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g. Compensation

» Director-level staff appointed as Acting Executive Director may receive an end of
year bonus or additional benefit. This shall be determined by the Executive
Committee based on the duration of the assignment and available resources.

» A current or former board member appointed as Acting Director may enter into an
independent contractor agreement, depending on the circumstances of their
availability.

= The Executive Director on leave may be eligible for disability insurance.
[CAC Name]. (See Employee Handbook {for additional disability leave
information).

h. Board Oversight and Support to the Acting Executive Director

» The Acting Executive Director reports to the Board President. In the event the
Board President becomes the Acting Executive Director, the Vice President shall be
appointed Board President.

* The Executive Committee shall be alerted to the special support needs of the Acting
Executive Director in this temporary role. The Executive Committee shall convene
monthly, or more frequently as needed, when an Acting Executive Director is
appointed. Meetings may be held in person, via conference call or by e-mail, as
deemed appropriate by Board President.

1. Communications Plan

» Within 48 hours after an Acting Executive Director is appointed, the Board
President and the Acting Executive Director shall meet to develop a
communications plan including identification of information that will be shared and
with whom.

» The chart on the following page identifies key stakeholders and director-level staff
responsible for facilitating communication with each.

*» As soon as possible, the Board President and Acting Executive Director shall
implement the communications plan to announce the organization’s temporary
leadership structure to staff, the full Board of Directors, and key supporters.

» Updated contact information shall be maintained in the organization’s database with
the following designations:

o Key Contact List — including vendors, contractors, etc.
o Partner Agency List

o Donors/Granting Agencies

o Former Board Members

o Other Organization Contacts

= Within 5 business days, the Board of Directors shall distribute a press release with
general information appropriate to the situation.

Leadership Development and Emergency Succession Plan 7
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Key Stakeholders Communication Responsibility
Collaborative Partners |CAC Management Staff Title]

* OAG

» TDFPS

» CJA

* Texas CASA

= (CJD

» TDCAA

Major Donors/Foundations

|[CAC Management Staff Title]

Member Centers

[CAC Management Staff Title]

National Colleagues

* NCA
* NCAC
* SRCAC

[CAC Management Staff Title]

Operating Support (based on need)
* See Information and Contact Inventory

|CAC Management Staff Title]

LONG-TERM TEMPORARY SUCCESSION PLAN
(In the event of a temporary, unplanned absence)

a. Definition

* A long-term absence is 90 days or more.

b. Procedures

* Procedures and conditions to be followed shall be the same as for a temporary short

term absence with the following addition:

o 'The Executive Committee shall give immediate consideration, in consultation
with the Acting Executive Director, to (1) employing an Interim Executive
Director (see next section); or (2) temporarily filling the management position
left vacant by the Acting Executive Director, or reassigning priority
responsibilities where help is needed to other staff. This is in recognition that,
for a term of 90 days or more, it may not be reasonable to expect the Acting
Director to carry the duties of both positions. |

o The Board President and Executive Committee are responsible for gathering
input from staff and reviewing the performance of the Acting Executive
Director. A review shall be completed between 30 and 45 days.

Leadership Development and Emergency Succession Plan 8
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PERMANENT SUCCESSION PLAN
(In the event of a PERMANENT planned or unplanned absence)

a. Definition . -
= A permanent absence is one in which it is firmly determined that the Executive

Director will not be returning to the position.

b. Procedures
= Procedures and conditions to be followed shall be the same as for a temporary
short-term absence with the following additions:

o The Board of Directors shall consider the need to hire an Interim Executive
Director from outside the organization instead of appointing an Acting
Executive Director. This decision shall be guided, in part, by internal candidates
for the Executive Director position, the expected time frame for hiring a

- permanent executive, and the management needs of the organization at the time
of the transition. | |

o Within 15 days of notice of vacancy or plans to vacate the position, the Board of
Directors shall appoint a Transition Committee to implement the organization's
Executive Succession Policy to transition to a new permanent executive director.
A copy of this policy 1s attached. |

c. Hiring an Interim Executive Director

= If an Interim Executive Director i1s hired, the Board President and Executive
Committee shall negotiate an independent contractor agreement with a defined
scope of work. .

