc210713608][bookmark: _Toc310856461][bookmark: _Toc329614522]7.0 Information for Interim Appointees

The biggest challenge for interim appointees in the first months is making relationship building a priority while addressing critical organizational issues that need attention. This is the time to get to know the organization and build the relationships needed to succeed. Here are some suggestions for interim appointees:

· Before starting the job, review copies of the bylaws, current financial statements, board roster and minutes, staff roster and resumes, previous two years’ of financial audits, and a summary of contractual obligations and funding commitments. 
· Clarify the Board’s expectations of results. 
· Make meetings with staff, the Board, and key stakeholders a priority. Ask for their guidance on people to meet and their assistance in facilitating introductions. 
· Ask the Board for a written work plan of priorities for the first three months. Initiate a process of written work plans for the Board to use in evaluating performance. 
· Insist on a three-month informal check-in and a six-month review of performance. Ask for feedback on an ongoing basis. 
· Build an effective Executive-Board relationship.
· Work to create a safe place to learn. Admit what isn’t known, and ask for support for during orientation and professional development needs. 
[bookmark: _Toc203813099][bookmark: _Toc210462300][bookmark: _Toc210524497][bookmark: _Toc210709955][bookmark: _Toc210713609][bookmark: _Toc310856462][bookmark: _Toc329614523]8.0 The Emergency Succession Plan

An emergency succession plan "ensures the continuous coverage of executive duties critical to the ongoing operations of an organization and its services to its clients" by outlining “policies and procedures for the temporary appointment of an acting executive director." This plan is affected in instances where the CEO/Executive Director becomes incapacitated or dies.
 
There are several key components to this emergency succession plan.  

The plan identifies the priority functions of the executive director of that organization.  These functions include general functions that are likely to be true for any executive acting as the organization’s principal leader, representative and spokesperson, and specific functions, which are unique to the particular organization.

Second, the plan identifies what will happen in the event of a short- or long-term absence of the director.  This includes notification of the Board or executive committee of the Board, the process that the Board or Executive Committee of the Board begins once they are notified, the compensation and authority of an acting executive, and provisions for hiring assistance for longer term absences or instituting a transition and search committee in the event of a permanent absence.

Third, the plan identifies several staff members (up to 3) who can be appointed as acting executive director by the Executive Committee of the Board.  For example, a deputy director may be the first choice, the program director the second choice and the finance director the third choice of the Executive Committee, or the Executive Committee may choose to split functions among these staff.

Fourth, the plan includes provisions for cross training those staff people who may be appointed to acting executive director in the priority functions of the executive.  Planning for cross training and implementing the training should begin as soon as the plan is adopted by the Board.  The plan may also identify those responsible for planning and implementing cross training.

Fifth, the succession plan highlights the importance of communication with external supporters in the event that this plan is activated.  Specifically, it identifies categories of supporters such as government contract officers, foundation program officers, civic leaders and major donors who should be personally notified by the Board and acting executive as soon as possible.
[bookmark: whatis][bookmark: _Toc203813100][bookmark: _Toc210462301][bookmark: _Toc210524498][bookmark: _Toc210709956][bookmark: _Toc210713610][bookmark: _Toc310856463][bookmark: _Toc329614524]9.0 Post Hire 
[bookmark: _Toc210713611][bookmark: _Toc310856464][bookmark: _Toc329614525]9.1 Welcome and Introduce the New Executive

Properly integrating the new executive into the organization is important. The welcoming committee is tasked to do so and begin this by laying the ground work for this process. By this point in the transition process, the board and the new executive will know each other fairly well. Those most impacted by the new executive – the staff – know little, if anything, about him or her. An executive transition invariably results in anxiety among the staff, and that anxiety is a factor in the transition that must be addressed. While the style, personality and behavior of the new executive will ultimately determine his or her relationship with staff, the board is in a position to positively influence how that relationship begins. 

