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Succession Planning Form
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	ORGANISATION
	[Organisation Name]

	DEPARTMENT / FUNCTION
	[Department or 'Organisation-Wide']

	COMPLETED BY
	[Name and Job Title]

	REVIEW DATE
	[Date - recommend annual review]

	HR SIGN OFF
	[Name]

	CONFIDENTIALITY
	This document is strictly confidential. Limit access to Senior Leadership and HR only.



About succession planning
Succession planning is the process of identifying and developing talent to fill critical roles when they become vacant - planned or unplanned. Done well, it reduces organisational risk, accelerates the development of high-potential employees, supports retention and demonstrates that the organisation takes development seriously.
Succession planning is not about replacing people before they have left - it is about building organisational resilience and ensuring continuity of leadership and critical capability. It is most effective when it is honest, forward-looking and directly connected to the organisation's strategy.
This document is strictly confidential. Individual names and assessments must not be shared beyond Senior Leadership and HR without explicit approval. Individuals should not be informed of their succession status without a carefully considered, managed conversation.
SECTION 01
Critical Roles Register

A critical role is one whose vacancy would significantly disrupt operations, client relationships, strategic delivery or financial performance - whether immediately or over time. Not all senior roles are critical, and some critical roles may not be senior. Use the criteria below to identify and prioritise the roles that genuinely matter most.
▪ How to Identify Critical Roles
-  What would happen if this role were vacant for three months - would the impact be severe?
-  Is the knowledge, skill or relationship held by the role holder largely exclusive to that individual?
-  Is this role externally scarce - would it be very difficult to recruit for?
-  Does this role sit at a strategic inflection point - where the wrong hire would set the organisation back significantly?
-  Would loss of the role holder pose a risk to client relationships, regulatory compliance or operational continuity?
-  What is the flight risk - High, Medium or Low?
-  Who could provide short-term cover if the role became vacant tomorrow?
-  What critical knowledge, relationships or expertise would be lost if this person left?
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	CRITICAL ROLE
	CURRENT HOLDER
	VACANCY RISK
	READY NOW
	1-2 YEARS
	3-5 YEARS
	SUCCESSOR GAPS TO ADDRESS
	DEVELOPMENT ACTIONS

	[Role 1]
	[Name]
	☐ High
☐ Med
☐ Low
	[Name]
	[e.g. Strategic influence, P&L ownership]
	[e.g. Secondment to Finance, exec coaching]
	 
	 

	[Role 2]
	[Name]
	☐ High
☐ Med
☐ Low
	[None identified]
	[Name]
	[e.g. External hire pipeline needed]
	[e.g. Accelerated development plan, mentoring]
	 

	[Role 3]
	[Name]
	☐ High
☐ Med
☐ Low
	 
	 
	 
	 
	 

	[Role 4]
	[Name]
	☐ High
☐ Med
☐ Low
	 
	 
	 
	 
	 

	[Role 5]
	[Name]
	☐ High
☐ Med
☐ Low
	 
	 
	 
	 
	 

	[Add further roles]
	[Name]
	☐ High
☐ Med
☐ Low
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SECTION 02
Succession Risk Summary

Use this section to summarise the overall succession risk picture across the organisation or function and identify where urgent action is required.
	HIGH RISK - 
IMMEDIATE ACTION
	MEDIUM RISK - 
PLAN REQUIRED
	LOWER RISK - 
MONITOR

	[Roles with no identified successor and high vacancy risk]
	[Roles with only long-term successors or single dependency]
	[Roles with at least one near-ready successor identified]


SECTION 03
Individual Successor Development Profiles

For each identified successor, complete a brief development profile setting out what they need to be ready for the role, and the actions agreed to close those gaps.
▪ Successor 1 - Successor Development Profile
	NAME
	[Name]

	CURRENT ROLE
	[Role]

	TARGET ROLE(S)
	[Role(s) they could be ready for]

	READINESS TIMELINE
	☐ Ready Now   ☐ 1-2 Years   ☐ 3-5 Years

	FLIGHT RISK
	[How likely are they to remain with / leave the organisation]

	CAREER ASPIRATIONS CONFIRMED
	[Do employee aspirations match company aspirations?]

	CRITICAL EXPERIENCE STILL REQUIRED
	[Exampples; Budget ownership , Client leadership, Leading change , Board presentations ]



Key strengths that make this person a strong succession candidate:


Key gaps to address before they are ready for the target role:


	DEVELOPMENT ACTION
	TIMELINE
	OWNER

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	




SECTION 04
External Pipeline Considerations

Where internal successors cannot be identified for critical roles, the organisation should consider building an external pipeline. This section records steps taken to identify and warm external candidates.
Roles with no viable internal successor identified:


External pipeline actions agreed (e.g. executive search brief, talent mapping, professional network engagement):


Target date for external pipeline review:

SECTION 05
Review and Governance

 
	SUCCESSION PLAN LAST REVIEWED
	[Date]

	NEXT FORMAL REVIEW
	[Date - recommend annual minimum]

	REVIEWED WITH SENIOR LEADERSHIP
	☐ Yes   ☐ Pending

	INDIVIDUAL DEVELOPMENT PLANS UPDATED
	☐ Yes   ☐ In progress



This document must be stored securely, with access restricted to Senior Leadership and HR. It must not be shared with individuals named within it without a carefully managed and purposeful conversation led by HR or the relevant senior leader.

For succession planning support, talent review facilitation or individual executive development - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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