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A Concise Guide to Succession Planning
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Today’s Agenda

) CEO Succession Planning

) Board Succession Planning
) Workbooks
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What is succession planning?

* Preparation for the loss of critical staff in an * Document that outlines relevant
organization information related to a job

* Preparation for the appointment of new position/board’s responsibilities
board members * Takes time and energy

« Often involves staff development within the * Helpiul to think of board successior
organization and, for board appointment, planning in terms of its legacy.

| staff at the municipality. * Start the process with a year remaining in the
term.
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Why is succession planning important?

Prepares for Ensures Ensures the long- Helps with the Maintains

planned AND continuity of term success of onboarding of communication

unplanned operations and the organization new staff and and relationships
| absences governance board member with partners
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What does it mean to
bridge the gap?

* Smooth transfer of
responsibilities

* Knowledge
retention/translation

* Employee/Board Member
morale

* Risk management
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CEQ + Staffing Succession Planning
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What does a transition plan
cover?

1. Documents that are important/necessary to the
position

2. Information that is required for day-to-day
operations

Outline of major duties and responsibilities
Summary of special projects
Summary of issues/concerns

Annual calendar of dates and deadlines

N ;o BoWw

| List of key contacts
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Discussion Questions

What are the barriers to succession planning
at your library?

What changes can you make to more easily

implement a succession plan at your library?

What has worked in terms of succession
planning at your library?
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Board Succession
Planning:
The Process




The Process

* Board Appointments

* What was accomplished

* Recruiting the Right People e What remains

* Library’s Role in the Appointment

Process
ONTARIO|sEt0E

e What should be known



Board Appointments

Process outlined in the Public Libraries Act.

The current Library Board

: ) Library boards in Ontario Library board
remains an active board

do not appoint their own appointments are made

until the new Library

: : replacements. by municipal council
Board is appointed P y p
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Board Appointments

Process outlined in the Public Libraries Act.

Current members

Term is the (mostly) same Reappointments are reapplying must be

term as the appointing

allowed reappointed, same as

ncil ‘
counci other candidates
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Board Appointments

Process outlined in the Public Libraries Act.

Appointments must be
made at the first meeting

Notice of vacancies must

be advertised

of Council or within 60
days
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Recruiting the Right People

Define the person you Work with the

heed Municipality & Council
* What skills are you looking for? * Share your preferred requirements

* What experiences are you looking for? * Take on some of the work

Get the Message Out to the Community

* Encourage people you may know to apply
* Define the commitment
* Hold information sessions
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MUNICIPALITY LIBRARY

Local
Approaches

BOARD APPOINTMENTS
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Board Member
Position
Description
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LIBRARY
SERVICE

(ondon
) Public Library
N

London Public Library Board Trustee Position
September, 2018

Library Purpose Statement

London Public Library strengthens people and neighbourhoods by creating connections
that enrich lives, inspire discovery, foster creativity, and expand possibilities.\

Library Values

Community values: access, community engagement, diversity & inclusiveness, open
to all & nonjudgmental, intellectual freedom, privacy, respect, service excellence

Corporate values: innovation, leadership, stewardship, transparency

Library Board

FPublic Library Boards are governing boards, legal corporations with the authority to
make policy and to govern the library’s affairs under the Public Libraries Act, RS0
1990, c. P.44.

A board’s duty is to provide comprehensive, effective and efficient public library service
that reflects the community’s needs and builds community capacity.

The stakeholders of today's libraries expect strong leadership. Consequently modern
governance must reach beyond ongoing budget oversight and a regular strategic
planning exercise to embrace new ideas, and forge strong relationships that will support

the library in its Purpose and community and corporate values.
The primary roles of the London Public Library Board are to:

¢ Set the vision, mission and strategic direction for the library and, using strategic

planning techniques, determine a strategy map to get there;
e Make nolicy within the framework of novernment lamielatinn and rearnlatione -