Some points to consider:

· While the departing executive, especially an effective one, deserves thanks and a gracious send-off, the responsibility of the board is to the organization’s future, specifically to the new executive. Overdoing the accolades given to the departed can create an unrealistic challenge for the new executive.

· The welcoming committee and the board chair should meet with staff before the arrival of the new executive and discuss with them the hiring process and share their support and enthusiasm for the new executive, setting the stage for a positive reception.

· The board must be aware of the human issues that the staff is dealing with as it goes through this change, and be especially sensitive to individuals or cliques that are prepared to manifest their discomfort by disruptive behavior.

· A representative of the board, ideally the chair, should be on hand to welcome the new executive upon  his or her first-day arrival, help orient the executive to the office and make introductions to staff. This courtesy will help reduce the inherent awkwardness of the occasion and will demonstrate the board’s commitment to the new executive.

· If an interim director was engaged it may be helpful to arrange for that individual to remain on staff for  a week or two to assist the new executive settle in and become acquainted with procedures and issues.  Beyond welcoming the new executive to the office, the board must assure that he or she is properly introduced to the organization’s service providers – attorneys, accountants, bankers, consultants, etc. – and assist in the transfer of their allegiance from the departing or interim executive to the new one. Board involvement in these introductions will help legitimize the authority of the new executive and ease the transition.

Such introductions are also required with the leaders of partnering and sponsoring organizations, principal funders, appropriate government officials, community leaders and others with whom the organization works closely. Finally, the committee should welcome the new executive into the community. A press release should be issued that will serve both to introduce the new executive and to remind the community of the nonprofit’s work.

[bookmark: _Toc203813101][bookmark: _Toc210462302][bookmark: _Toc210524499][bookmark: _Toc210709957][bookmark: _Toc210713612][bookmark: _Toc310856465][bookmark: _Toc329614526]9.2 Develop Work Plans
A well-functioning organization will have a well-developed and ongoing planning process in place. As a result of the work done early in the executive transition process, described in Phase I, these plans may have been elaborated on and further refined. Whatever their status, the Board will now need to figure the new executive into them. One option for doing this is to present the new executive with a set of the plans and instructions to execute them. A more thoughtful approach might be to use the transition as an opportunity to revisit the plan and enlist the new Executive Director in the process. This will have the dual benefit of providing the executive with an enhanced sense of ownership in the plan, and in providing the Executive Director and the Board with an early opportunity to see how each other thinks and works. Possible approaches include:

· Developing a 90-day work plan, in which the Board and Executive Director agree on the priorities for the first three months, including such things as making the introductions, assessing current operations and becoming familiar with work and communication styles. If the organization has written planning documents, this would provide time for the new Executive Director to assess them and make recommendations on their improvement based on his or her growing understanding of the organization and its capabilities.

· If the organization has short- and long-term plans in place, the new Executive Director should be asked to critically review them and be open to new insights he or she might bring as to how they can be improved.

· If such plans are not in place, an executive transition provides an excellent opportunity for that process to begin, with the new Executive Director and Board together providing leadership in their development. The results of these efforts will be to continue, or begin, the vital process of formal organizational planning. Making such planning a part of the Board-Executive relationship from the beginning will help assure its place in the organization’s culture.
[bookmark: _Toc210524500][bookmark: _Toc210709958][bookmark: _Toc210713613][bookmark: _Toc310856466][bookmark: _Toc329614527]9.3 Establish an Evaluation Process

The complement to the work that the Board and new Executive Director do in planning the organization’s future is assessing the execution of those plans. Holding the Executive Director accountable for performance is a fundamental responsibility of the Board. While evaluation is a continuous process, a plan should be made for specific evaluation points. A check-in evaluation should be held after 90 days on the job. By this time the Board, Executive Director and staff will have adapted to the new situation and work should have begun on substantive issues. Many organizations consider the first 90 days of any staff member’s employment as probationary. The 90-day evaluation will allow the Board an opportunity to revisit the relationship that was established at the time of hiring. The Executive Director, having the benefit of being new to the organization and seeing it from that perspective, has a forum for advising the Board of issues he/she feels need to be addressed.

