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What is succession planning?

Process of preparing for the loss of critical staff in an organization. The
succession planning process includes the creation of a transition plan.

What is a transition plan?

An outline of relevant information related to a job position for a
successor. A transition plan will be the key to the success of the next
person in the position.
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Succession Planning Checklist

YES NO

1 Has your job description been updated within the last year?

Does your job description reflect your current duties and

2 L
responsibilities?

3 Is there any training or professional development that would
benefit you or future people in your position?
If you have an internal successor in mind (i.e. a current

4 colleague), will they have the skills to fulfill the duties of the

position? Is any training or support needed to help them get
ready?

Day-to-Day Operations

Any relevant information related to day-to-day operations of the library should be well-documented.
Include information here that may not be covered in your list of duties and responsibilities.

Key Questions Answers/Notes

Are your daily opening & closing procedures
documented? Where can they be found?

Are your logins/passwords documented/are
they saved and accessible to your successor?
Where are they documented or saved?
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Critical duties and responsibilities

Make a list of the CRITICAL duties and responsibilities for which you are responsible. Include a description
of each duty/responsibility. Indicate the frequency at which you perform these duties/responsibilities (e.g.
daily, weekly, monthly, yearly). When attempting to identify CRITICAL duties/responsibilities, consider:
e Tasks for which you are the “go-to” person (or the only person who knows how to complete them)
e Tasks that might not get done if you left your position today

Frequency (daily,
Duty or Description of the uency (daily
o one o weekly, monthly,
responsibility duty/responsibility
yearly)
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Key Contacts

In your position, who are the people that you contact on a regular basis?
Who do you contact when you need help?

Make note of those contacts below, along with their contact information (phone number or email address).
Key Contact Contact Information

Board

Municipal officials
Ontario Library Service

Building maintenance

Staff members/colleagues (if applicable)
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Important Dates & Deadlines

Make a list of important dates and deadlines that occur throughout the year. Consider application deadlines
for the Public Library Operating Grant and First Nation Salary Supplement, submission deadlines for the
Annual Survey of Public Libraries, budget submission deadlines, special grant application deadlines, etc.

Item

Annual Survey of Public Libraries (ASPL)

Public Library Operating, Pay Equity and
First Nation Salary Supplement Grant
(PLOG/PE/FNSS)

Typical Week Survey

Summer Reading Clubs and other
annual programming

Associated Date(s)/Deadline(s)
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Important Dates & Deadlines

Make a list of important dates and deadlines that occur throughout the year. Consider application deadlines
for the Public Library Operating Grant and First Nation Salary Supplement, submission deadlines for the
Annual Survey of Public Libraries, budget submission deadlines, special grant application deadlines, etc.

Item

Associated Date(s)/Deadline(s)
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Current Issues & Concerns

Make a list of the current issues and concerns for your library or in your position. What would you want the
next CEQ to be aware of in terms of potential issues? What should they be prepared to address?

Current Issues & Concerns

Current Projects

Make a list of your current projects. These are special projects that are separate from your reqular duties
and responsibilities. Consider potential partnerships that you are exploring, new initiatives, etc.

Current Projects
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Budget & Finances

Any information related to library budget or finances should be well-documented. Make sure to note who is
responsible for library finances. Make sure to note where relevant documents are stored, whether paper or
electronic.

Key Questions Answers/Notes

Who is responsible for budget development
for your library?

Is the library budget available? Where can it
be found?

Where is the previous year’s budget stored?

Where are financial statements stored?

Who takes care of the library’s finances? Is
their contact information included on page 5?

Who is responsible for payroll for the library?
Include contact information.

Who is responsible for paying bills for the library?
Is the process for bill-paying documented?

Is banking information or information about
library bank accounts documented anywhere?
If so, where is that information stored?
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Resources

New staff should have access to all relevant resources that are available, such as policies and procedures or
the location of extra office supplies.

Key Questions Answers/Notes

Are all policies available? Where can they be
found?

Are all library procedures documented and
available? Where can they be found?

Has the library created orientation
documents for new hires? Where can they
be found?

Does the library have a disaster response
plan, and if so, is it available? Where can
it be found?

Where are office or other supplies kept and how
would someone gain access to them?

Other notes about policies, procedures, and plans
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Library Building/Facilities

Note all important information about the library buildings or facilities, including access to the building,
maintenance, etc.

Key Questions Answers/Notes

What is needed to access the physical building?
Note the use of keys, codes, access cards, alarm
systems, etc.

Who is responsible for building maintenance? Is
their contact information on page 5?

Who is responsible for cleaning/janitorial services?
Is their contact information on page 5?

Who owns the library building or pays rent for the
library buillding?

Who takes care of securing insurance for the
building? Where can building insurance
information be found?

Make note of other building features that may be
helpful to your successor, e.g. how to turn off
water, where electrical panel is located, what they
may need to know about the HVAC system, etc.
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Collections & Circulation

Any information related to the circulation of materials or to collection development and management
should be well-documented.

Key Questions Answers/Notes

Are circulation/material check-out procedures
documented? Where can they be found?

Are interlibrary loan (ILLO) procedures
documented? Where can they be found?

Where do you purchase your books and other
circulating material? Include contact information.

Where do you purchase cataloguing supplies (e.g.
labels, barcodes, etc.). Include contact
information.

Do you use a computer system or paper system for
check-outs? Do you have an ILS (Integrated Library
System) and if so, who do you contact for technical
support?

Other notes about collections & circulation
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Technology

Any information related to technology used at the library should be well-documented.

Key Questions Answers/Notes

Who is responsible for IT support for the library? Is
their contact information on page 5?

Are you responsible for updating the library’s
website or social media? Where can passwords
and/or update instructions be found?

Do you have a computer/technology maintenance
schedule? Where can it be found?

Other notes about library technology
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Transition Readiness Checklist (p.1)

YES NO

Succession Planning

Up-to-date job description

Day-to-day Operations

Opening and closing procedures documented

Passwords documented or saved

Key Contacts

Key contacts (names and contact information) documented

Important Dates and Deadlines

Important dates and deadlines documented

Duties & Responsibilities

Duties and responsibilities (daily, weekly, monthly, yearly) documented




Transition Readiness Checklist (p.2)

YES

NO

Budget & Finances

Current and last budget accessible

Contact information for person responsible for finances, payroll, bills, etc.

Banking information documented

Policies, Procedures & Plans

Relevant policies documented

Library procedures document

Disaster response plan accessible

Onboarding/orientation documents/materials accessible

Library Building & Facilities

Building access information (keys, codes, etc.)

Contact information for building maintenance

Insurance information for the building




Transition Readiness Checklist (p.3)

YES

NO

Collections & Circulation

Circulation/check-out procedures

Interlibrary Loan (ILLO) instructions/procedures

Contact information for booksellers and vendors

System instructions and technical support

Technology

Website / social media details

Wireless network access instructions

Contact information for IT support

Computer/technology maintenance schedule
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