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1. Introduction
1.1 Kingsridge Cleddans Housing Association has adopted SFHA’s good practice guidance on senior staff succession planning.  This policy is intended to set out how the principles in the guidance will be implemented by Kingsridge Cleddans.

1.2 Ensuring the recruitment and retention of staff with the necessary skills, knowledge and experience is critical to Kingsridge Cleddan’s capacity to achieve the aims of the Corporate Plan successfully.  Succession Planning is about planning ahead to ensure that there is a stable staff team, which is resilient if something unexpected happens and can be flexible in the event of change.  Consequently, it encompasses support, learning and development for established staff, preparing for change and recruitment of new staff.  

1.3   Kingsridge Cleddan’s HR and employment policies contribute to effective succession planning by setting out arrangements for staff appraisal, training, and development, working practices etc. Role descriptions and person specifications provide the base for individual performance support and appraisal, learning and development and recruitment.  

2. Scope of the Policy
2.1 This policy supplements existing KCHA policies.  It is focused on ensuring effective succession planning through staff development, business planning, working practices and recruitment.  

3. Responsibilities
3.1 The Committee is responsible for ensuring that the senior officer has the skills and knowledge to be effective and to hold him/her to account for the effective achievement of KCHA’s objectives.  

3.2 The Committee is also responsible for ensuring that Kingsridge Cleddans is able to attract and retain suitably skilled and/or qualified staff to achieve the corporate objectives by offering pay and other terms which do not impact rent affordability for tenants. The Committee will monitor expenditures on training and development, as well as salaries and pensions to ensure its responsibilities are being met. 

3.3 The Director is responsible for ensuring that KCHA is well-run, and that staff are performing well to deliver the corporate objectives.  The effectiveness of this policy will be reviewed as part of the Committee’s annual reviews of the corporate plan, staff appraisal feedback and learning and development policy.

4.  Business Planning
4.1 Kingsridge Cleddans’s Business Plan covers a three-year period; it is reviewed annually by the Committee. Operational delivery is supported by individual work plans: consequently, the plan determines Kingsridge Cleddans’s staffing requirements both in respect of activities and skills/knowledge. Reviews of the Plan will consider staffing needs, support, and development, including identifying changes to staffing requirements, to ensure that adequate provision is provided for staffing needs and development. 

5.   Organisational Structure
5.1 The Business plan determines Kingsridge Cleddans’s medium-term priorities, which should be reflected in the organisational structure.  Any changes to the organisational structure are driven by these priorities.  All posts in Kingsridge Cleddans’s organisational structure are defined by a role description and person specification. The Director is responsible for ensuring all posts in their team are:

· accurately defined in a role description which identifies key areas of responsibility

· supported by a person specification which describes the essential skills and knowledge required to fulfil the responsibilities of the post

5.2  Role descriptions, person specifications, and individual work plans contribute to effective succession planning by ensuring that there is clarity about the resources and expectations required to deliver Kingsridge Cleddans’s objectives and by providing a framework to support learning, professional and personal development.  Role descriptions and person specifications also support effective and open recruitment.

6.  Employee Development Reviews 
6.1 Employee Development Reviews are an important element of Kingsridge Cleddans’s staff support.  Employee Development Reviews are carried out by line managers with all staff: as well as reviewing performance, they provide an important opportunity to consider individual career aspirations/intentions and to identify learning and development opportunities. Training requests will be assessed to prioritise business and organisational needs, but Kingsridge Cleddans also recognises its role in supporting staff to develop their professional and career potential.  
6.2 The Director’s performance will be annually appraised by the Chair; they may seek independent support and advice to assist them in conducting the appraisal.  The Director’s agreed annual objectives will be reported to the Committee, which will consider and agree this. Feedback from the annual staff Employee Development Review programme will be provided to the Committee to support their employer, assurance, and compliance responsibilities.

7.   Career Development
7.1 An important element of the annual appraisal is the opportunity to identify potential for career development within Kingsridge Cleddans, as well as beyond.  The Director will discuss professional and personal development objectives with each staff member as part of the annual appraisal and Kingsridge Cleddans will seek to ensure staff development is supported in accordance with our Learning and Development policy.  Kingsridge Cleddans will support initiatives such as job shadowing to ensure that (a) knowledge is shared across the organisation and (b) staff are encouraged to develop their knowledge and expertise.  The annual appraisals are the key opportunity for identifying such priorities and initiatives.  

8.   Future Intentions
8.1 The Director will discuss future intentions with each member of staff as part of the annual appraisal.  This will take the form of a discussion around ‘where do you want/expect to be in 3/5 years’ time’ and is intended to inform learning and development planning and organisational succession planning.  The annual appraisal is an opportunity for individuals to discuss career development, retirement planning and potential for flexible working.  Kingsridge Cleddans recognises that such discussions are not ‘binding’ and are merely indications of individual intentions, which are important to Kingsridge Cleddans’s succession and contingency planning.

9.   Risk Management and Contingency Planning
9.1  Short-term absences (up to 4/6 weeks, due to e.g. holidays, illness) will normally be ‘covered’ within the team unless the Director feels that additional temporary resources are required.  

9.2 The Director has delegated authority to recruit temporary staff to cover any absence.  

10.   Recruitment and Selection
10.1 All vacancies will be recruited in line with Kingsridge Cleddans’s Recruitment and Selection Policy. 
10.2 Kingsridge Cleddans is committed to supporting staff development and will ensure that any internal candidate who applies for a vacant post will receive constructive feedback from the selection panel. 

11. Preparing for the Retirement of Senior Staff
11.1 Kingsridge Cleddans will support staff in their retirement preparations by offering access to relevant support (e.g. retirement preparation courses). 
11.2 Kingsridge Cleddans may also support retirement planning by agreeing to a phased retirement by agreeing that a post-holder will work reduced hours for a period of (not more than 3 months).  Decisions relating to phased retirement will require Committee approval and will be subject to the Committee and Director being satisfied that organisational effectiveness will not be compromised and there will be no additional costs incurred.  In the event of the Director seeking a phased retirement, the Committee will require to be similarly assured. 
11.3 When the Director indicates their likely retirement plans, the Committee should plan the necessary preparations. If the Business Plan is (or is likely to be) approaching its completion around the time of the Director’s formal retirement date and consideration has not been given to the impact of retirement in previous reviews, the Committee will review the plan to ensure that the prevailing organisational model remains fit for Kingsridge Cleddans’s purpose.
11.4 Phased retirement periods can be used to enable Kingsridge Cleddans to conduct the necessary open recruitment to fill the post and ensure a smooth handover. In the case of the Director’s retirement, any phased retirement will normally be supported by internal re-allocation of responsibilities, within the terms of this policy.   
12.   EQUALITY & DIVERSITY

12.1 As a service provider and employer, we recognise the requirements of the Equality Act 2010, oppose any form of discrimination, and will treat all customers, internal and external, with dignity and respect. We recognise diversity and will ensure that all of our actions ensure accessibility and reduce barriers to employment and the services we provide.


