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YALSA Executive Director Succession Planning Policend Procedures
(adopted by the Board of Directors, June 29, 20itbalapted from the Nonprofit Risk Management GénteD
Succession Plan)

Background
There are a variety of circumstances in which YAL8Auld require an Executive Director (ED)

succession plan, some of which provide time toktfimough next steps in a careful, methodical
way (e.g. the ED decides to take another posittmhpovides notice to the board, or the board
provides notice to the ED that his or her servaxesno longer needed as of a future date), and
others that occur under circumstances that prawidearning (e.g., the ED is asked to leave
immediately by the board, or they become disaliled,a serious illness, or dies). While many
of these circumstances are not happy ones, ieigtable that there will be a leadership change
at YALSA in the future, even if it is not imminent.

Leadership transition is a process that begins bwfgre the outgoing leader departs, and it
presents an opportunity to move forward with a neserstanding of the issues the organization
must address at that time. A succession plan pesviak an orderly and seamless transition that
will minimize disruption to the organization andoaV the board and staff to focus on moving
forward in a productive and unifying manner.

Succession planning is a shared responsibilithefioard and the ED. BoardSource
(www.boardsource.ojgounder Nancy Axelrod has defined successionrmianin the nonprofit
sector as an “ongoing, systematic process thatbpuaiith the help of chief executives, can use
to create an environment for chief executives taead from the very beginning of their terms
until the cycle is repeated with their successBugcession planning works best when board
members and the incumbent executive director cotitk in advance in a purposeful manner to
create the conditions for a successful executiaddeship transition- whether or not it is
expected in the near term.”

An article published by the consulting organizatitgip4Nonprofits notes that the topic of
succession planning is one that both boards and Bi® at high-risk to avoid, despite the
obviously negative repercussions of unpreparedi@ssg a time of transitions. Boards avoid
the discussion because they don’'t want the ED toffeaded by the conversation if she or he
plans to stay on. ED’s avoid the discussion becthesedon’t want their boards to worry that
they might be considering leaving. The need to lbgva succession plan for the organization
has been articulated by both the board and theruED. This project enjoys the full support of
the organization’s leadership team.

Elements that are regarded as essential to creathmate of success for an effective transition
include:

* Organizational Discussion Questions (Attachment A)

* Board and Executive Director Responsibilities (Altaent B)
» Sample Board Assessments (Attachment C)

» Executive Director Evaluation Process (Attachment D
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» Sample Executive Director Performance Evaluatiorv&u(Attachment E)
* Providers of Interim ED Services (Attachment F)

» Draft Advertisement (Attachment G)

» ED Position Description (Attachment H)

» Organizational Chart (Attachment I)

* Emergency Succession Planning Checklist (Attachrgnt

Within the context of ALA, all personnel includimjvision Executive Directors, are subject to
ALA policies, including the Operating Agreementhi§ Agreement is found in section A4.3.4.1
of the ALA Policy Manual. A subsection of the Agreent (4.3.4.8), called Personnel, provides
basic information about Division staff. Part oéthgreement reads: “The recruitment,
appointment, and termination of Division ExecutiYeectors shall be a process involving
consultation by the ALA Executive Director with tBévision Board of Directors or its
designates.” The ALA Policy Manual can be found at:
www.ala.org/aboutala/governance/policymanual

As a best practice in organizational preparedribssdocument and its subsequent attachments
should be reviewed annually by YALSA'’s Board, ugdbas needed, and included as an item
(most likely as a consent item) in the YALSA Ann@anference meeting agenda. In addition,
the Executive Director is also expected to maingairannual calendar outlining time sensitive
tasks, as well as lists of contacts; including aetors, clients, and donors to be shared with
YALSA'’s Membership Manager and President followthg Annual Conference each year.

Scenario 1: Emergency Succession Plan

In order to ensure that the mission of YALSA counér uninterrupted in the event that
YALSA's ED is no longer able to perform his/her idstin an emergency situation, the
following steps will be taken:

* The staff member who first becomes aware of thegan involving the ED (e.g. their
death or disability) will notify the president, whwll then notify the board. If the board
becomes aware of the situation involving the EDpkeethe staff is aware, the president
will contact all YALSA staff to inform them of thED’s status.

e The Executive Committee will convene virtually withd8 hours to:

o Finalize communication which will be shared witle ihterim ED providers who
will be asked to submit proposals to provide imeED services (Attachment F)

o Review the emergency Succession Planning Che¢Ripgiendix J)

o Determine whether any change in the above strasaggrranted due to unusual
circumstances

» The president will notify the full board of the Exxgive Committee’s actions within 2
hours of the meeting.

