



Communities In Schools of __________________ County

Leadership Continuity Procedures
Board Approved ________________ (Date)

I.  SUCCESSION PLANNING FOR EXECUTIVE DIRECTOR                
Procedures for the Appointment of an Acting Executive Director (ED) in the Event of the Sudden Absence of the Executive Director.

A.   Rationale

In order to ensure the continuous coverage of executive duties critical to the ongoing operations of Communities In Schools of ____________________ County and its services to students and their families, the Board of Directors is adopting policies and procedures for the temporary appointment of an Acting Executive Director in the event of a sudden  absence, irrespective of whether it is short-term or long-term, which results in the inability of the Executive Director to carry out and perform his or her duties within the normal course of business.  While the Board acknowledges that such an absence is highly improbable and certainly undesirable, it also believes that due diligence in exercising its governance functions requires that it have an emergency executive succession plan in place.  It is expected that this plan will ensure continuity in external relationships and in staff functions. Any and all activities will be consistent with the affiliate’s bylaws.

B.  Priority Functions of the Executive Director

The key functions of the Executive Director to be covered by an Acting ED include:  

1. Serve as the organization’s principal leader, representative and spokesperson to the greater community 

2. Support the Board of Directors

a. Ensure integrity and strength of Board leadership 

b. Assist with recruitment and orientation of new Board Members

c. Prepare reports to the Board of Directors and Executive Committee

d. Plan and attend Board Meetings and various committee meetings

3. Lead and supervise the staff team

4. Further the implementation and management of the goals in the organization’s Annual Operations’ Plan

5. Establish, maintain and cultivate relations with donors, partners and other resources to support services and activities

6. Maintain accountability for current year operating budget and financial controls

7. Maintain effective communications and coordination with the CIS of North Carolina

C.   Succession Plan in Event of a Temporary, Sudden Absence (SHORT TERM)

Definitions

· A temporary absence is one in which it is expected that the ED will return to his or her position once the events precipitating the absence are resolved

· A sudden absence is one that arises unexpectedly, in contrast to a planned leave, such as an extended vacation, a sabbatical or retirement

· A short-term absence is 3 months or less

Appointment of the Acting Executive Director

· The Board of Directors authorizes the Executive Committee to implement the terms of this emergency plan in the event of the sudden absence of the ED
· In the event of such an occurrence, the Board Chair will immediately inform the Executive Committee
· As soon as possible, the Board Chair shall convene a meeting of the Executive Committee to affirm the procedures prescribed in this plan or to make modifications the Committee seems appropriate
· The current ED is responsible for identifying to the Board Chair which member of the staff team is best prepared to serve as Acting ED, or in the alternative make a recommendation for an external individual to serve as Acting ED.  If that identified individual on the staff team is unable to serve for any reason, a secondary member of the team shall be identified or if necessary, the back-up appointee will be the Board Chair.  In the event the current ED is incapacitated or incapable of making the identifying replacement, the Board Chair shall notify the Executive Committee and the board Executive Committee shall make the appointment of the Acting ED.
· The Executive Committee may also consider the option of splitting the executive duties among the designated appointees
Competency Development for Staff Team 

· The current ED engages in development of the existing staff team to build their competency in the event they are to serve as an interim ED.  

Authority and Oversight of the Appointee

· The person appointed as Acting ED shall have the full authority for decision making and independent action as the ED upon assuming the duties prescribed in Section B and all other duties assigned by the Executive Committee

· As with the ED, the Executive Committee will have responsibility for monitoring the work of the Acting ED, with the Board Chair acting as the supervisor for the Acting ED.  

· The Executive Committee will also be alerted to special support needs of the Acting ED in this leadership role and should expect to meet monthly during the transition period

Compensation

· The Executive Committee shall review salary compensation and provide an adjustment for increased responsibilities during a transition

Communications Plan

· The Board Chair shall notify the staff as quickly as possible, but not to exceed 48 hours of the known absence, of anticipated changes as a result of the absence of the ED
· As soon as possible after the Acting ED has begun covering a sudden absence, Board Members and the Acting ED shall communicate the temporary leadership structure to the following key supporters external to the organization such as:
· CIS of _______________ County, full Board of Directors
· Superintendent of Local School District
· City and/or County Manager
· Chair of City Council and/or County Commissioners

· CIS of North Carolina

· Major donors/funders
· Significant partners
· Leaders of local civic organizations
D.   Succession Plan in Event of a Temporary, Sudden Absence (LONG TERM)