» The scope of the agreement with an Interim Executive Director shall be determined
based on an assessment of the organization's needs at the time of the leadership
transition.

= The rate of compensation shall be based on availability of organizational resources.

- For current, relevant guidelines on Interim Executive Director compensation
reference the following: | |
o Transition Management Consultant Contact Information (See attachment)

d. Responsibilities of the Interim Executive Director

* An Interim Executive Director shall have full authority for day-to-day decision
making and independent action as exercised by the regular Executive Director.

» Decisions that shall be made in consultation with the Board President and/or
"Executive Committee include staff hiring and terminations, financial issues,
initiating any new projects, media communications, and taking policy positions on
behalf of the organization.

e. Board Oversight and Support to the Interim Executive Director
= The Interim Executive Director reports to the Board President.
» The Executive Committee shall be alert to the special support needs of the Interim
Executive Director in this temporary role. The Executive Committee shall convene

Leadership Development and Emergency Succession Plan | - 9
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monthly, or more frequently as needed, when an Interim Executive Director is
hired. Meetings may be held in person, via conference call or by e-mail, as deemed
appropriate by Board President.

The Board President and Executive Committee are responsible for gathermg input
from staff and reviewing the performance of the Interim Executive Director. An
1nitial review shall be completed between 30 and 45 days and 90 days thereafter.

f. Search for Permanent New Executive Director

It is the policy of the board to assess the permanent leadership needs of the
organization to help ensure the selection of a qualified and capable leader who is
compatible with the mission, vision, values, goals, and objectives of the
organization and its membership; and who has the necessary skills to lead the
organization.
It 1s also the policy of [CAC Name] when faced with a permanent change in
leadership, to develop a diverse pool of candidates and, if possible, to consider at
least three finalist candidates for its permanent executive director position.
The Transition Committee of the Board should first explore eligibility and interest
of any potential internal candidates for the executive director position.
The Transition Committee will also consider the merits of conducting a
comprehensive external recruitment and selection process.
The Transition Committee should determine whether or not the current/immediate
past executive director’s participation as a resource in developing the ensuing
search process is possible, appropriate and/or would be deemed beneficial to the
process and the outcome. If so, the Transition Committee is responsible for
outlining the scope of that involvement and negotiating an agreement that would
allow for garnering that individual’s input, insights and observations. An
independent contractor agreement with the immediate past executive director may
be considered by the Transition Committee if deemed beneficial.
Assuming a comprehensive, external search is to be conducted, potential sites for
posting the new executive director opportunity include, but are not limited to:
www.cactx.org (CACTX, Inc. Website — Careers at CACTX Page)
www.nca_online.org (National Children’s Alliance (NCA) List Serve
www.tano.org (Texas Association of Non-Profit Organizations)
www.greenlights.org (Greenlights for Success — NP Mgt. Consulting Org.)
www.philanthropyjournal.org/jobs (Journal of Philanthropy)
www.opportunity501.org (Opportunity 501, A nonprofit job listing for Texas)
Consider running ads on austin.craigslist.org and on craigslist’s major
metropolitan (Texas and/or outside) sites.
o Consider running ads in major metropolitan (Texas and/or out51de) Sunday
papers
The Transition Committee shall develop a plan for conducting interviews with
potential candidates, determining what, if any, other representation from the Board,
Staff or Membership should be included in the interview process.

O O 0O O 0O O O

Leadership Development and Emergency Succession Plan | | 10
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= With input from the Executive and Finance Committees, the Transition Committee
is authorized to negotiate appropriate terms of hire (salary, benefits, etc.) with
finalist candidates. |

» The Transition Committee shall make a recommendation regarding hire of the
permanent new executive director to the [CAC Name] Executive Committee and
then to the full board for approval (in person, via fax or email).

» The Transition Committee and the Executive Committee shall develop and
implement an appropriate orientation process for the new executive director that
may include participation by the current/immediate past executive director, the
interim director (if applicable), other key management staff and/or Board members.