* The president will notify the ALA Senior Associd&ecutive Director within 2 hours of
the meeting.



mLSA

» The president will contact each major client foromhthe ED was the primary contact to
notify the client about the change in circumstararas discuss next steps with regard to
ongoing work.

* The president will contact each major donor todfganization to notify them of the
change in circumstances.

» The president will contact the organization’s majontractors to discuss changes in the
approval process for contractor assignments (esggament and approval of work,
approval of invoices, etc.).

» The president will meet with YALSA staff virtualtp keep them apprised of
conversations with contractors, donors, and cligntduding required action on the
staff's part (e.g. assuming responsibility for g, identifying contractors to complete
assignments, re-assigning invoices/billing to alitreard that is not the ED’s, etc.). At
this time, the president will also review and assigsponsibilities as needed as found in
the Executive Director’s annual calendar and tesk |

» If the Executive Committee along with the ALA Senfssociate Executive Director
determines that the ED is no longer able to retoitms/her duties, the long-term
succession plan and search and selection procldsegin as described below.

Scenario 2: Long-Term Succession Plan

As soon as the Executive Committee and the Serssodiate Executive Director determines
that the ED is no longer able to return to thetiel) YALSA's president will work with ALA’s
Senior Associate Executive Director to begin thacpss of recruiting and selecting a new ED, in
compliance with ALA Human Resources policies, anidinmform the board. The president will
communicate preliminary discussion items and sktta for a full board meeting.

ED Search and Selection Process

Prior to the board’s meeting, the president will:
» Share the Organizational Discussion Questions otrd members for small virtual or
teleconference meetings with standing board coremgtoups (Attachment A).
* Request board members to complete a board sebsamsat to identify strengths, gaps,
and priority areas (Attachment C).
* Review past Executive Director evaluations (as dlesd in Attachment D).
» Compile results as needed for discussion at thédalrd meeting.

During the board’s meeting, it will determine:

» Organizational needs and priorities as garnerad Btanding committee organizational
discussions, the board self-assessment, and pasv&ations (Attachments A, C, and
D).

» If changes are required to the Draft Advertisenfétiachment G) and Draft ED Position
Description (Attachment H).

* Whether to use an executive search firm or a diffeprocess to promote the position
opening. If the former, the board will discuss apgrove an expeditious process and
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timetable for identifying prospective search firarsl engaging the firm whose proposal
is the best match for the organization’s needsrasdurces.

The timing of the departure and involvement in skgrocess of the current ED, if
appropriate.

The communications strategy that will be used twoance to staff and associates, major
clients, donors, and partner organizations as gpjate.

The appropriate makeup of the search committees ddrnmittee should include key
member leaders (such as board members and/or asntresidents) as well as select
YALSA and ALA staff members (e.g. Senior AssociBtescutive Director, a fellow
Division Director, HR Director).

Following the board meeting, the president will:

Work with the Senior Associate Executive Directmcbordinate the announcement of
the position opening and to ensure that the posii@dvertised on a timely basis.

Keep the staff (including the interim ED/contragtmformed of key developments in the
process.

Once formed, the search committee will:

Review incoming applications and select candidettesterview.

Coordinate and conduct interviews with ALA’s HR degmnent.

Select a candidate, or if none of the candidatesleemed appropriate, reopen the search
and continue working until the position is filled.

Work with the Senior Associate Executive Direcmdevelop and recommend, for
approval by the Board, a compensation packagedantiact, if applicable) and share it
with ALA’s HR Department.

Provide assistance and input as needed to the Harideent through the candidate
review/background check and salary negotiationgssc

Work with YALSA staff to put together and dissentman official press release
announcing the new ED.

Work with the Senior Associate Executive Directod an-coming ED on a transition
plan.

Design and provide an orientation for the new ED fallow up as needed with
additional information or training

Conclusion

In an article by Robert Van Hook in ASAEExecutive Update, Van Hook defines an executive
transition as “the process that occurs betweerpartieg executive’s announcement of his or her
departure and the three to six months after a n@eutive is on board.” The author suggests that
a successful executive transition is one that tesulthe following:

A clean break with the organization that bringsale and a sense of the value of the
executive’s tenure.

