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WORKFORCE DEVELOPMENT/ SUCCESSION PLANNING FORM
	Employee Name
	Current Job Title
	Department
	Retention Potential
(High, Medium, Low)
	Potential Movement Readiness
(Now, 1-2 yrs, 3-5 yrs)
	Key Competencies/ Skills Required

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Name:
Title:
Campus:
Date:
Instructions: Supervisors that are looking to keep talented and well-trained employees can utilize this succession-planning template to ensure that they are providing the skills and competencies employees need to move into leadership positions as they become vacant.
Supervisors should:
· Assess their key talent
· Determine their potential for growth within the organization (Retention Potential)
· Determine when the proper time to take that next step might be (Potential Movement Readiness)
· Conduct a gap-analysis to identify what their employees currently know and what they will need to know (Key Competencies/ Skills Required)
Based on the findings, supervisors should prioritize the learning and development needs for employees that have a Medium to High Retention Potential and are ready to move into key roles now or in the next 1-2 years.
Below is an example of how to fill out the succession planning form:
WORKFORCE DEVELOPMENT/ SUCCESSION PLANNING FORM
	Employee Name
	Current Job Title
	Department
	Retention Potential
(High, Medium, Low)
	Potential Movement Readiness
(Now, 1-2 yrs, 3-5 yrs)
	Key Competencies/ Skills Required

	Joe Smith
	Human Resources Specialist
	Human Resources
	Medium
	1-2 years
	Developing an Executive Presence, Conflict Resolution, Change Management

	Jane Jones
	ASAP Coordinator
	ASAP
	High
	Now
	Analyzing Data in Excel, Creating and Giving Business Presentations, Teamwork Foundations
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