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Dayle McIntosh Center
Succession Plan
***DRAFT***
[bookmark: Board-Executive_Director__]Disclaimer: This is a sample document provided by a specific entity. You are welcome to use it as a guide, but please adjust it so that it fits your center/SILC, and make sure you keep up with changes in requirements as they emerge. We cannot assure the accuracy of this content for your purposes.

Emergency Succession Procedures

If the Executive Director leaves the position on an emergency basis or with less than 30 days’ notice the following actions will be taken:

1. The Board Chair will call an emergency meeting of the Governing Board. At this meeting the Governing Board will appoint the Program Director as the Interim Executive Director to take over duties of the Executive Director when the position is vacated.  
 
a. If most of the Board, based on good cause, decides that the Program Director is not qualified or unwilling to be the Interim Executive Director, then a different person from the management team shall be selected based on a majority vote of the Board. The Board might also choose to bring on a temporary contractor to fill the position during the transition.

b. If the Program Director or another staff member fills the role of interim Executive Director the Board should consider augmenting the salary of the Interim Executive Director for taking on additional duties until the permanent Executive Director is hired.

2. The Governing Board Chair, or an individual designated by the Chair, will notify the following entities about the exit of the Executive Director and the name and contact information of the Interim Executive Director.

a. [bookmark: _Hlk101521096]The California Department of Rehabilitation

Grant Administrator (AB-204 State Grant)
Scott Schmidt – temporary until new Admin is appointed 
Scott.Schmidt@dor.ca.gov

Older Individuals who are Blind Grant
Jay Harris 
Jay.Harris@dor.ca.gov

Administration on Community Living (Title VII Part C Grant)
Erica McFadden
Erica.Mcfadden@acl.hhs.gov 

The California Department of Aging (ADRC Grant)
ADRC@aging.ca.gov

Orange County Office on Aging (OCCR)
Claudia Harris 
claudia.harris@occr.ocgov.com

Marco Rodriguez
Marco.Rodriguez@occr.ocgov.com

City of Anaheim
Joe Perez 
Perez@anaheim.net

MBS Accountancy
Edie Daly 
edie@mbsaccountancy.com

The California State Independent Living Council
Carrie England
Carrie@calsilc.ca.gov

3 Within ten working days after assuming the role, the Interim Executive Director will hold a briefing for the Governing Board highlighting any issues that might need to be addressed quickly, and any significant updates on finances, operations or programs. 

Standard Succession Plan

If the Executive Director gives 30 days notice or more, or after all steps of the Emergency Succession Plan have been taken, the following actions will occur.

1. The Chair of the Governing Board will arrange for the Board to come together to:

a. Review, and amend if required, the Executive Director’s job description.
b. Discuss the current priorities, obligations and needs of the organization and how they should be taken into consideration when determining the skills, knowledge and expertise of a new Executive Director.
c. Designate a Recruitment & Applicant Review Committee consisting of at least 3 Governing Board Members. The Board should also consider including representatives of the management team and staff of the organization on the Recruitment Committee.

2. The Recruitment & Applicant Review Committee shall develop a scoring sheet for incoming applications and interviews. A standard list of questions for interviews as well as a timeline for accepting applications, reviewing them, scoring them, scheduling interviews, and making an offer should also be developed by the committee and adopted by the Governing Board.

3. If the Executive Director leaves DMC before a new executive director is hired, the Board shall appoint an Interim Executive Director as described in the emergency success plan process.

4. The Governing Board Chair or a designated representative shall hold a meeting with staff to let them know the process that will be followed in searching for a new Executive Director.

A job announcement will be written, posted and sent to:

a. CFILC IL Directors Listserv 
b. National Council on Independent Living (NCIL)
c. American Association of People with Disabilities (AAPD)
d. Association of Programs of Rural Independent Living (APRIL)
e. Friends of DMC list
f. LinkedIn
g. Indeed 
h. Posted to DMC website
i. Shared on DMC social media pages 

5. After the final interviews are conducted, references, credit and background is checked, a final applicant will be recommended to the full Governing Board for a final vote. 

6. The Governing Board will approve the details of the employment offer. 

a. The chosen applicant will be contacted and given the offer, including the salary being offered, benefits, and any additional special considerations or conditions.
b. Other applicants will not be notified until the first-choice applicant has accepted the job.



