
This checklist will help you plan and focus your succession risk management discussions. 

	Topic
	Discussed?
	Sufficient evidence?
	Sufficient debate?
	Notes

	1. The work
	
	
	
	

	2. Critical roles
	
	
	
	

	3. Staff potential
	
	
	
	

	4. External labour market
	
	
	
	

	5. Misalignments
	
	
	
	

	6. Greatest risks
	
	
	
	

	7. Risk mitigation strategies
	
	
	
	

	8. Success indicators
	
	
	
	

	9. Schedule review
	YES 
	Date:


This template can help you identify whether a particular type of role is critical to performing your organisation’s most significant work. 

Please circle ‘great’, ‘moderate’ or ‘small’ to identify the extent to which the type of role demonstrates a particular criteria. If some of the criteria are not relevant to your organisation, they can be removed from the template. 


	Type of role:
	

	Date completed:
	


	Criticality Indicators
	Circle a response

	Internal relationships

Assess the number of formal internal relationships
	Great
	Moderate
	Small

	External relationships

Assess the number of formal external relationships (includes ministerial contacts, cross-departmental relationships, media interface) and/or critical external relationships
	Great
	Moderate
	Small

	Specific capabilities

Assess the number of technical specialist capabilities required for that type 
of role
	Great
	Moderate
	Small

	Specific accountabilities

Assess the number of unique accountabilities or accountabilities directly related to the delivery of significant organisational outcomes
	Great
	Moderate
	Small

	Other

[Description]
	Great
	Moderate
	Small

	Tally (number of responses circled for each column)
	*
	
	

	*A higher number equals greater criticality


	Type of critical role:
	

	Person completing this form:
	

	Date completed:
	


What makes this type of role critical?

	
	Notes

	Hierarchical level
	

	Internal relationships
	

	External relationships
	

	Specific capabilities
	

	Specific accountabilities
	

	Visibility
	

	Impact of failure in role
	

	Other
	


Performance expectations for this type of critical role

	
	Notes

	Principle accountabilities
	

	Key outputs/outcomes
	

	Quality of performance
	

	Speed with which optimum performance is required
	

	Other
	


Core skills and knowledge required for success in this type of role (ranked in order)

	
	Notes

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	


Personal attributes required for success in this type of role (ranked in order)

	
	Notes

	1
	

	2
	

	3
	

	4
	

	5
	


Experiences/previous achievement valuable for success in this type of role (ranked in order)

	
	Notes

	1
	

	2
	

	3
	

	4
	

	5
	


Employment value proposition for this type of role

	
	Notes

	Career potential of type of role
	

	Status of type of role
	

	Other benefits
	


Inherent difficulties for this type of role

	
	Notes

	Role difficulties
	

	Contextual difficulties
	

	Other benefits
	


This template can be used to assess an employee’s potential to move into a particular type of critical role.

If some of the dimensions are not relevant to the role you are considering, they can be removed from the template.  Working through the list with a person in mind will assist you to identify where you need to collect more information (that is, are there capabilities where you need more information before you are able to make a well-informed judgement about the person’s potential?).

A broader range of capabilities pertinent to the Victorian Public Service and the broader Victorian public sector can also be found in The VPS Employment Capability Framework and The Victorian Public Employment Capability Framework.  These publications are available to download from the State Services Authority website http://www.ssa.vic.gov.au.
 

	Staff member:
	

	Type of critical role:
	

	Person completing this form:
	

	Principle sources for gaining evidence:
	

	Date completed:
	

	Assessment shared with staff  member?
	



Aspiration
	
	Estimated aspiration level 
(please make one overall rating)

	
	Low
	Medium
	High

	Assessment of aspiration for the role should focus on evidence of:

· what motivates the employee, what the employee’s goals are;

· the degree to which the new role aligns with their personal motivators;

· how well the role supports their longer-term career goals; and

· if their motivation to perform in the particular type of role is based on a sound understanding of the role.
	