Effective executive leadership during the interirattmaintains or enhances the
organization’s momentum and preserves the outgexegutive’s credibility.
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* The employment of a new executive who will sucdeedause his or her skills, values,
and experience align with the association’s culauré strategic direction.

* A board and staff that have dealt with the departirthe outgoing executive and are
ready for and supportive of the new leader.

* A board with a clear sense of purpose and expeatafor the new executive, as well as a
system to assess performance and manage themslapo

Of course, and as discussed previously, therenatarices when an executive transition is
triggered by an emergency such as the death d&kEher the Board’s decision to replace the ED
with or without cause. The goals listed above aresaby valuable if the need for a transition is
necessitated by these or similar circumstances.

Resources
« Axelrod, Nancy R.Chief Executive Succession Planning. BoardSource, 2002.

« Adams, Tom (Editor), the TransitionGuides TeamafigitionLeader, TransitionGuides, Volume 1

No. 2, Summer 2003.

+ Cheng, David Hinsley. “Succession: Preparing Fule&ders.” ED Update, August 3, 2006.

- Ernest, Elaine H. “Next in Line Association Management, American Society of Association
Executives and The Organization for Associationdezahip, October 2003

« Gottlieb, Hildy. “Succession Planning: The Elephanthe Room,” Help 4 NonProfits, 2006.

« Mamprin, Andre. “Next in Line: Five Steps for Susstil Succession Plannind=kecutive Update,
ASAE/Organization for Association Leadership, Debem2002.

- Masaoka, Jan & Wolfred, Tim, “Succession PlanningRonprofit of All Sizes,” Board Café,
September 19, 2005.

« Price, Mindy Lubar. “Emergency Succession PlanfangNonprofit Organizations,” Executive
Transitions Initiative, Donors Forum of Wisconsaprinted with permission from Wisconsin
Philanthropy News Volume V Issue 3, 2005.

« Price, Mindy Lubar. “Succession Planning and Sustaiiity in Nonprofit Organizations,”
Executive Transitions Initiative,” Donors Forum\iisconsin.

« Tessler, Claudia. “Point of Departure: Thinking Réwread About the Future.” ASAS/The
Organization for Association Leadership, 2007.



ATTACHMENT A

Organizational Discussion Questions

Mission and Values

- Do the organization’s programs, services, and prtsdeflect our mission?

+ Is the organization’s current mission statemera@equate reflection of our
organization’s present reason for existence?

« What will be most important for the organizationaxt chief executive to understand
about our mission?

. Vision

- Does the board have a collective vision of what el different three to five years from
now as a result of the work of the organization?

« What are the principal accomplishments we wantealpce during the next five years?

« How will we expect our next chief executive to hakpdefine and create our preferred
future?

Financing
« What are our major sources of revenue and whaitgptiop of our expenses do they
support?

« Are our key revenue sources rising or falling?

« Do we have sufficient reserves?

« What expectations will we place on the next chiefcaitive to generate new revenue,
explore alternative revenues formulas, or empldnyeoimeasures to create greater
financial stability (e.g., increasing corporate [goit, obtaining new grant funds,
expanding product/service offerings, launching anoership program)?

. Governance

- How does the board add the greatest value to tienation at this time?

« Which areas of governance or board operation aneeal of attention or
improvement? What needs to change before we lretiief executive? How will we
expect our next chief executive to help the boaldress these matters?

- How can the board and the next chief executive waokt effectively together to build
and maintain a strong working relationship?

- What kind of authority is the board prepared tngjthe next chief executive and what
kind of accountability mechanisms should it consideensure responsible Board
oversight of the chief executive’s performance?

« Does the current chief executive’s job descriptieed to be revised? If so, what needs

updating, removing, or adding?

. Management
- What are our greatest human resources challenges?
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What kind of management style does our organizatesd in the next chief executive to
recruit, motivate, and retain the best staff mers®eWill this require a change from the
current organization culture?

What behaviors in our next chief executive areljike build trust, high performance,
and accountability from our employees?

What role will we expect our next chief executieeptay in the recruitment management
of our volunteers and leaders?