A second, more formal evaluation should be conducted by the Board Chair and Executive Committee after six months. At this time the Board can advise the Executive Director of any early concerns it has in performance, communication or style.

Finally, a 12-month evaluation should be held in which all aspects of performance, measured against previously agreed-upon goals, objectives and expectations are reviewed, with follow-up evaluations every year thereafter.

Evaluations are typically the responsibility of the Executive Committee, with the Board Chair taking the lead. 
[bookmark: _Toc210462303][bookmark: _Toc210524501][bookmark: _Toc210709959][bookmark: _Toc210713614][bookmark: _Toc310856467][bookmark: _Toc329614528]10.0 Strategic Leadership Planning
[bookmark: _Toc203813066][bookmark: _Toc210462304][bookmark: _Toc210524502][bookmark: _Toc210709960][bookmark: _Toc210713615][bookmark: _Toc310856468][bookmark: _Toc329614529]      10.1 Mentor Scheme for General Staff?
The mentor scheme provides 'on-the-job' opportunities for talented PREVENT staff to advance to leadership positions in the organization. Initially, a mentor and mentee design and monitor a professional support plan for the mentee. The focus of the scheme is on the current work needs of the mentee but areas the mentee needs to work on the assume leadership responsibility in the shortest time possible. Therefore, the issues discussed and tasks undertaken will be unique and confidential to each pair. 
[bookmark: benefitsmentee][bookmark: _Toc203813067][bookmark: _Toc210462305][bookmark: _Toc210524503][bookmark: _Toc210709961]Benefits for the mentee 
· Provides encouragement and assistance in career planning
· Increases confidence through the demonstration of progress
· Increases expertise
· Increases personal and professional networks
· Helps gain greater insights into the PREVENT
[bookmark: benefitsmentor][bookmark: _Toc203813068][bookmark: _Toc210462306][bookmark: _Toc210524504][bookmark: _Toc210709962]
Benefits for the mentor 
· Enables the mentor to learn and demonstrate management and leadership skills 
· Increases personal and professional networks
· Provides a chance to assist actively in the personal and professional skills development of a colleague
[bookmark: how][bookmark: _Toc203813069][bookmark: _Toc210462307][bookmark: _Toc210524505][bookmark: _Toc210709963][bookmark: _Toc210713616][bookmark: _Toc310856469][bookmark: _Toc329614530]How does the mentor scheme work? 
· The mentor and mentee together discuss and analyze the work context of the mentee and develop objectives, specific plans and tasks for action. They will try to match these needs and set these objectives, corresponding to the mentor's expertise, understanding and experience. Objectives, plans and tasks will be directly related to the work context of the mentee and to the skills which he/she is interested in developing. It will also include a plan for monitoring progress. This will be discussed and acted upon at ongoing meetings, until it is mutually agreed that the mentoring relationship has achieved its objectives. 
[bookmark: whatcan][bookmark: _Toc203813070][bookmark: _Toc210462308][bookmark: _Toc210524506][bookmark: _Toc210709964]
Who can be mentored? 
The mentoring relationship should be specific and task-focused (e.g.: planning a career path, handling conflicting job demands, improving team skills etc). Very often the initial need expressed by the mentee is quite general and unfocused. It is important to spend adequate time discussing the issues together, to clarify the work situation and the real needs. The mentee's needs are the guiding principle but the mentor is to offer advice in the best interest of the mentee. A mentee can be any staff in positions within PREVENT who have been with the organization for at least three months and is expected to be with the the organization for at least two years.