	
	


Engagement

	
	Estimated engagement level 
(please make one overall rating)

	
	Low
	Medium
	High

	Assessment of engagement for staying in the organisation should focus on evidence of:

· what the employee currently enjoys the most about working for the organisation;

· the extent to which these sources of engagement and disengagement are likely to apply in the employee’s new role;

· the extent to which these sources of engagement and disengagement can be overcome or are outweighed by what engages the employee; and 

· how well the organisation can support the achievement of the employee’s longer-term career goals.
	
	
	


Capabilities for success in the role

	
	Estimated capability level 

	Role-specific knowledge/skills/behaviour
	Low
	Medium
	High

	Role-specific knowledge/skills/behaviour 1:
	
	
	

	Role-specific knowledge/skills/behaviour 2:
	
	
	

	Role-specific knowledge/skills/behaviour 3:
	
	
	

	Role-specific knowledge/skills/behaviour 4:
	
	
	

	Role-specific knowledge/skills/behaviour 5:
	
	
	

	Role-specific knowledge/skills/behaviour 6:
	
	
	


Capabilities for success in the role

	
	Estimated capability level 

	Self-management skills
	Low
	Medium
	High

	Remains cool and resilient when under pressure
	
	
	

	Courage in challenging situations
	
	
	

	Comfortable managing a range of competing demands on their time
	
	
	

	Optimism
	
	
	

	Even disposition
	
	
	

	Self-confidence
	
	
	

	Effective work management skills
	
	
	


	
	Estimated capability level 

	People skills
	Low
	Medium
	High

	Connects with and engages a wide range of people
	
	
	

	Team player
	
	
	

	Listens to understand
	
	
	

	Perceptiveness
	
	
	


	
	Estimated capability level 

	Conceptual and analytical ability
	Low
	Medium
	High

	Sound analytical and critical thinking abilities 
	
	
	

	Moves easily between different levels of analysis 
	
	
	

	Decisions demonstrate effective judgement 
	
	
	

	Comfort with complexity and ambiguity 
	
	
	


Capabilities for success in the role

	
	Estimated capability level 

	Achievement focus 
	Low
	Medium
	High

	Strong goal focus 
	
	
	

	Strong improvement orientation 
	
	
	

	Sense of perspective 
	
	
	

	Self-starter 
	
	
	


	
	Estimated capability level 

	Learning ability, commitment and curiosity 
	Low
	Medium
	High

	Enjoyment of complex and novel problems and challenges associated with new experiences.
	
	
	

	Eagerness to learn about themselves, others and ideas.
	
	
	

	Genuine interest in learning from feedback and experiences
	
	
	

	Learning quickly from new experiences 
	
	
	

	Curiosity to understand the reasons behind things 
	
	
	


Relevant experiences and achievements that are valuable for the role


	
	Estimated level of relevant and valuable experience 

	
	Low
	Medium
	High

	Leadership experience
	
	
	

	Management experience
	
	
	

	Subject matter expertise
	
	
	

	Organisational process and cycle experience
	
	
	

	Unique organisational experience
	
	
	


Time to readiness
	
	Estimated time to readiness 
(please make one overall rating)

	
	Low
	Medium
	High

	Assessment of time to readiness for the role should focus on evidence of:

· willingness and ability to succeed in a type of critical role now or in the short term; or

· if the potential candidate is not yet ready to succeed in a role, how long they will require to become ready.
	
