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Pol_265 Staff Succession Planning  

 

Life Choice will ensure a strong and stable organisation, with continuity of corporate 
knowledge, through robust succession planning. Staff turnover will be anticipated, and steps 
taken to ensure a smooth transition of knowledge, responsibilities and key relationships when 
staff depart the organisation.  

Knowledge management and documentation will be comprehensive to ensure Life Choice has 
access to information, resources and documents that improve succession of staff.  

The following policy lays out our approach to staff succession planning.  

 

 

This policy applies to  All Staff 

Policy approval  Quality & Risk Committee  

 

Standards  The Human Services Quality Standards 

Legislation Fair work Australia 

Australian Human Rights Commission 

QLD Human Rights commission 

References Qcoss 

National Disability Services 

Organisation policies  Staff Recruitment Policy 

Equal Employment Opportunity Policy 

Forms, record keeping, other 

documents 

Performance Review 

 

 

Procedures 

Overview 

Life Choice will: 

• Identify and document all key organisation roles, and the essential responsibilities of, and 
knowledge and relationships held by, each role; 

• Require regular written reporting by each person in a key organisation role – so that the organisation 
has ongoing continuity of knowledge; 

Record of policy development 

Version Date approved Date for review 

2020/1  August 2022 August 2024 

Responsibilities and delegations  

Policy context – this policy relates to:  

https://www.qcoss.org.au/our-work/our-work-in-summary/human-services-quality-framework-resources/
https://www.fairwork.gov.au/
https://humanrights.gov.au/
https://www.qhrc.qld.gov.au/
https://www.qcoss.org.au/our-work/our-work-in-summary/human-services-quality-framework-resources/
https://spp.ngoservicesonline.com.au/sppServiceAccount/17F2AC70-7F81-11EA-86EA568223CF675D/resource-search?q=staff+recruitment
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• Identify a second person who can shadow each person in a key organisation role; 

• Ensure that where a person in a key organisation role provides notice of leaving, the person 
provides an updated report detailing their roles and responsibilities, and any specific and current 
corporate knowledge they have acquired in their position; and 

• Require that each person in a key organisation role reports to their manager on a weekly basis. 

 

The following procedures comprise the standard process for staff succession planning followed by life 
Choice. 

Identifying key organisation role 

Life Choice will:  

• identify whether an existing or planned role is key to the organisation and requires succession 
planning 

• consider the characteristics of each such role, and what would happen if there was no-one 
available to perform the role 

• take into consideration current workplan and future direction, strategic objectives, projects 
pending and/or the impact that would be felt were a valued and experienced staff member to 
move on or require extended leave 

• document each key organisation role, including: 

- the role’s primary responsibilities  

- the knowledge base that is accumulated and held by the person in that role 

- any particular internal or external relationships that are maintained in that role 

- the critical skills required for that role 

 

Identifying options for rapid deployment, should a vacancy occur 

Life Choice will:  

• consider both internal and external options 

• list the options available within the organisation for rapid replacement and consider the 
advantages and constraints of each of these options 

• rate these potential solutions in order of preference 

• list the options available [within the sector/specialist profession/externally] for rapid 
replacement and consider the advantages and constraints of each of these options 

• rate these potential solutions in order of preference. 

 

Detailing development needed for nominated individuals 

Life Choice will assess the development needed for individuals nominated to potentially fill the role by 
analysing their skills and capabilities. This will be discussed with the potential successor.  

The organisation will ensure clear communication with staff regarding succession opportunities and needs 
within the organisation.  
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In relation to the proposed succession, Life Choice will: 

• List key skills and capabilities required for effectiveness and high performance in the role 

• Assess the successor’s current capability/skills to perform the role 

• Identify the risks associated with appointing each identified successor 

• Determine development needs, i.e. areas where the successor does not have the skills or 
capacity.  

 

Upon completing this assessment, Life Choice will: 

• Identify the proposed successor’s readiness for the role 

• Estimate the proposed successor’s time to be ready 

 

Assessment and action addressing gaps in the capabilities and skills of the identified 
successor/s 

Assessment will consider: 

• Capabilities not covered by proposed successor 

• Alternatives for sourcing capabilities and skills 

• Action required. 

 

If no potential successor is identified, Life Choice will propose alternative actions. 

 

 

End of document 

 