. Communications

How well do we keep our members informed aboutveonk?

How can our next chief executive help us designiampdlement more effective
communications strategies?

What role do we expect our next chief executivpl&y in our communications with our
various constituents, including other associatem$ members of the press?

Institutional Culture

Are the organization’s core values still approm?at

Which values in particular do we want the chief@ka/e to uphold and nurture?

What creates the greatest frustration, confusiodysfunctional behavior in the
organization that we will want the new chief exéeeito help us change?

Will the chief executive need to fit the culturedanaditions of organization, or will he or
she be expected to change it? How?

. General Questions

What are the mega issues facing the organizatatrstiould consume the greatest
amount of the chief executive’s time?

What are the key drivers of change in the exteandlinternal environment that we
expect our chief executive to help us tackle?

What must the chief executive do particularly welbrder for the organization to fulfill
its mission?

Have we recently engaged in a strategic planninggss? If so, how adequate is our
current plan? If not, what kind of strategic thimk process do we want our next chief
executive to help us launch?

What are the top three leadership skills that wetmeed from our next chief
executive?

What personal qualities and relationship skillsdoer chief executive need to succeed?
What behaviors and skills do we want our chief exge to model as a leader and a
manager that are important in our value system?

What specific suggestions do you have for the btaattract, recruit, and retain the
most qualified candidate?



ATTAC

HMENT B

Board and Executive Director Responsibilities

The Board Supports the ED in the
following areas...

The ED...

Together with ALA senior management,
recruits, hires, supervises, evaluates, supd
and may terminate the

Recruits, hires, supervises, evaluates and ma
ddaminate staff and contract personnel, with
support from ALA’s HF Departmer

Approves and monitors the Annual
Budget

Develops, in consultation with the Fiscal
Officer, the Annual Budget

Monitors expenditures to ensure complian
with the annual budg

Supports the organization’s efforts to secu
corporate, foundation and individual suppg
by establishing annual goals, identifying
prospective supporters, and inviting
prospective supporters to contribute to the
organization as donors or customers.

rdvlanages the organization’s development
ractivities by establishing goals for foundation,
corporate and individual support, by soliciting
support from various sources, and by followin
up to ensure that donor requirements are
consistent with the mission and policies of the
organization and fully me

Supports the programs and services of the
organization by providing input and feedba
during board meetings and directly to the
ED.

Manages the design, delivery and evaluati
ck of the organization’s programs and service
Seeks feedback and input from the Board
Directors.

Provides back-up as necessary to the ED
communication with major stakeholders,
including donors, clients and the me

nServes as the organization’s spokesperson in
communication with donors, clients and the
media

Monitors the financial health and status of
the organization through careful review of
financial reports provided by ALA, the
YALSA Fiscal Officer, the YALSA
Executive Committe and the EI

Keeps the Fiscal Officer and the full Board
informed about trends, activities, and outcoms
with respect to financial transactions.

S

Actively participates in planning activities
and policy-making through participation on
the organization’s board standing
committees

Coordinates staff support to the committees
established by the board.




ATTACHMENT C
Sample Board Self-Assessments

From the National Council on Non-Profits:

The Maine Association of Nonprofits has perfectiynsned up the critical importance of regular
self-assessments for boards:
A strong, vibrant board of directors is a clearidgatbr of a healthy organization. Yet
even the best organizations need a periodic chpdk-ansure that they cannot just
survive but will really thrive in today’s environmie To check your board’s vital signs,
or to put in place practices and strategies fogathy and energized board, the best place
to start is with a board self-assessment.

Tools for Board Self-Assessments

In Leading with Intenta governance survey conducted by BoardSource,dB¥ards reported
that they use a formal, written evaluation of thmiard, and 81% use written board member job
descriptions, which is a useful way to clarify egtaions for individual board members.

Resources
« Is Your Board Ready for Self-Assessmengx#f (Maine Association of Nonprofits)
« Assessment tools:

o The New Hampshire Center for Nonprofits offers ahire Board Self-
Assessment Questionnathet is an easy-to-use and objective self-evalnati
tool. Online administration of the tool is availatat no cost to nonprofits in
Massachusetts, New Hampshire, Maine, and Vermaher@onprofits pay an
administrative fee of $50.

o Nonprofit Board Self-Assessment TdMcKinsey & Company)

o Sample self-appraisafer the board as a whole and individual board mensb
from the Evangelical Council of Financial Accountiyp




ATTACHMENT D
Executive Director Evaluation Process

POLICY

It is the policy of the Board of Directors that tBeard shall conduct a formal annual
performance review of the ED according to the fwlttg procedure and that compensation
adjustments and other terms and conditions of iie Employment shall be determined with
ALA senior management in the context of the perfmmoe evaluation and in concurrence with
ALA’s Human Resources policies.

