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While any position can be considered for succession planning, a strong emphasis and prioritization is suggested for the most ‘critical’ positions, called ‘key positions.’ As a manager/leader at the University of Tennessee endeavoring to prepare possible successors for one or more positions at UT, it is important to assess each position in the department or work unit area to determine which positions are perhaps most critical.

This does not mean some positions are unimportant or less valuable, rather some are more difficult to find replacements for, or may have a more significant impact on the mission of the organization when suddenly vacated or left vacant for the period of time needed to effectively fill those positions. Critical positions for which succession planning is conducted may also be those for which the current incumbent is, or soon will be eligible for retirement.

Use the UT Position Assessment for Succession Planning worksheet to assessment each position within the department or work unit (1 sheet per position). Please follow these guidelines:

1) Place the title of the position at the top of the worksheet.

2) The immediate supervisor/manager of the position should assess the position using the worksheet, by indicating his/her level of agreement with each of the thirteen items, keeping the position job duties in mind. 

3) Each response toward agreement should use the 6-point Likert scale: 0=Strongly Disagree, 1=Disagree, 2=Somewhat Disagree, 3=Somewhat Agree, 4=Agree, or 5=Strongly Agree.

4) Total all the agreement scores to reach a final criticality score. Record it in the blank beside Criticality Score and circle the corresponding score range in that same row of the worksheet.

5) Through IRIS access and/or HR support, determine the current incumbent’s age and years of service. Total these two numbers in the blank provided, and circle the corresponding numeric range in the Imminence of Retirement row on the worksheet.

6) For most organizations, a Criticality Score above 45 would suggest a need for succession planning prioritization. Likewise, an Imminence of Retirement Score above 84 would likely justify succession planning prioritization. 

7) List all positions assessed on the UT Position Identification for Succession Planning worksheet, along with Criticality Score and Retirement Imminence Score for each. Decide on a priority (high, medium, low) for each position, and list on the worksheet. All high priority positions should be used in competency validation. Medium priority is discretionary.
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