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The board’s legacy includes what was accomplished, what remains, and
what should be known once the four-year board term has come to an
end. Legacy documents are communiqués to the future leadership of the
library. Legacy documents: 

ensure that the work of the board over the course of the term is
clearly outlined;
become an important orientation tool for incoming board members;
provide the rationale for prioritizing certain skills and experiences
in the recruitment of new board members; 
bring new board members up to speed on board business and
library priorities. 

  

What is board succession planning?

What are legacy documents?
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Process of preparing for the loss of governance knowledge at the board
table. A key component of the succession planning process includes
legacy documents. Additionally, succession planning includes strategies
to recruit new board members with the experiences, knowledges and
skills that will help the board achieve its goals. 
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YES NO

1 Has the board adopted a board succession management policy?

2 Is there a plan in place with the municipality regarding the
library board appointment process? 

3 Is there is a board member position profile (job description)?

4 Has the board established appointments criteria it would like to
share with the municipality? 

5 In conjunction with the municipality, is there a recruitment
communications plan in place? 

Succession Planning Checklist
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Recruiting the Right People

Page 4

Although the appointments are done by the municipality, boards can offer to work with
the municipality to establish process and criteria in the appointment of new board
members. 

Define the person you need. What skills are needed? What experiences are being
sought?

Work with the municipality. Share preferred requirements. How to seek buy-in? What
recruitment work can the board offer to take on? 

Get the message out. What are the strategies to encourage people to apply? How can
you define the commitment? 
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The Concept of Board Legacy
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The board’s legacy includes what was accomplished, what remains, and
what should be known once the four-year board term has come to an
end. Legacy documents are communiqués to the future leadership of the
library. Legacy documents: 

ensure that the work of the board over the course of the term is
clearly outlined;
become an important orientation tool for incoming board members;
provide the rationale for prioritizing certain skills and experiences
in the recruitment of new board members; 
bring new board members up to speed on board business and
library priorities. 
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Step 1: The board’s work in review
Review the board’s major work of the past four years. List whether the work set out was achieved, partially
achieved, or not achieved/ongoing. 

Description Achieved/Partially
Achieved/Not Achieved-

Ongoing 

Additional Details
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A P N/O
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Step 2: Board introspection
List the board’s strengths and weaknesses. This list is all encompassing: from the board’s strategic
planning abilities to board meeting management. Consider items such as communications, partnerships,
and ability to achieve goals. 

Strengths Weaknesses
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Step 3: Relationships & Partnerships

Partnerships Description of success or challenges

List important relationships and partnerships that are crucial to advancing the library’s boards goals, such
as community organizations, Council, certain municipal officials, and other area libraries. 
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Step 4: The future of the board
List the recommended next steps. 
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Recommendations and work to be accomplished.

Ongoing challenges.

Skills needed for the future.
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Additional Reflections
Individual Reflections: What would you have liked to know at the start of the term? 

Other need-to-know information.
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Supporting Documents

Key Document Explanatory notes

Strategic Plan

Board action or work plans

Master plan/facilities plans/needs
assessments

Budget

List additional documents that should be made available to incoming board members. 
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Example 1 Example 2

Exemple 3 Example 4

Layout of Legacy Documents
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Chart

Letter

Bullet Points

What’s the preferred format? 
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