PROCEDURE

1. After the Annual Conference, the Immediate PassiBeat will solicit comments and
feedback on the EDs performance, taking into camaitbn the goals he/she submitted to
the board at their January meeting, for the figeal in progress. To the greatest extent
practicable, the Board shall endeavor to maintairsistency with prior years’ rating
factors and weights in order to provide consisteleiar expectations to the ED and
continuity in the evaluation process.

2. The Immediate Past President shall distribute atuation instrument to the members of
the Board by no later than July 15. Members ofBbard shall complete their individual
evaluations by no later than August 1 and shalirrethem to the Immediate Past
President.

3. The Immediate Past President shall compile thdteestithe Board evaluations by no
later than August 15 and shall recommend any adgrsts in compensation or other
terms and conditions of employment to the Boarithait time.

4. The Board shall consider the recommendations olntimeediate Past President and shall
modify or approve the recommendations by Sept.ny. ®ecommended adjustment in
compensation or other terms and conditions of eympémt shall be effective with the
new fiscal year.

a) Actions of the Immediate Past President and thedofDirectors may be taken
either in a face to face or virtual gathering. Aatgion proposed by the Immediate
Past President and any action taken by the bodrdrespect to recommended

10
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changes in the terms and conditions of employmieait be documented in writing in
the board meeting minutes and in a memorandumwiifidie kept in the ED’s
personnel file in ALA’s HR Department.

b) During each review cycle, the Immediate Past Peeidhall gather information on
compensation paid to EDs of similar nonprofit oligations, such as management
assistance providers, nonprofit legal support @oadcy organizations, and research
and consulting organizations. This information khalused to assist the Board in
evaluating the ED’s compensation and appropriateakany proposed adjustments.

. The evaluation and any recommendations will thefobearded to the ALA Senior
Associate Manager for his/her consideration by SepiThe ALA Senior Associate
Manager has the final say on all changes in congtiemsand conditions of employment.

. After September-lbut before the January meeting, the Immediate Pasident will
schedule a phone call or face to face meeting th#gHED to review the annual
evaluation.

. The evaluation will be shared with the YALSA Memb&anager to be filed for future
reference.

11



ATTACHMENT E

Sample Executive Director Performance Evaluation Swey

Performance Review for Executive Director
Survey Form for YALSA Board Members

Period under review: example: July xxxx — June Xxxx
Period in which review took place: July xxxx

Each year, YALSA’s Immediate Past President legosriormance evaluation of the Executive
Director with input from the YALSA Board. Accordirtg the National Center for Nonprofit
Boards, the purpose of the evaluation is to:
» clarify expectations between the board and thef exiecutive on roles, responsibilities,
and job expectations
» to provide insight into the board’s perceptioniué £xecutive’s strengths limitations, and
overall performance
» to foster the growth and development of both thefaxecutive and the organization

All members of the board should complete this famd submit via email to the Immediate Past
President [NAME] at [email address] by [date]. Ya@onfidential responses will be summarized
and shared with the Executive Director during acomping meeting, as well as with the ALA
Senior Associate Executive Director.

Each section begins with a brief description ohegn of responsibility. Please measure your
satisfaction with how the Executive Director isfpeming in that area according to the
following rubric:

» Outstanding: Performance over a sustained peritidhefclearly and consistently
exceeds expectations and is outstanding. Bothtsesntl how they are achieved are
outstanding.

* Very good: Performance clearly meets and sometareseds job requirements and

significant contributions are made well beyond gEmands.

12
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* Fine: Solid and occasionally impressive performance
* Improvement needed: Performance is frequently isiaatory

e | don't know.

