succession Planning worksheet- template


	Date Prepared:
	     
	Timeframe of Plan:
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	STEP 1: Identify the Risks 

	List key positions within your funeral home.   
	A. Rate Position Impact.  What would the impact be on the funeral home of this position becoming vacant? Consider function of the position as well as any unique capabilities of the incumbent(s).   
	B. Rate Vacancy Risk.  What is the likelihood of this position becoming vacant over the next 3 years? 
	C. Identify High Risk Positions.   Multiply A. Position Impact X B. Vacancy Risk. High risk positions are those with a score of 12 or greater. 
	Comments/Notes.

	
	(Rating Scale: 5 = High, 3 = Moderate, 1 = Low)
	
	

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	STEP 2: Assess Staffing Capacity and STEP 3: Develop Succession Plan for High Risk Positions 

	List high risk positions identified in Step 1.  (High risk positions are those with a score of 12 or greater identified in Step 1C. above.)     
	Consider Staffing Capacity.  Should this position become vacant tomorrow do you have the capacity or internal bench strength to fill it? If yes, indicate potential successors.    
	Develop Succession Plan.  Identify action plan to prepare for successor in each high risk position.  This may include identifying development needs for potential successors, action plans to  retain potential successors, action plans to minimize risk of loss of business knowledge and relationships held by current incumbent through knowledge transfer, cross-training, documentation of procedures etc.        

For high risk position without a potential successor consider pro-active staffing strategies such as apprenticeship training, identifying potential sources for external talent and promoting/enhancing reputation as desirable employer thru employee engagement initiatives etc.    

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Step 4: Succession Planning 

	List action items identified in Step 3 above. 
	Timeframe (Start)
	Timeframe (Completion)
	Desired Outcome/Targets – What is our measure of success with this action item?  
	Responsibility - Who is responsible for ensuring this action item is completed? 
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Provided courtesy of The Funeral Service Association of British Columbia for exclusive use of FSABC members


Refer to FSABC HR Toolkit for additional information and resources 
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