[bookmark: whattime][bookmark: _Toc203813071][bookmark: _Toc210462309][bookmark: _Toc210524507][bookmark: _Toc210709965]What is the time commitment for the mentoring relationship? 
The mentoring relationship can last between 3 months and 12 months and there should be no expectation that it will continue longer than this time. The number of meetings will depend upon the needs of the mentee and the availability of the mentor. The important thing to remember is that the amount of time devoted to mentoring is negotiated by both the mentor and mentee, and can be re-negotiated by them, or even terminated, if considered appropriate, however human resources must be informed of all meetings. Records of each meeting should be kept by HR at the end the mentor relationship along with recommendations. 
It is important that both mentor and mentee keep the other informed of any planned periods of absence from PREVENT, so that this can be considered in planning tasks and meetings. 
[bookmark: timing][bookmark: _Toc203813072][bookmark: _Toc210462310][bookmark: _Toc210524508][bookmark: _Toc210709966]Timing of meetings 
This is based on the availability of the mentor and the mentee, and the nature and timelines associated with particular tasks. Generally an hour would be sufficient. The feedback sessions work best if they occur reasonably soon after a task is completed, as impressions are still fresh. A record of meeting is kept by the mentee in order to aid memory, but also to provide the mentor and the mentee with a record of progress and achievement, and to assist them to monitor the process. 
[bookmark: stages][bookmark: _Toc203813073][bookmark: _Toc210462311][bookmark: _Toc210524509][bookmark: _Toc210709967]What are the stages of the mentoring process? 

Stage one 
Discuss the needs of the mentee 
Discuss their work context 
Clarify objectives, with priorities for achieving them 
Negotiate time commitment 
Agree on meeting times

Stage two 
Break down objectives to specifics 
Design task/s for mentee to complete by future meetings 
Work out focus for feedback - criteria for success and desired outcomes

Stage three 
Discuss task outcomes, with feedback based on expertise and experience of the mentor 
Discuss any additional outcomes 
Develop a new task 
Decide on next meeting date. 
[bookmark: evaluation][bookmark: _Toc203813074][bookmark: _Toc210462312][bookmark: _Toc210524510][bookmark: _Toc210709968][bookmark: _Toc210713617][bookmark: _Toc310856470][bookmark: _Toc329614531]Evaluation 
[bookmark: _Toc329614532]At the end of the mentoring period, both mentors and mentees are asked to complete an evaluation form and to attend a one hour evaluation session. It is useful if the pairs can discuss the outcomes and degree of success of the mentoring relationship together, prior to the evaluation exercise. 
Skip to content 
Designating a mentor is the responsibility of the human resources department. Some thought needs to be given to 'matching' mentors to staff members appropriately. All new members of staff should be informed on appointment that they can expect to have a leadership mentor. An existing member of staff making a transition between posts or relatively senior level, for example Program Officer to Junior Project Manager, should also be given a mentor. Someone passing through a number of different roles within PREVENT might have a mentor on more than one occasion. This is because people at different stages of their career may require different supporting information and advice, especially when they are taking on new and different types of appointment.

[bookmark: _Toc203813084][bookmark: _Toc210524520][bookmark: _Toc210709972][bookmark: _Toc210713620][bookmark: _Toc310856473]

[bookmark: _Toc329614533][bookmark: _Toc210462322]10.2  Cross - Training Plan
Human Resources and the Executive Director shall develop a training plan or orientation session with staff members in each Director-level position and senior management team for each of the key functions of the Executive Director listed in Section 3. 

[bookmark: _Toc210709973][bookmark: _Toc210713621][bookmark: _Toc310856474][bookmark: _Toc329614534]10.3 The Executive Development Program

PREVENT’s Executive Development Program is to improve leadership skills for both current and future leaders at PREVENT.  Employees who are eligible to apply for the program are in Grade level 6, 7 and 8, provided they have already been at PREVENT for at least one year and are planning to be here for at least three more years or indefinitely.  The program will include course work, mentoring, coaching, and special assignments over a period of one year and follow-on activities thereafter.  The program will be operated by PREVENT with training and specialized help from outside organizations.  PREVENT expects to select four people for the program this year, and for the next two years beyond that.  Numbers may vary depending on funding and other circumstances. 
  