	
	


Overall rating of potential


	
	Level of potential 

	
	Low
	
	Medium
	
	High

	Aspiration
	
	
	
	
	

	Engagement
	
	
	
	
	

	Capabilities
	
	
	
	
	

	· role-specific knowledge, skills and behaviour
	
	
	
	
	

	· self-management skills
	
	
	
	
	

	· people skills
	
	
	
	
	

	· conceptual and analytical ability
	
	
	
	
	

	· achievement focus 
	
	
	
	
	

	· learning ability, curiosity and commitment
	
	
	
	
	

	Relevant experience and achievements valuable for the role
	
	
	
	
	

	Time to readiness
	
	
	
	
	


	
	Current level of potential for this type of role

	
	Low
	
	Medium
	
	High

	Overall Potential
	
	
	
	
	


	Critical role type:
	

	Date completed:
	

	Extent to which there is aspiration among current staff to seek and succeed in this type of role
	Great
Limited

	Extent to which the skills required for success in this type of role is evident among current staff
	Great
Limited

	Extent to which the knowledge required for success in this type of role is evident among current staff
	Great
Limited

	Extent to which the personal attributes required for success in this type of role is evident among current staff
	Great
Limited

	Extent to which the ability to develop the capabilities required for success in this type of role is evident among current staff
	Great
Limited

	Extent to which there is engagement among current staff to seek and succeed in this type of role
	Great
Limited

	Extent to which the experience critical for success in this type of role are evident among current staff
	Great
Limited

	Extent to which the record of achievement critical for credibility in this type of role are evident among current staff
	Great
Limited

	Extent to which the staff with potential to succeed in this type of critical role are ready to do so now
	Great
Limited

	Review scheduled
	Date:
	


	Critical role type:
	

	Date completed:
	

	Extent to which the skills required for success in this type of critical role are common or rare outside the organisation
	Common
Rare

	Extent to which the knowledge required for success in this type of critical role are common or rare outside the organisation
	Common
Rare

	Extent to which the personal attributes required for  success in this type of critical role are common or rare
	Common
Rare

	The extent to which people who have not worked for the organisation will be able to gain the experiences and achievements deemed necessary to master the role
	Easily     
with difficulty

	The extent to which people from the external labour market with potential to undertake this type or role will want to work for our organisation
	Great     
Lesser

	The extent to which people coming from outside the organisation may find the transition into a critical role difficult or take a long time
	Easily     
with difficulty

	Review scheduled
	Date:
	


This template can be used to help you:

•
Step 1: describe and understand your organisation’s succession risks; and

•
Step 2: prioritise your organisation’s most pressing risk.

The blank template is preceded by a worked example.
	Step 1: Identify possible risks: involves describing and understanding a situation that will affect an organisation’s ability to achieve its objectives. In the context of succession, the situation is when a critical role becomes vacant and cannot be filled satisfactorily within an acceptable timeframe.

	Risk Situation
	Likelihood
	Consequences
	Causes and contributing factors
	Existing controls

	Several staff with a particular type of technical expertise are likely to leave prematurely, and there will be considerable delay in filling these roles.
	•  Lengthy vacancies are highly likely to occur.

•  Some staff have indicated they are considering leaving.
	•  Delay in key programs ‘X’, ‘Y’, ‘Z’.

•  The organisation cannot complete its work plan this year.

•  Reputation damage.

•  Minister exposed to criticism.
	•  Candidates with the technical expertise are in high demand due to the rarity of the particular expertise.

•  Do not have a strong candidate pool.

•  The technical expertise can only be developed through postgraduate education, which takes considerable time.
	•  Targeted recruitment initiatives are in place, but they are ineffective due to the small external talent pool.


	Step 2: Prioritise the risks: involves assessing the likelihood and consequence of the risk situation, then combining these two assessments to create a relative priority rating. Assessments of the consequence and likelihood of a succession risk should take into account the effectiveness of existing strategies and controls.