Work with the
Municipal Admin and

Council
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August 28, 2008

Mr. Kevin Bain

City Clerk

The Corporation of the City of London
300 Dufferin Avenue

London, Ontario N6B 122
519-661-2500 x4937

Dear Mr. Bain:
This letter is written related to the Public Libraries Act, R.S.0. 1990, ¢. P.44, Sections 11
and 12, regarding where a vacancy arises in the membership of a library board.
Thank you for initiating the steps required to give public notice of the vacancy and to hold
office of Trustee, London Public Library Board. We were pleased to see that the process has
been expedited.
In order to assist in this matter, the Library Board has prepared a document that can be
used to provide information to individuals interested in applying for the vacancy; you and
your staff in answering questions from interested people and in reviewing applications; and
the Controllers and Councillors in making an appointment. Please find this document
attached. G, :
The document includes a section on core competencies and qualifications designed to
support the selection and appointment of an individual who can make a difference in our
community by being an effective London Public Library Board Trustee. The essential core
competencies and qualifications are:

« Conviction that the public library is essential and uniquely important to the life of all
Londoners and communities within'tondon;
Commitment to London and tondoners through active service to the community;
Leadership experience;
Business acumen;
Abllity to seek and listen to input from all stakeholders;
Ability to approach people and problems with an open mind;
Ability to actively participate in discussion and deliberation and to attain positive
outcomes; and
 Time and energy.

We have also provided highly desirable qualifications, based on status of the London
Public Library Strategic Plan: Imagine! and the current/emerging economic
environment. The Library requires a well connected, credible community leader who brings:
e A large network of varied community contacts including the business/corporate,
education, public and not-for-profit sectors; and
¢ Success in advocating for funding and political support.

Experience in the area of fund development would be an asset given that this will be a
significant strategic emphasis for the Library Board the next few years.



The Board’s Legacy: Managing the Succession

Legacy Documents

Outgoing Board's Role in
| Recruitment



What is board legacy?

What was accomplished, what
remains, and what should be known

once the four-year board term has
come to an end
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Purpose of the legacy document

Communique to the future
leadership of the library
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Contents of the board legacy document

. * Major achievements
Step 1 y e (Challenges
'I'h e bO 3 rd ? S WO rk | N . Fahcag!jenges encountered + challenges still being
revieW * Pressing governance issues
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Contents of a hoard legacy document

Step 2: * Strengths and weaknesses
Board introspection " Bad habits
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Contents of a hoard legacy document

S’[ep 3: * Relationships/partnerships with:
. .  Community organizations

Relationships & + Counc

Partnerships * Other libraries

* Other items to document:
* Interactions with partners
| * How partners view the library
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Contents of a hoard legacy document

Step 4- * Work that has yet to be accomplished
 Recommendations for the new hoard
Th € fUtU [e Of th c * .. general recommendations, project and
bO 3 rd partnership recommendations
e Skills needed for the future / skills needed
to address weaknesses
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Contents of a hoard legacy document

. * Reflect on your own appointment to the
What else should you include | ", . PP

In a Iegacy document? * What would you have liked to know?
e Other need-to-know information
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Contents of a hoard legacy document

e Will the information be available
To include or not to include? elsewhere?

* Consider orientation documents, policy
manual, etc.
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Contents of a hoard legacy document

* Strategic plan

. * Action plan
Supportmg Documents * Other planning-related documents

* Master plan
e Needs assessment
* Facilities study

| o Etc.
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Contents of a hoard legacy document

Our library and its community
Partners

The community sees our library as...

Municipal Council views our library as...

Other key Community Partners view the library as....

Major governance issues faced
during our term
(2018-2022)

The Library Board faced these major governance issues during this term...

We were able to accomplish...

We were NOT able to accomplish....

We can foresee these opportunities for the incoming board to address issues that remain
outstanding...

Our leadership

We believe that our board is a strong community leader because...

We see that the board could be even stronger in its leadership if....

| Challenges for the new board

We suggest that these issues are major challenges for the new board to tackle as a priority...

We request Council’s attention to the library issues that prevail and consider the following
governance/leadership skills in making appointments to the new library board....
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Layout of the legacy document

* Chart
Can vary from one * Letter to the new board

library to another: * Full paragraphs vs. bulleted list
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Parties involved in legacy planning

* Whole board should be involved
* Committee of the board can be formed, if necessary
* [nput from the CEQ is important
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OO

Supporting the
Next Board
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What experiences and skills should be
prioritized when selecting new board
members?

How can boards balance institutional
knowledge with fresh perspectives when

DiSCUSSiOn appointing successors?
Questions

What governance structures can help
facilitate a smooth leadership transition?

What are the risks of inadequate

succession planning at the board level?
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Workbooks -‘ -
dh
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Debrief -‘ -
dh
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Thank you!

Stronger libraries. Stronger communities.
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