At the end of each section and at the conclusidhefssessment are additional open-ended
guestions. Please take the time to answer thestiop®, since your responses will be especially
helpful when the Executive Committee and Execuiirector look for ways to strengthen the
Executive’s performance and the organization abalev

The executive director:

a. has worked with the board to develop ajoutst [V Good CIFine
clear vision for the organization and O Impr NeededDon't know
understands her leadership role

b. appropriately provides both support andoutst 1V Good CIFine

leadership to the board Climpr NeededJDon't know

c. works with the board and management [joutst [JV Good CIFine
staff to develop strategies for achieving Oimpr NeededI Don't know
mission, goals and financial viability

d. maintains and utilizes a working [JOoutst [1V Good [JFine
knowledge of significant developments Oimpr NeededI Don't know
and trends in the field

e. builds respect and profile for the [JOutst [1V Good [JFine
organization in its various COimpr NeededI Don't know

constituencies. Supports the overall
field/movement in which the
organization works

f. has a sense of what must change and outst [V Good CIFine
what must remain the same in order tg Oimpr NeededI Don't know
accomplish the organization’s mission
and realize its vision

What are the major strengths of the executive tbran this area?

13



How can he/she do better?

The executive director:

a. serves as an effective spokesperson.

Represents the organization well to its
constituencies, including members of
YALSA, members of ALA, other

nonprofits, government agencies, elec
officials, funders, and the general publ

[1Outst L1V Good [IFine
Lllmpr NeededlUIDon't know

ted
ic

. establishes and makes use of working

relationships with organizations and
individuals in the field

[1Outst L1V Good [1Fine
LlIlmpr NeededlUIDon't know

c. sees that communication vehicles are

developed and utilized well

[IOutst IV Good [Fine
ClImpr Needed[L1Don't know

d. is well regarded by his or her
professional peers

[1Outst IV Good [JFine

LlImpr NeededlUDon't know

What are the major strengths of the executive tbran this area?

How can he/she do better?
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The executive director:

a. selects and cultivates qualified staff,

models effective behaviors, and builds
morale among staff and volunteers

[1Outst L1V Good [1Fine
LlIimpr NeededlUIDon't know

. recruits and retains a diverse staff

[IOutst JV Good [Fine
ClImpr Needed[L1Don't know

. maintains appropriate balance betwee
programs and administration

NCOJOutst IV Good CIFine
LlIlmpr NeededlUIDon't know

. ensures that procedures and
organizational culture maximize
volunteer involvement

[IOutst IV Good [Fine
ClImpr Needed[L1Don't know

. ensures that job descriptions are
developed and that regular performan

reviews are completed and documented

| [1Outst [1V Good L1Fine
-e O Impr Neededd Don't know

f. leads staff in maintaining a climate of

excellence, accountability, and respec

[1Outst L1V Good [1Fine
; LlIimpr NeededlUIDon't know

15



What are the major strengths of the executive thren this area?

How can he/she do better?

The executive director:

a. is knowledgeable regarding financial

planning, budgeting, management of t
organization’s investments and
endowment, and understands the plag
of each in the organization’s overall
financial picture

[1Outst JV Good [Fine
he O Impr Neededd Don't know

e

. sees that programs and activities are
developed, executed, modified and

dismantled to maximize mission impag¢

[IOutst IV Good [Fine
ClImpr Needed[L1Don't know

~—

c. presents financial reports to the board

a regular basis and submits an annual
budget for board review, revision, and
approval

on

c. works with the staff, finance committe¢

and the board to prepare budgets,
monitor progress, and initiate changes

* OOutst [V Good CFine
ClImpr Needed[L1Don't know

(to operations and/or to budgets)

16
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appropriate

d. develops realistic, ambitious plans for
acquiring funds

[1Outst [V Good [LIFine
ClImpr Needed[L1Don't know

e. successfully involves others in
fundraising and in earned income
generatio

[JOutst IV Good [IFine
Llimpr NeededlUDon't know

f. establishes positive relationships with
institutional funders such as foundatio
government agencies, churches,
corporations, and so forth

[1Outst IV Good Fine
ns, O Impr NeededdDon't know

I. establishes positive relationships with
individual donors

[1Outst L1V Good [1Fine
LlIimpr NeededlUDon't know

What are the major strengths of the executive tbran this area?

How can he/she do better?