Leadership Development and Emergency Succession Plan | 11
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APPROVALS AND MAINTENANCE OF RECORD

a. Emergency Succession Plan Approval
* This emergency succession plan shall be approved initially by the Executive
Committee and forwarded to the full Board of Directors for its vote approval.
» Thereafter, annually, the Executive Committee shall review the plan, ensure related
organizational information is current, and recommend amendments to the full Board
as needed.

b. Signatories
* The Board President, the Executive Director, and the appointees designated in the
Emergency Succession Plan shall sign the plan. |
» At all times the Board President and Treasurer and at least one Director-level staff,
in addition to the Executive Director, shall have signature authorization for checks
and contracts for the organization.

c. Maintenance of record
* Copies of this plan shall be maintained by all members of the Board of Directors,
and Director-level staff.

d. Financial Considerations |
1. It shall be the responsibility of the Executive Committee in conjunction with the
Finance Committee to review the organization's finances on a monthly basis
during an unplanned absence of the Executive Director.
2. [CAC Name] maintains fiscal resources for personnel advertising and
salary/contract reserves in its annual operating budget.

Leadership Development and Emergency Succession Plan 12
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SIGNATURES OF APPROVAL
|CAC Name] |

Name, Board President

Name, Executive Director

Name, Title

Name, Title

Name, Title

Name, Title

Name, Title

Date

Date

Date

Date

Date

Date

Date
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ATTACHMENTS CHECKLIST

| ] [CAC Name) Leadership Succession Policy

[ ] Transition_ Management Consultant Contact Information
|_] Executive Director Job Description.

|| Information and Contact Inventory Form

[ ] Organizational Chart
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LLeadership Succession Policy

Policy statement:

A change 1n executive leadership is inevitable for all organizations and can be a very
challenging time. Therefore, it is the policy of the [CAC Name], to be prepared for long or
short term temporary vacancies in executive leadership as well as an eventual permanent
change 1n leadership — either planned or unplanned — to insure the stability and accountability of
the organization until such time as new permanent leadership is identified. The board of
directors shall be responsible for implementing this policy and related procedures as outlined in
the [CAC Name] Succession Plan.

It 1s also the policy of the board to assess the permanent leadership needs of the organization to
help ensure the selection of a qualified and capable leader who is compatible with the mission,
vision, values, goals, and objectives of the organization and its membership; and who has the
necessary skills to lead the organization. To ensure that the organization’s operations are not
interrupted while the board of directors assesses the leadership needs and recruits a permanent
executive director, the board may appoint acting or interim executive leadership as needed to
ensure that the organization continues to operate without disruption and that all organizational
commitments previously made are adequately executed, including but not limited to, loans
approved, reports due, contracts, licenses, certifications, memberships, obligations to lenders or
investors of [CAC Name], and others.

It 1s also the policy of [CAC Name] when faced with a permanent change in leadership, to
develop a diverse pool of candidates and consider at least three finalist candidates for its
permanent executive director position. [CAC Name] shall implement a comprehensive external
recruitment and selection process including consideration of both internal and external
candidates. The interim executive director and any qualified, interested internal candidates are
encouraged to submit their qualifications for review and consideration by the search committee
according to the guidelines established for the search and recruitment process.

Procedures for Succession:

For a temporary change in executive leadership (i.e., illness or leave of absence) refer to the
organization’s Succession Plan sections related to short or long term temporary succession and
the employee handbook. In the event the executive director of [CAC Name] is no longer able
to serve 1n this position (i.e., leaves the position permanently), the executive committee of the
board of directors shall refer to the organization’s succession plan sections related to permanent
succession.

Leadership Succession Policy | 15
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At a minimum the Executive Committee of the Board shall:

Within five (5) business days appoint an interim executive director. Potential candidates include
the following:

[CAC Management Staff Title]
|[CAC Management Staff Title]
[CAC Management Staff Title]
|[CAC Management Staff Title)
External consultant (with experience as an interim executive director)

Executive Committee, perhaps in conjunction with an external consultant, should assess which
option offers the best opportunity for effective leadership at the time vacancy occurs. Within
fifteen (15) business days appoint an executive transition committee. This committee shall be
comprised of at least one member of the executive committee and two members of the board of

directors.

