[image: Logo

Description automatically generated]NON-CONFIDENTIAL
3.03 Succession Planning Policy & Procedure
Date Adopted: July 2023 Next Review Date: July 2025 Version: 1


[bookmark: _Toc119403965]3.03 Succession Planning Policy & Procedure
[bookmark: _Toc119404131]Purpose and Scope 
The Succession Planning Policy and Procedure are utilised throughout Amwrelle Cleaning & Home Care Services to enable effective and efficient operations. Amwrelle Cleaning & Home Care Services will establish many protocols and measurements that all relevant personnel shall follow to ensure Amwrelle Cleaning & Home Care Services’ objectives, goals, care and services are at optimal quality and are being met. If an individual’s position has been made absent, Amwrelle Cleaning & Home Care Services will create a Succession Plan in order to continue to carry out the required care, services and operations of Amwrelle Cleaning & Home Care Services.
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404132]Definition 
	Authority
	The power or right to give orders, make decisions and enforce obedience.

	Delegate
	Entrust (a task or responsibility) to another person, typically one who is less senior than oneself.

	Pension Plan
	A pension plan is a retirement plan that requires an employer to make contributions to a pool of funds set aside for a worker's future benefit. The pool of funds is invested on the employee's behalf, and the earnings on the investments generate income to the worker upon retirement.

	Personnel
	People employed in an organization or engaged in an organized undertaking.


[bookmark: _Toc119404133]Policy
The Succession Planning Policy outlines how Amwrelle Cleaning & Home Care Services will establish an organized and efficient plan in the event a worker’s position becomes relinquished.
Amwrelle Cleaning & Home Care Services’ Strategic and Operational Plan should be utilised when establishing a Succession Plan. It outlines the present and future goals and objectives that Amwrelle Cleaning & Home Care Services strives to achieve over a fixed term.
[bookmark: _Toc119404134]
Procedure
Amwrelle Cleaning & Home Care Services understands the importance of finding strategies and ambitions to maintain optimal skills and qualifications of all relevant personnel, as well as delivering the most quality care and services to participants.
Preparing and enforcing a succession plan is part of the overall strategy of building a sustainable workplace that provides opportunities to increase internal skills.
Amwrelle Cleaning & Home Care Services must be prepared if essential workers leave the organisation.
The Owner/Director will establish and periodically review a Succession Plan for all relevant workers to build a secure workplace for Amwrelle Cleaning & Home Care Services. The Succession Plan should be done sequentially to ensure all areas are covered and attended to. The first step when organising a succession plan would be to find and analyse Amwrelle Cleaning & Home Care Services’ principal roles and set of skills currently in place. Consideration should be taken into account of significant positions, ranges or capabilities and requirements of the organisation. Then the Owner/Director and authorised personnel will identify high-potential workers ready to take on vital roles. Once all have been identified of the potential candidates and required capabilities to replace absent personnel, services and initiatives are developed and introduced that will support potential workers.
The Succession Plan that is established by Amwrelle Cleaning & Home Care Services’ authorised personnel must be in accordance with and reflect the Strategic and Operation Plan. As well as utilizing the above guidelines of information on Succession Planning, it should also include the established succession plans for key worker roles, as well as high prospective workers within the company. Age ratios of available retirement plans, and key performance reviews of the workers are also important to be noted. There should be information regarding the variations in abilities and opportunities for coaching to help high-potential workers.
When identifying main roles for a succession plan, it is important to detect all aspects of positions for each of Amwrelle Cleaning & Home Care Services’ areas of work, where planned replacement action is needed. This should not be utilised as an established plan to assign alternative personnel for each available role. This should also specify the timeframe in which the individual is expected to become permanently absent from their role. A handbook should be used as a guide when describing the prospect of an individual terminating their employment. This may also incorporate potential pension agreements, plans, or any other relevant details that have been collected by that individual through the duration of their employment.
After identifying the main roles that are required, the next action of the succession plan would recognise potential candidates to fulfil the required position of Amwrelle Cleaning & Home Care Services. Firstly, the Owner/Director should consider prospective candidates who can 

fill the position in a range of time frames (instantly and within the duration of one to three years). Then depending on the identified prospective candidates, decide the type and extent of the development or balanced recruiting activity needed. If there are no substitutes, internal recruitment may be appropriate. If accessibility to applicants is minimal, a separate recruitment replacement approach should be developed for the job. When prospective workers require substantial growth, an improved development system should be formed in conjunction with the individual performance growth review. When a wide range of short- and long-term replacements are found, then no measures may be needed. Workforce and development strategies will be established to support Amwrelle Cleaning & Home Care Services’ strategic goals and asset choices and ensure that future hiring arrangements are adequate and implemented.
Once both identifications of main roles and potential candidates have been depicted, the next stage of the succession planning process is to establish strategies for development; creating teaching management and technical skills for the individual who will pursue the required position. The required mentoring and coaching will be implemented to that individual to ensure they are ready to take on the role. Lastly, providing additional skills, self-confidence building tasks and arranged on the job training for the selected personnel.
[bookmark: _Toc119404135]Delegated Authority in the Absence of Key Members
Amwrelle Cleaning & Home Care Services is required to have delegated authority to particular members in the absence of key personnel. The members who are given the authority must be suitably qualified and have the capacity for the role given to them. If this cannot be obtained ‘In-House’, Amwrelle Cleaning & Home Care Services can outsource a suitable third-party if required. This should be further detailed in a succession plan.
	Current Key Personnel
 
	Delegated Authority

	Narelle Jenner - Owner/Director
Andrew Thomson – Owner/Director
	Operations Manager – Carlene Fava


[bookmark: _Toc119404136]Development and Performance Review
The Performance and Development Review should include individual development schemes. Care must be taken to ensure that possible successors are not required to be appointed to the main role. It will follow the normal competitive and merit-based hiring and promotion procedures.
As part of Succession Planning, Amwrelle Cleaning & Home Care Services offers equal opportunities for all workers and fosters gender-equal opportunity. The Owner//Director 


formally reviews and changes the Succession Plan every financial year or during moments of significant and unexpected change. 
[bookmark: _Toc119404137]Supporting Documents
Documents relevant to this policy and procedure include:
· Human Resources Policy and Procedure
· Staffing Policy and Procedure
· HRM - Delegation of Authority
· Governance - Business Strategic and Operational Plan (Example)
[bookmark: _Toc119404138]Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers, and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders, and their feedback.
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