	Effectiveness of existing controls
	Likelihood rating
	Consequence rating
	Relative priority rating

	Ratings: 


•
fully effective – all controls work well;

•
partially effective – most controls work well;

•
ineffective – either the controls address the causes of the risk but are not applied in practice, or some of the controls do not address the causes even though they are being applied;

•
totally ineffective – controls do not address causes and are not being applied; and

•
none – no credible controls in place.
	Ratings:

•
Almost certain

•
Likely

•
Possible

•
Unlikely

•
Rare
	Ratings: 

•  Insignificant

•  Minor

•  Moderate

•  Major

•  Massive


	Ratings:

•  Low

• Medium

• High

• Very high

	Ineffective
	Almost certain
	Moderate
	High


	Step 1: Identify possible risks: involves describing and understanding a situation that will affect an organisation’s ability to achieve its objectives. In the context of succession, the situation is when a critical role becomes vacant and cannot be filled satisfactorily within an acceptable timeframe.

	Risk Situation
	Likelihood
	Consequences
	Causes and contributing factors
	Existing controls

	
	
	
	
	


	Step 2: Prioritise the risks: involves assessing the likelihood and consequence of the risk situation, then combining these two assessments to create a relative priority rating.  

Assessments of the consequence and likelihood of a succession risk should take into account the effectiveness of existing strategies and controls.

	Effectiveness of existing controls
	Likelihood rating
	Consequence rating
	Relative priority rating

	Ratings: 

•
fully effective – all controls work well;

•
partially effective – most controls work well;

•
ineffective – either the controls address the causes of the risk but are not applied in practice, or some of the controls do not address the causes even though they are being applied;

•
totally ineffective – controls do not address causes and are not being applied; and

•
none – no credible controls in place.
	Ratings:

•
Almost certain

•
Likely

•
Possible

•
Unlikely

•
Rare
	Ratings: 

•  Insignificant

•  Minor

•  Moderate

•  Major

•  Massive


	Ratings:

•  Low

• Medium

• High

• Very high

	
	
	
	


	Critical role type:
	

	Date completed:
	

	Vacancy risk
Likelihood that this type of critical role may become vacant and no candidates can be found with the relevant skills willing, ready or able to accept the role
	          Unlikely 
Likely

	Rationale for assessment:
	

	Readiness risk
Likelihood that this type of critical role may become vacant and none of the potential internal candidates are willing, ready or able to accept the role
	          Unlikely 
Likely

	Rationale for assessment:
	

	Transition risk
Likelihood that this type of critical role may be filled by someone who fails to performs, or leaves prematurely
	Great Unlikely 
Likely Lesser

	Rationale for assessment:
	

	Review scheduled
	Date:
	


This template can be used to help you brainstorm risk treatment options for addressing a particular succession risk situation, consider the benefits and costs in each case, and then decide on the option(s) to be actioned.

After determining your risk treatment strategy, individual risk treatment options should be split into a number of specific tasks, which should be allocated to named individuals who are accountable for their completion.

’Yes‘, ’no‘ or ’maybe‘ are used in the end column on the template to signify those treatment options that are to be implemented, those that are not, and those that require further, more detailed analysis.

The blank template is preceded by a worked example.


	Risk description: Several staff with a particular type of technical expertise are likely to leave prematurely, and there will be a considerable delay in filling these roles. These lengthy vacancies would delay several key programs and prevent the organisation from completing its work plan this year. This vacancy is likely to occur because candidates are in high demand due to the rarity of the particular expertise, which can only be developed through postgraduate education, and we do not have a strong candidate pool. We have targeted recruitment initiatives in place, but they are ineffective due to the small external talent pool.


	Description of option
	Benefits
	Costs
	Conclusion
(yes, no or maybe)

	Implement communication to position the organisation as a desirable place to work
	Wider than just current staff with the technical expertise. They may decide not to leave and this will avoid re-training/recruitment costs, delays, etc.
	May prove ineffective, as the externally available salaries are so attractive.
	Yes

	Implement retention strategies for this role
	May prevent or delay technical experts from leaving. May give more notice if they are likely to leave so that the organisation is prepared.
	Minimal
	Yes

	Institute effective leaving processes
	Would trap some tacit knowledge.  Would better understand why technical experts leave, and can attempt to prevent the circumstances in future. Minimal costs.
	Technical experts may not be compliant. The reasons for leaving may be simply financial.
	Yes

