
Succession Planning Process Appendix 1

CMT & DMTs to consider and validate identified business critical 
roles and successors for their reporting positions to be agreed 

between Chief Executive, relevant Corporate Director and Director of 
HR 

HR creates a Succession Plan Matrix which details all business 
critical roles and successors.

Line manager meets with individual(s) identified as a successor to 
have a conversation with them regarding whether they would like to 

be in the Succession Development Programme. 

No Yes

Individuals’ knowledge, experience, skills and behaviour assessed 
against the person specs for the business critical roles and ‘gaps’ 

identified. Succession plan created & development activities 
identified.

Don’t agreeAgree

HR review plans and common L&D requirements identified and 
arrange bespoke interventions. 

Manager 
monitors 

progression 
against plan

Individual produces a ‘Skills Profile’ – which details their knowledge, 
experience, skills and behaviours in relation to the succession role(s) 

CMT/DMT’s keep the Succession Plan Matrix under review and 
update HR with changes of structure, role, critical posts and 

successors.  

New 
successors 
required

Corporate Directors, DMT and Heads of Service identify business 
critical roles (using assessment tool and mapping document).

Corporate Directors, DMT and Heads of Service identify suitable 
successors for Corporate Directors, Directors and Heads of Service & 

any other business critical roles (using assessment tool & mapping 
document)



Implementing the Succession Plan

Aware that individual in critical post is leaving

Successors identified from the Succession Plan Matrix.  For posts above Head of 
Service, Member appointment process will apply.  HR Director to ensure this is 

actioned. Is there anyone potentially suitable?

Appointable?

Service to confirm whether post will remain in the structure in current 
form (i.e. does service still require this role?) and inform HR

No

YesNoDisestablish post or 
create new post.

Look to see if there is a successor to backfill the individual being appointed to the post.

Consider other 
resourcing 
solutions 

Yes

What level is the post?

Corporate Director or 
Director

Head of Service or 
below

Member Panel held (ring-
fenced for internal 

candidate/s)

Interview panel held 
(attended by HR Director) to 
ensure development plans 
have been progressed and 
individuals are appointable.

No Yes


