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Succession planning template
Use this template to map out succession plans for key roles in your business area. It shows how ready your organisation is to fill a role if the current post holder leaves. It also shows where you need to build a stronger pipeline.
Key
Use this key to describe how strong the pipeline is for each role:
1. No pipeline: no one is currently ready to step into the role.
1. Weak pipeline: one person is ready to step into the role.
1. Strong pipeline: two or more people are ready to step into the role.
Plan details
	Date
	

	Business area
	

	Director
	


Succession plan
	Team
	Role
	Critical role?
	Current post holder
	Emergency cover
	Ready now
	Ready in 1 to 2 years
	Ready in 3 to 5 years
	Notes or actions required

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


If more than one person is ready for a role in the same time band, list all their names in that cell.
Glossary
Succession plan – a plan that identifies who could step into a key role if the current post holder leaves.
Critical role – a role that would seriously disrupt the business if it became vacant with no cover in place.
Emergency cover – the person who could cover a role at very short notice, even if only on a temporary basis.
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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