It shall be the responsibility of this committee to implement the following

preliminary transition plan:

Communicate with key stakeholders regarding actions taken by the board in naming
an Interim successor, appointing a transition committee, and implementing the

- succession policy. The organization shall maintain a current list of key stakeholders

who must be contacted, such as lenders and investors of [CAC Name], foundations,
government agencies, etc. (See attachment) |

Consider the need for consulting assistance (i.e., transition management or executive
search consultant) based on the circumstances of the transition. (See Transition
Management Consultant Contact Information Attachment)

Conduct a brief assessment of organizational strengths, weaknesses, opportunities,
and threats to identify priority issues that may need to be addressed during the
transition process and to identify attributes and characteristics that are important to
consider in the selection of the next permanent leader. Review the organization’s
strategic plan for additional context in the process of conducting an assessment.

Establish a time frame and plan for the recruitment and selection process.

Refer to the organization’s Succession Plan and Employee Handbook for additional
procedures regarding hiring policies and procedures. |

The board should use similar procedures in case of an executive transition that
simultaneously involves the executive director and other key management. In such
an instance, the board may also consider temporarily subcontracting some of the
organizational functions from a trained consultant or other organizations.

Leadership Succession Policy | 16
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Organization Website
Texas Association of Nonprofit Www.tano.org
Organizations

Greenlights for Success

www.greenlights.org

D Crosson Group, LLC

www.dcrossongroup.com

Transition Management Solutions, LLC
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EXECUTIVE DIRECTOR POSITION DESCRIPTION
[INSERT CAC Executive Director. Job Description]

JOB SUMMARY:  Under the authority of the Board of Directors, provides oversight and
direction to the planning, development, and management of the daily operation of the state
association which supports the needs of children's advocacy centers throughout the state nf
Works in partnership with the board of directors, association staff, center dlrector°
constituents to mobilize and strengthen the grassroots movement to create.
abuse and generate support for CACTX and the centers.

DUTIES AND RESPONSIBILITIES

Dally Operatlonal Over51ght

nstltuents and routinely prOVJdes Verba] Or written updates as requ1red
materials, p]ans and attends all board meetings, and provides direct

ac
Pr
oves

gnt and managemel

Fiscal Responsibility: Ensures the ethical disbursement of funds and other subcontracts in
compliance with appropriate state and federal laws. Assures the financial viability of the state
association through fiduciary oversight of the annual budget, compliance with standard accountmg
practices, and coordinates annual third party audits of financial records.

Membership Services:  Ensures the unique and collective evolving needs of local children’s
~advocacy centers holding membership with CACTX are routinely assessed and effectively
addressed through the provision of relevant training and technical assistance offerings, internal and
external collaborations, and ongoing two-way communication. Additionally, assures unserved
counties in Texas are apprised of the benefits of children’s advocacy centers and supported in their
efforts to establish children’s advocacy centers to meet the needs of their communities

Fund Rasing:  Provides leadership to the state association's efforts to solicit philanthropic gifts
through the annual campaign, planned giving, and any capital campaigns approved by the board of
directors. Identifies and cultivates individual, foundation, corporate and governmental
relationships for the purpose of generating funds to the organization.

Public Policy:  Cultivates and maintains strong working relationships with key legislators, Chiefs
of Staff, Attorney General, and other high ranking officials to assure continued support of funding
appropriations, development and implementation of public policy to further enhance and protect
the children's advocacy center model, and advocate on behalf of children. Works with other state
and national organizations on behalf of children.

Executive Director Job Description 18
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Strategic Planning, Marketing and Public Relations:  Works in collaboration with the board of
directors to plan, develop, implement and update the strategic plan for the state association.
Oversees and directs the marketing and public relations plan and activities to include creation of
collateral matenals, including but not limited to the annual report, newsletters, website and other
forms of communication. As appropriate, serves as a spokesperson for the state association. ¢

Requirements:  Bachelor's degree in an appropriate field. Minimum of five years experi
administration .and management in human services field and working W1th a vo]..-.:e
directors. Experience 1n overseeing a regional or state association is de51red 1

Professional Skills: Must be mission dr
excellent interpersonal skills to work effecf
leadership and managerial capab
written and verbal communlcatlﬁ;;;,_z
approach is required. Anal

ehting progreﬂ--

erwed in developing and
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OVERVIEW
Rationale

The executive director position in a nonprofit organization is a central element in the
organization's success. Therefore, insuring that the functions of the executive director are
well-understood and even shared among senior staff and volunteer leaders is important for
safeguarding the organization against unplanned and unexpected change. This kind of risk
management 1s equally helpful in facilitating a smooth leadership transition when it is
predictable and planned.

