
             

 
  

    
  

 
   

  
 

 
  

 

  
  

 
 

 

 
 

 

 
 

SAMPLE 

PIVOTAL POSITION SUCCESSION PLAN 
Identifying current succession plans for all pivotal positions 

Return completed form to successn@mailbox.sc.edu or house internally. Subject to periodic review and audit by the 
Office of Audit and Advisory Services. 

Division/ Planner Date College 

Name(s) of Candidate(s) 
Identified for Potential Estimated Departure ST Name of Shot Term (ST) Backup, Long Term Int. Pivotal Position Date LTIncumbent (LT) Fill (or both) Ext. (if any) Both Internal (Int.) to UofSC, or External 

(Etc.) 
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Track Major Action Items to Ensure Development of Potential Succession Candidates 

Action Item For Candidate Name Assigned To Manage 
(self/other) Deadline Completed 

Evaluate ongoing for changes in time to departure, successor availability and development schedule and 
organizational needs that may affect succession planning. 
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	Division College: 
	Planner: 
	Date: 
	Pivotal PositionRow1: Director of Students
	Name of IncumbentRow1: Sally Jones
	Estimated Departure Date if anyRow1: 6/30/18
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow1: Jim May 
	Pivotal PositionRow2: Director of Students
	Name of IncumbentRow2: Sally Jones
	Estimated Departure Date if anyRow2: 6/30/18
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow2: Sammie North
	Pivotal PositionRow3: Director of Students
	Name of IncumbentRow3: Sally Jones
	Estimated Departure Date if anyRow3: 6/30/18
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow3: Maggie Smith
	Pivotal PositionRow4: Director of HR
	Name of IncumbentRow4: Tim West
	Estimated Departure Date if anyRow4: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow4: Cleo Capable
	Pivotal PositionRow5: Director of HR
	Name of IncumbentRow5: Tim West
	Estimated Departure Date if anyRow5: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow5: Betty Focus
	Pivotal PositionRow6: Director of HR
	Name of IncumbentRow6: Tim West
	Estimated Departure Date if anyRow6: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow6: James Able
	Pivotal PositionRow7: Director of Finance
	Name of IncumbentRow7: Barbara Case
	Estimated Departure Date if anyRow7: 4/27/18
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow7: Bill Sugar
	Pivotal PositionRow8: Director of Finance
	Name of IncumbentRow8: Barbara Case
	Estimated Departure Date if anyRow8: 4/27/18
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow8: Maggie Trainor
	Pivotal PositionRow9: Director of Housing
	Name of IncumbentRow9: Jerry Lexar
	Estimated Departure Date if anyRow9: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow9: Kelly Baker
	Pivotal PositionRow10: Director of Housing
	Name of IncumbentRow10: Jerry Lexar
	Estimated Departure Date if anyRow10: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow10: Larry James
	Pivotal PositionRow11: Director of Housing
	Name of IncumbentRow11: Jerry Lexar
	Estimated Departure Date if anyRow11: 12/31/17
	Names of Candidates Identified for Potential Shot Term ST Backup Long Term LT Fill or both Internal Int to UofSC or External EtcRow11: Rachel Moore
	Action ItemRow1: Include Betty at all leadership meetings
and ask her to present and represent the
group for her area. 
	For Candidate NameRow1: Betty Focus
	Assigned To Manage selfotherRow1: AVP of HR
	DeadlineRow1: 9/2018
	CompletedRow1: 
	Action ItemRow2: Include Betty in higher-level decision making opportunities. Ask for her
suggestions. 
	For Candidate NameRow2: Betty Focus 
	Assigned To Manage selfotherRow2: AVP of HR
	DeadlineRow2: 9/2018
	CompletedRow2: 
	Action ItemRow3: Cleo should meet with 3 key institutional
partners in finance, provost and HR to
learn more about our processes.

	For Candidate NameRow3: Cleo Capable
	Assigned To Manage selfotherRow3: Cleo
	DeadlineRow3: 06/2018
	CompletedRow3: 
	Action ItemRow4: Cleo should work on her skills in the areas
of reporting and analysis. 
	For Candidate NameRow4: Cleo Capable
	Assigned To Manage selfotherRow4: Cleo
	DeadlineRow4: 06/2018
	CompletedRow4: 
	Action ItemRow5: James should complete LEAD training. 
	For Candidate NameRow5: James Able
	Assigned To Manage selfotherRow5: James
	DeadlineRow5: 12/2018
	CompletedRow5: 
	Action ItemRow6: James to become a lead in his area with 1
full time employee and 2 student workers.
	For Candidate NameRow6: James Able
	Assigned To Manage selfotherRow6: Director of HR
	DeadlineRow6: 12/2018
	CompletedRow6: 
	Action ItemRow7: Involve James in problem solving; ask for
his opinion, coach. 
	For Candidate NameRow7: James Able
	Assigned To Manage selfotherRow7: Director of HR
	DeadlineRow7: 12/2018
	CompletedRow7: 
	Int: 
	/Ext: [Int.]
	/Ext3: [Int.]
	/Ext4: [Int.]
	/Ext5: [Int.]
	/Ext6: [Int.]
	/Ext2: [Int.]
	/Ext8: [Int.]
	/Ext9: [Int.]
	/Ext10: [Int.]
	/Ext7: [Ext.]
	/Ext11: [Int.]

	ST/LT/Both3: [LT]
	ST/LT/Both4: [LT]
	ST/LT/Both2: [ST]
	ST/LT/Both5: [ST]
	ST/LT/Both6: [LT]
	ST/LT/Both7: [ST]
	ST/LT/Both: [ST]
	ST/LT/Both8: [ST]
	ST/LT/Both9: [ST]
	ST/LT/Both10: [ST]
	ST/LT/Both11: [ST]