	

	The Succession Time Plan

	1
	Choosing Potential Successors
This is an intensive effort that calls for an examination of all employees who potentially have the skill set and ability to lead PREVENT. The departing Executive Director may want to seek the advice of the Board, a search committee and a Human Resource manager to help select potential successors. These two approaches can help take some of the emotion out of this decision and can add objectivity to the process. One year before the transition period begins is a good time to commence the process, so there is time for the departing Executive Director to oversee the successor as he /she learn the functions of the position.

	2
	Develop a formal coaching and mentoring plan for a potential successor
To develop a successful training program for your successor, identify the critical functions of PREVENT, and have a successor perform tasks in each of these areas.  Immerse the successor in By creating a culture that encourages the successor to take charge within broad guidelines, a space can be established for your successor's style to fit the broader organizational goals. 

	3
	 Establish a Timetable 
Set up a training timetable and a timetable to successively shift control of the organization. If succession is to be successful, the departing Executor Director, the successor and management team need to know who is in charge of what and when. A timetable also helps motivate the successor to move through his or her training program quickly and successfully, with a clear understanding of upcoming roles and responsibilities as the departing Executive Director moves away from daily functions. 

	4
	Prepare yourself to move on
It's also important to outline a plan for the departing Executive Director from the organization. Share highlights of transition, particularly key dates that are crucial to the Board and other stakeholders of the organization. As the successor takes on more responsibilities, the departing Executive Director should spend more time planning how to continue with gradual handover.












	Top 10 PREVENT Leadership Competencies
[not listed in order of priority]

	Communication Skills 

· Creates & expresses ideas & thoughts to carry out job roles & responsibilities, both written and verbally
· Develops methodology for conveying messages & information effectively.
	Business Marketing &
Representational  Skills

· Demonstrates resourcefulness in identifying, attracting & managing new business/funding opportunities for PREVENT.
· Encourages and models high level of professional & ethical behavior in the development & maintenance of work

	Ethical Behavior & Accountability

· Exhibits high level of integrity, ethics, interpersonal skills and good judgment to meet commitments & expectations.
· Exhibits planning & organizational skills that allow one to meet business objectives & deadlines in a timely manner.
	Collaboration and Teamwork Skills

· Works cooperatively & effectively with supervisors, colleagues, other staff and stakeholders; accepts & offers feedback; exercises & reinforces mutual responsibility, courtesy, dependability & respect in teams.

	Subject Matter Knowledge

· Demonstrates core knowledge needed to met job requirements & understands business/project goals & objectives.  Keeps abreast of trends in their respective fields and contributes to developing creative recommendations & solutions.
	Supervisory & Operational Skills

· Demonstrates knowledge of financial & accounting procedures, principles & compliance standards to promote fiscal wellness of the corporation or project.
· Demonstrates and encourages professionalism, ethical behavior & results-oriented performance among staff & colleagues

	Vision & Innovation
(Resourcefulness & Boundary Expansion)

· Builds & leverages relationships and/or resources inside & outside PREVENT to enhance productivity & contribute to business development.
· Understands the politics of the business & is able to utilize a variety of appropriate strategies to meet or exceed business goals & objectives.
	Analytical Thinking, Problem-solving &
Strategy Development Skills

· Demonstrates critical thinking & analysis of issues; uses a variety of methodologies to explore solutions to concerns or problems; develops effective strategies to prevent, neutralize or overcome problems

	Cultural Competence

· Demonstrates respect for a variety of people & their diverse backgrounds.
· Learns the basic norms of different cultures, expands language ability beyond first language, approaches people from a position of equality, willing to learn & make mistakes in the process, able to admit mistakes and self-correct or with feedback.
	Emotional Intelligence
Demonstrates personal & interpersonal competence through:
· Self Awareness: knowing one’s internal states, preferences, resources, and intuitions
· Self-Regulation: managing one’s internal states, impulses, and resources
· Self-Motivation: emotional tendencies that guide or facilitate reaching goals
· Social Awareness:  awareness of others’ feelings, needs, and concerns
· Social Skills: adeptness a developing networks of relationships &  inducing desirable responses in others



Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government.
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