	Outsource the role
	Quick replacement for the role.  Obligation to fill the position rests with outsourcer.
	If this is critical, the position should be directly managed. Problems of motivating contractor, high churn rate for contractors. High costs.  Negative effect on morale of other staff.  This action would likely precipitate current technical experts leaving.
	No


	Risk description: 

	


	Description of option
	Benefits
	Costs
	Conclusion
(yes, no or maybe)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This template can help you determine: 

•
indicative costs for appointment of internal candidates, where suitable employees have been identified and developed from within the organisation for eventual placement in a particular type of critical role; and

•
indicative costs for recruitment and hiring of external candidates, where lack of internal workforce potential necessitates the recruitment and hiring of an external candidate for placement within a particular type of critical role.

Once completed, this template can be used to examine the costs of ‘build’ (strengthening the internal workforce) versus ‘buy’ (external hiring) strategies for a particular type of critical role.

	Costing template – internal candidate appointment

	1.
	What is the cost of professional development? 
(to develop internal candidates for appointment to a type of critical role)

External short courses, internal short courses, leadership development programs, 
mentoring and coaching, tertiary programs / study assistance
	$

	2.
	What is the cost of downstream hiring to replace internal appointees? 
(to fill vacancies created by the new appointments)

Advertising: in-house, online, newspapers, initial and final interviews / managers’ time, 
pre-employment testing, pre-employment medical, pre-employment reference checking
	$

	3.
	What is the cost of training and development of internal appointees? 
(to achieve fully competent performance)

	

	
	Induction
	$
	

	
	Operations/systems/processes
	$
	

	
	Professional development
	$
	

	
	External courses
	$
	

	
	Tertiary studies
	$
	

	
	Total cost of training and development
	$

	4.
	What is the cost of lost productivity? (until the internal appointees can perform their designated position accountabilities at 100% competence)
	

	
	Competence level on commencement (max. = 100%)
	%
	

	
	Time required until fully competent (number of weeks)

	
	

	
	Total hours lost until fully competent
	$
	

	
	Annual remuneration package (total cost) divided by 220 working days, divided by 8.0 hrs
	$
per day
	

	
	Total cost of lost productivity
	$

	5.
	Any other incidental costs?    
	$


	Total cost of internal appointment
	$


	Costing template – external candidate appointment

	1.
	What is the cost of advertising the vacant position? 
(to attract suitable external candidates to the type of critical role)

In-house, on-line, local/national, international newspapers
	$

	2.
	What is the cost of recruitment of external appointees?                                                   
Recruitment agency / head hunter fees, interstate/international travel  and accommodation, interview process / managers’ time, psych testing, pre-employment assessment centres, medical, national/international relocation costs
	$

	3.
	What is the cost of temporary replacements? 
(until the external candidates have commenced work in their new position)

Casual rate vs permanent rate, overtime rate vs permanent rate, built in headcount, contract/agency staff
	$

	4.
	What is the cost of outfitting external appointees?                               

Laptop computer, mobile phone, Blackberry, security badges/passes, internet/systems access, business cards, protective equipment/clothing
	$

	5.
	What is the cost of training and development of external appointees? 
(to achieve fully competent performance)

	

	
	Induction
	$
	

	
	Operations/systems
	$
	

	
	Professional development
	$
	

	
	External courses
	$
	

	
	Tertiary studies
	$
	

	
	Total cost of training and development
	$

	6.
	What is the cost of lost productivity? (until the internal appointees can perform their designated position accountabilities at 100% competence)
	

	
	Competence level on commencement (max. = 100%)
	%
	

	
	ime required until fully competent (number of weeks)

	
	

	
	Total hours lost until fully competent
	$
	

	
	Annual remuneration package (total cost) divided by 220 working days, divided by 8.0 hrs
	$
per day
	