This document outlines a leadership development and emergency succession plan for the
|[CAC Name] This plan reflects [CAC Name]’s Executive Succession Policy and its
commitment to sustaining a healthy functioning organization. The purpose of this plan is to
insure that the organization's leadership has adequate information and a strategy to effectively
manage [CAC Name] in the event the executive director is unable to fulfill her duties.

Plan Implementation
The Board of Directors authorizes the Board President to implement the terms of this
emergency succession plan in the event of a planned or unplanned temporary or short-term

absence.

~® It s the responsibility of the Executive Director to inform the Board President of a
planned temporary or short-term absence, and to plan accordingly.

* It 1s the responsibility of the Board President to immediately inform the Executive
Committee of an unplanned temporary or short-term absence.

* As soon as feasible, following notification of an unplanned temporary or short-
term absence, the Board President shall convene an Executive Committee meeting
to affirm the procedures prescribed in this plan, or to modify them if needed.

Priority Functions of the Executive Director at [CAC Name]

The tull Executive Director position description is attached to this plan.

Among the duties listed in the position description, the following are considered to be the key
functions of the Executive Director and have a corresponding temporary staffing strategy.

Leadership Development and Emergency Succession Plan | | 4
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Key Executive Director Functions

Temporary Staffing Strategy

Leadership and Vision

Board Administration and Support
Member Services and Programs

Key Stakeholder/Funder Communications
Financial Management

Human Resource

Community & Public Relations

Public Policy

[CAC Management Staff Title]
Public Policy Committee Chair
Spokesperson Board President or his/her Designee

Board President

Interim Director
Board Development Committee Chair

[CAC Management Staff Tiﬂe]
Executive Director Committee Chair

[CAC Management Staff Title]
Fund Development Committee Chair

[CAC Management Staff Title]
Board Treasurer |

[CAC Management Staff Title]
Board Vice President

[CAC Management Staff Title]
Public Relations Committee Chair

The positions assigned in the Temporary Staffing Strategy are based on [CAC Name]'s
organization structure as of [Month Year]. In the event this plan 1s implemented and assigned
positions are vacant or no longer exists, the Board President shall select other senior staff to
support each of the key executive director functions.
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SHORT-TERM TEMPORARY SUCCESSION PLAN
(In the event of a temporary, planned or unplanned absence)

a. Definitions
* A temporary absence is one in which it is expected that the Executive Director will
return once the events precipitating the absence are resolved.
= An unplanned absence is one that arises unexpectedly, 1n contrast to a planned leave
such as vacation or a sabbatical.
* A temporary absence is 30 days or less. |
* A temporary short-term absence is between 30 and 90 days.

b. Temporary Staffing Strategy
* For temporary planned or unplanned absences of 30 or fewer days, the Temporary
Staffing Strategy described above may become effective.
* In the event of a temporary short-term planned or unplanned absence, the Executive
Committee shall determine if the Temporary Staffing Strategy is sufficient for this
period of time.

c. Appointing an Acting Executive Director
* Based on the anticipated duration of the absence, management needs of the
organization during the period of absence, the anticipated return date, and
accessibility of the current executive director during the absence, the Executive
Committee may appoint an Acting Executive Director, as well as continue to
1implement the Temporary Staffing Strategy.

d. Standing Appointees to the Position of Acting Executive Director
* Potential candidates to serve as acting ED may include director level staff positions
or current or previous [CAC Name] Board Members. If a current Board Member
accepts the position he/she will take a temporary leave from the Board of Directors.

e. Cross-Training Plan
* Ongoing efforts will be maintained to ensure adequate cross-training pertinent to
key functions of the Executive Director position occurs and includes all director
level staff positions.

f. Authority and Restrictions of the Acting Executive Director

* The Acting Executive Director shall have full authority for day-to-day decision
making and independent action as exercised by the regular Executive Director.

* Decisions that shall be made in consultation with the Board President and/or
Executive Committee include staff hiring and terminations, financial 1SSues,
mitiation of new projects, media communications, and taking public policy
positions on behalf of the organization. |
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