Definition

· A long-term absence is one that is expected to last more than 3 months

Procedures

· The procedures and conditions to be followed shall be the same as for a short-term absence, with one addition:
· The Executive Committee will give immediate consideration, in consultation with the Acting ED, to temporarily back-filling the position left vacant by the Acting ED.  This is in recognition of the fact that, for a term of more than 3 months, it may not be reasonable to expect the Acting ED to carry the duties of both positions.  The position description of the temporary substitute would focus on covering the priority areas in which the Acting ED needs assistance
E.  Succession Plan in the Event of a PERMANENT Sudden Absence:

Definition

· A permanent absence is one in which  a determination has been made by the Board of Directors that the ED will not be returning to the position
· The procedures and conditions shall be the same as for a long-term temporary absence with these additions:

· The Board of Directors shall appoint a Transition and Search Committee to plan and carry out the transition of a new Executive Director

· Consideration should be given to Important characteristics and skills for reviewing qualifications of candidates including:

· Strategic thinking and communication skills

· Leadership skills and experience

· Knowledge in the field of education

· Management (human resources, financial and program)

· Fundraising, including marketing and public relations 

· Passion for the mission

· A diverse pool of candidates shall be developed, and at least three finalist candidates will be considered for the CEO position

· The final hiring decision of the ED shall be approved by an affirmative vote of the majority of the Board of Directors and stated in the Minutes of the Board Meeting in which the vote is taken

· In order to ensure a successful transition for the new ED, it is the responsibility of the Executive Committee to develop a detailed orientation process including introduction to the Total Quality System and to clearly establish goals and expectations while providing ongoing support and guidance for the first 90 days.
F.  Succession Plan Attachments:

· One copy of the Succession Plan shall be maintained in the Communities In Schools administrative office with all attachments listed below.  All attachments will be reviewed and updated by the ED within 45 days of the commencement of each fiscal year.
· Current Executive Director Job Description
· Strategic and Annual Operations Plans
· Current Board Roster, List of Officers and Committee Members
· Current Organizational Chart and Key Staff Contact Information
· Key Stakeholders Contact List (Superintendent, Principals, Municipal Leaders, Funders)
· Organizational Inventory
II. SUCCESSION PLANNING FOR BOARD CHAIR

Procedures for the Election of a Board Chair in the Event of a Sudden of Planned Departure
A.   Rationale

The quality of leadership of the Board of Directors is extremely important to its ongoing success and sustainability.  Having a person in the Chair’s role who can provide strong leadership, ensure the organization remains mission driven and articulate the vision for the organization are key elements for success.   Providing for continuity in leadership of the Board of Directors is carefully managed and cultivated.
B.  Priority Functions of the Board Chair

1. Focus on the mission of the organization and plans for achievement of that mission

2. Work in partnership with the Executive Director

3. Set norms and culture for the Board of Directors
4. Represent the Board of Directors as a spokesperson to the general public and at outside events

5. Review financial and budgeting information with the Treasurer and Executive Director

6. Generate Board Meeting agendas in concert with the Executive Director

7. Control and run the Board Meeting agenda, keeping within time limits

8. Set clear expectations for the Executive Director and Committee Chairs for providing informative reports to the Board of Directors

9. Groom and help develop the next Board Chair

C.  Process for Developing Future Board Leadership

Systematically developing new board leaders is an ongoing practice, not just something that occurs upon the departure of the Board Chair.  Whether the Board Chair departure is sudden or planned, the preparation process is ongoing.  Thinking about continuity of Board leadership begins in the initial stages of Board recruitment, with some consideration given as to whether a candidate has any potential to provide leadership for the Board in a few years.  When identifying potential leaders, they are given opportunities to develop the necessary perspectives and skills to possibly assume future leadership positions; thus, several Board Members can be in the leadership pipeline at all times. 
D.  Election Procedures

The Vice Chair is next in line to succeed the Chair, whether the Chair’s departure is sudden or planned and the process for electing the Vice Chair are as follows?
1. Each year, when elections to the Board are held, all who are interested in serving as Vice Chair submit their names to the Governance Committee

2. If no names are submitted, or the Governance Committee feels that a more diverse candidate pool is desired, the Governance Committee will discuss alternatives and will seek out additional candidates

3. Normally the person under consideration will have served in another leadership position on the Board, such as an officer or committee chair for a minimum of two years
4. The Governance Committee reviews the candidates that have been identified and discusses each of them thoroughly before making a final decision on a candidate

5. When elections take place, the selected candidate for Vice Chair is put before the Board for a vote along with candidates for officers as well
6. Once elected as Vice Chair, he or she works closely with the Board Chair for the remainder of his or her term
7. Upon expiration of the Board Chair’s term, or upon his or her sudden departure, the Vice Chair must be elected by a majority of the Board in order to serve as the Board Chair
8. The new Board Chair completes the CIS University Board Member Pathway within six months of being elected
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