	
	Total cost of lost productivity
	$

	7.
	Any other incidental costs? (for example, personal coach, mentor)
	$


	Total cost of external appointment
	$


	Name:
	

	Potential for (type of critical role):
	

	Person completing this form:
	

	Date completed:
	


1. Development needs analysis

	Motivation and commitment 
(one tick per row)
	Very low
	Low
	Moderate
	High
	Exceptionally high

	Aspiration to move to type of role
	
	
	
	
	

	Engagement with organisation
	
	
	
	
	

	Commitment to make effort to develop
	
	
	
	
	

	
	Development of limited value for management of succession risk


	Readiness 
(one tick per row)
	More than 2 years from requisite capability
	1 –  2 years from requisite capability
	3 – 12 months from requisite capability
	Less than 3 months from requisite capability
	Full capability now

	Core skills/knowledge (ranked in order)
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	


	Readiness 
(one tick per row)
	More than 2 years from requisite capability
	1 –  2 years from requisite capability
	3 – 12 months from requisite capability
	Less than 3 months from requisite capability
	Full capability now

	Personal attributes (ranked in order)
	
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	
	Development of limited value for succession risk management

	Development of value
	Development of value
	Opportunities for rehearsal and refinement required
	Opportunities  to maintain capability required


	Experiences/achievements valuable for this type of role
	No interest in experiencing
	No experience
	Commencing experience
	Moderate experience
	Experienced

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	


	Date for review/refinement:
	


2. Development plan
	Skills, knowledge, personal 

attributes
	Experiential
	Peer
	‘Classroom’
	Self-directed


Focus: Development

	1 - 2 years from requisite capability 
	
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	3 – 12 months from requisite capability 
	
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


Focus: Rehearsal and refinement

	Less than 3 months from requisite capability 
	
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	Skills, knowledge, personal 

attributes
	Experiential
	Peer
	‘Classroom’
	Self-directed


Focus: Maintenance

	Full capability now
	
	
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


	Specific experiences /Achievements
	

	1
	

	2
	

	3
	


	Date for review/refinement:
	


	Document author(s):
	

	Date completed:
	

	Endorsed by:
	


	Name of Initiative


	1. Objectives and rationale
	Description

	What are the objectives of the program (how will the organisation benefit)?
	

	Why do we need a high potential program?
	

	2. Target participants
	Description

	Who is the program targeting and how many employees are being considered?
	

	What are appropriate nomination criteria?
	

	3. Program Design
	Description






	What are the aspects of the program?
	

	•  Program length
	

	•  Program frequency
	

	•  Time requirements (outside and within working hours)
	

	•  Development approach
	

	How does the program link with other organisational processes?
	Description

	•  Will successful program attendance guarantee shortlisting for future role vacancies?
	

	•  Can a program participant support their job application with assessment information that has been collected through their assessment of potential? 
	

	•  How will a participant’s development objectives and associated development strategies link with the organisation’s performance management process and strategies?  
	

	•  What information arising from the program will end up on a participant’s personnel file?  
	

	4. Roles and responsibilities

	Description

	What are the responsibilities of those involved with the program?
	

	•  Program participants
	

	•  Managers of program participants
	

	•  Senior managers in the organisation
	

	•  Human resources

	

	•  Other
	

	5. Nomination process

	Description

	Who nominates potential program participants?
	

	How can managers best manage expectations?
	

	6. Assessment and selection
	Description

	What assessment approach will be used?
	

	How will the selection decision be made?
	

	How should selection decisions be communicated to nominees?
	

	7.  Evaluation of participants and program effectiveness
	Description

	How will we know the development activities are having an impact on individual skill development? 
	

	How will we know the talent program is achieving its objectives?
	

	How will we know the initiative is achieving its objectives?
	

	8.  Risk management – addressing common risks and concerns
	Description

	What will be the most likely risks and how will we address these?

