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Succession Plan Framework
Confidential Internal Document
Executive Committee Review: June 23, 2026
Board review: July 13, 2026
Board approved:  September 28, 2026

This document represents the board approved Succession Plan Framework and addresses scenarios of a planned absence, emergency absence, or planned succession. 

[bookmark: _GoBack]The Board of Directors authorizes the board chair to implement this Framework as deemed necessary in the event of an emergency absence and the board of directors will be updated and kept informed immediately and in a regular manner. 

Background: The board chair receives a manual, updated annually, that includes important organizational documents including org chart; general business information including banking, insurance, and payroll; and list of key financial supporters, government and civic leaders and partners with contact information; This manual is prepared by our Neighbors Link Accounting Manager, and in the event of an emergency, this document may be useful to the board of directors.  Any future updates needed to the manual can be coordinated with the support of the Deputy Director and the CFO.   

Planned Absence: 
It is the responsibility of the ED to inform the Board Chair of a planned temporary or planned short-term absence and determine organizational responsibilities accordingly.  The organization’s standard operating procedure is that the Deputy Director is highly experienced and qualified to provide coverage for the ED during these absences.  In this instance our CFO and Director of Legal Services provide support to the Deputy Director as they would to the ED. As needed, the board chair interfaces directly with the Deputy Director during this time.

It is also the ED’s responsibility to provide sufficient advance notice to the Executive Committee in the event of a planned permanent departure with the intention of providing a smooth leadership transition.

Emergency Absence: 
Immediately following notification of an emergency absence of the ED, the standard operating procedure outlined above will be implemented until the board chair has convened the board to determine next steps.   

As soon as feasible, following notification of an emergency absence, the Board Chair shall convene the board to affirm the procedures prescribed in this plan, or to modify them if needed. 
 
In the event of an unplanned temporary or unplanned permanent absence of the ED, the Executive Committee is vested with the authority, acting in the best interest of organization, to determine the immediate plan for responding to the absence of the ED until the board is convened.    

The board will be informed of any Executive Committee actions in a timely manner.   

Authority and Restrictions on Interim ED
· The Interim ED shall have such authority and responsibility as determined by the Executive Committee.  

Compensation
· The Executive Committee shall determine the compensation to be paid to an Interim ED
· The Executive Committee also shall approve any changes to compensation or staffing made during the pendency of the ED’s absence.
 
Board Oversight and Support to the Interim ED 
· The Interim ED shall report to the Board Chair.
· The Executive Committee shall meet monthly or as needed during the pendency of the ED’s absence.
  
Communication Plan
· The Board Chair and the Deputy Director or Interim ED shall develop a communication plan in conjunction with the Chief Development Officer to address the ED’s absence. The plan shall include the organization’s official statement (if one is needed) regarding the ED’s absence and a timetable for properly disseminating information about the ED’s absence and the appointment of an Interim ED to all relevant constituencies.  The Chief Development Officer responsibilities include communications for the organization and will be included in the process.   


      4. Succession Plan in the Event of a Permanent Absence of the ED 

A permanent absence is one in which the ED will not return to her position or will plan to leave the organization.   
              
· The Executive Committee will recommend to the board if the organization conducts an extensive search, an expedited/targeted search, or considers internal candidates only.  The BOD will approve the plan.  
· The Executive Committee shall recommend a committee comprised of board members to be responsible for the selection process for hiring a new ED and for recommending final candidates to the BOD. 
· The members of any committee formed will be approved by the BOD (see Bylaws). 
· If the organization chooses to hire a search firm, the firm will be approved by the BOD.  
· The new ED will be approved by the Board of Directors (see bylaws).    

5. Approvals and maintenance of record 
This Succession Plan shall be approved by the Board of Directors.

Note: Board members can also refer to separate document named Succession Plan, ED Recommendation dated July 13, 2026 as this document.   
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