[Company Logo]   [Company Name]
SUCCESSION PLANNING FORM
	Form No.:
	[Reference Number]

	Review Date:
	[Date]

	Confidentiality:
	Strictly Confidential



Section A – Position Details
	Position
	[Designation]

	Department
	[Department]

	Work Location
	[Work Location]

	Current Holder
	[Employee Name] ([Employee ID])

	Time in Role
	[x] years

	Why this role is critical
	[Reason]



Section B – Vacancy Risk
	Risk of vacancy in 12 months: High / Medium / Low
	 

	Reason: Retirement / Flight risk / Planned move / Other
	 

	Expected date, if known
	[DD/MM/YYYY]

	Impact if vacant without cover
	[Details]



Section C – Emergency Cover
	Interim cover
	[Employee Name], [Designation]

	Can cover for up to
	[x] months

	Support needed during cover
	[Details]



Section D – Successor Candidates
	Candidate
	Current Role
	Last Rating
	Readiness
	Key Strengths
	Development Needs

	[Employee Name]
	[Designation]
	[Rating]
	Ready now / 1–2 years / 3+ years
	[Strengths]
	[Needs]

	[Employee Name]
	[Designation]
	[Rating]
	Ready now / 1–2 years / 3+ years
	[Strengths]
	[Needs]

	[Employee Name]
	[Designation]
	[Rating]
	Ready now / 1–2 years / 3+ years
	[Strengths]
	[Needs]



Section E – Actions
	Development actions agreed
	[Details]

	External hiring required: Yes / No
	 

	Knowledge transfer from current holder
	[Plan]

	Next review date
	[DD/MM/YYYY]



Declaration: This form is a confidential planning document. Inclusion as a successor does not amount to an offer or promise of promotion.

	______________________________
Completed by
[Department Head]
Date: [Date]
	______________________________
Reviewed by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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