	

	9. Other notes
	Description

	

	


	Type of critical role:
	

	Date completed:
	


 
Step 1 – Identify the tacit knowledge essential to the type of role, and if it is currently documented or shared.

	1. Tacit knowledge 
category

	2. Is it already documented or shared well? (yes or no)
If yes, provide details.
If no, go to step 2 below.

	Knowledge about the past (what has already been done, background to the work, major successes, challenges and mistakes)

	eg. how first stage of a project was conducted
	no

	•
	

	•
	

	Knowledge about the immediate future (what needs to be done, why it needs to be done)


	eg. key outputs/outcomes
	eg. yes – role description, performance assessment

	•
	

	•
	

	How to get things done (informal processes, unspoken rules and protocols, who to work with to get things done and how to engage them)

	•
	

	•
	

	Tips, tricks and traps (the quirks and obstacles of the role and how to address them, how to leverage possible advantages)

	•
	

	•
	

	Other

	•
	

	•
	


Step 2 – Highlight categories of knowledge that currently are not documented or shared well (‘no’ in Step 1, column 2) and go to step 3.
Step 3 – Identify how the tacit knowledge should be documented or shared.
	Tacit knowledge 
category

	Document it 
(make explicit)

Share it (remain tacit)
	Who needs it? 
(in addition to the incumbent)
	Proposed solution

	Knowledge about the past (what has already been done, the background to the work, major successes, challenges and mistakes)

	eg. how the first stage of a project was conducted
	eg. share it
eg. document it
	eg. employees involved in the next stage of the project, project stakeholders and employees potentially involved in the future
	eg. conduct debriefing, give a presentation at a team meeting

eg. amend the project methodology

	•
	
	
	

	•
	
	
	

	Knowledge about the immediate future (what needs to be done, why it needs to be done)

	•
	
	
	

	•
	
	
	

	How to get things done (informal processes, unspoken rules and protocols, who to work with to get things done and how to engage them)

	•
	
	
	

	•
	
	
	

	Tips, tricks and traps (the quirks and obstacles of the role and how to address them, how to leverage possible advantages)

	•
	
	
	

	•
	
	
	

	Other

	
	
	
	

	
	
	
	


Step 4 –  Identify the resources, timing and cost associated with implementing the solutions proposed in Step 3. 
	Proposed Solution

	Resources
	Timing
	Cost

	eg. debriefing


	eg. Facilitator to conduct debriefing session, project stakeholders to be interviewed
	At end of the first phase of the project
	Cost of facilitator, costs associated with holding a workshop



	eg. presentation at a team meeting
	eg. Project team member to prepare presentation and project stakeholders, project team members and other interested employees to attend
	
	Nil cost

	eg. amend the project methodology
	eg. Nominated project team member to amend the project methodology
	
	Minimal – cost of updating project materials

	
	
	
	

	
	
	
	


	Tick
	Performance indicator
	Indicator now
	Change sought
	Indicator later

	
	
	Date:
	Eg. 20% reduction
	Date:

	
	Succession risk generally
	
	
	

	
	Reduction in the number of critical roles within the organisation
	
	
	

	
	Reduction in the time that critical roles remain unfilled
	
	
	

	
	[Other]
	
	
	

	
	Vacancy risk
	
	
	

	
	Increase in the number of credible candidates on shortlists for critical role vacancies
	
	
	

	
	Increase in the number of staff formally identified as having potential for particular types of critical role
	
	
	

	
	[Other]
	
	
	

	
	Readiness risk
	
	
	

	
	Increase in the number of staff formally identified as being ready to apply for, and succeed in, particular types of critical role
	
	
	

	
	Increase in the number of appointments to particular types of critical roles made from among staff
	
	
	

	
	[Other]
	
	
	

	
	Transition risk
	
	
	

	
	Decrease in underperformance of new appointees
	
	
	

	
	Decrease in early departures of new appointees
	
	
	

	
	[Other]
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