The executive director:

17
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a. and the board are clear about the [JOoutst [1V Good [JFine
differences between their respective Oimpr Needed1Don't know
roles

b. provides appropriate leadership to the Joutst [V Good CIFine
board OlImpr NeededDon't know

c. sees that board members are kept fully Joutst 1V Good CIFine

informed in a timely way on the COimpr NeededJDon't know
condition of the organization and

important factors influencing it

d. raises issues and questions and provides
adequate information to inform board

discussions
e. sees that board committees are [JOutst C1V Good [JFine
appropriately supported Olimpr Needed Don't know

f. works with the board officers to ensure| outst 1V Good CIFine
that the board is effective as a body and CJlmpr Needed(I1Don't know
that recruitment, involvement and
departures of individual board membefs
are effective

What are the major strengths of the executive tbran this area?

How can he/she do better?
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How would you rate:
Administration and Operations

Program Development and Delivery
Financial Management

Marketing and Public Relations
Long-Range and Strategic Planning
Fund Raising

Overall Quality of Staff Performance

[1Outst [JV Good [JFine

UImpr Needed [1Don't know
[1Outst IV Good UFine

(Impr Needed [1Don't know
[1Outst IV Good UFine

(Impr Needed [1Don't know
[1Outst [JV Good [Fine

UImpr Needed [1Don't know
[1Outst [JV Good [JFine

UImpr Needed [1Don't know
[1Outst 1V Good UFine

(IImpr Needed [1Don't know
[1Outst IV Good UFine

(Impr Needed [1Don't know




ATACHMENT F
Providers of Interim ED Services
ASAE BUYERS' GUIDE

http://asaebuyersguide.com/
look under: Executive Search/Recruiter, EmplegthServices

ASSOCIATION FORUM BUYERS’ GUIDE
http://buyersquide.associationforum.org/
look under: Human Resources

EXECUTIVE SERVICE CORPS
http://www.esc-chicago.org/
contact via this web fornmttps://www.execservicecorps.org/contact-esc

SUPPORT CENTER: PARTNERSHIP IN PHILANTHROPY
http://supportcenteronline.org/executive-search/
contact: Don Crockedcrocker@supportcenteronline.org

TRANSITION GUIDES
http://www.transitionquides.com/
contact: Tom Adams

TRANSITION MANAGEMENT CONSULTING, INC.
http://transitionceo.com/
contact: Jackie Eder-Van Hook or Robert VaniHoo
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Draft Advertisement

Executive Director Il, Young Adult Library Servicéssociation

Dynamic leader sought for national association jliog support and advocacy to individuals
who work with or on behalf of teens in a librarytsg. YALSA is a subspecialty of the
American Library Association. Responsibilitiesluate working in partnership with a national
board of directors, overseeing all fundraising,ihess/client development, consulting, and
organization management activities for a mid-siaeghnization served by a team of paid staff.
The organization’s strengths include its engageddof directors, ability to engage partners
from across the library and youth communities, abidity to develop innovative programs that
build libraries’ capacity to serve teens. Prior@x@nce as an association or nonprofit ED or
manager and proven fund development skills requkedwledge of libraries, education and/or
youth development desired, as are relevant nonofissociation credentials, such as the
C.A.E.

Advertisers

ALA’s HR Department has the responsibility of plagijob advertisements. The Board can
recommend whether or not to pursue a nationalaal lsearch as well as what advertising
resources are the most desirable for posting teeigo. Some appropriate choices include:

* NonProfitTimes —www.thenonprofittimes.com
» The Chronicle of Philanthropy —www.philanthropy.com
0 Posting a jobhttps://careers.philanthropy.com/?cid=cpw_jobcenter
* ASAE/The Organization for Association Leadershipwav.asaeorganization.org
o Career Headquartershtp://associationcareerhg.org
» Association Forum of Chicagolandwww.associationforum.org
o Career sectionhttp://careers.associationforum.org/employers/
» CEO Update -https://www.ceoupdate.com/
o0 Post a job -https://www.ceoupdate.com/post-job
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ATTACHMENT H
ED Position Description
Adapted from the Nonprofit Risk Management Organizdion

Nonprofit Risk Management Organization
Responsibilities

Achievement of Organizational Outcome Goals. Aslibard’s sole official link to the

operating organization, the ED is accountable farall organizational performance and
exercises all authority transmitted to the orgaiozaby the board. The director and the board
establish the long-term strategic direction of@hganization and annual outcome goals. The
ED’s performance is considered to be synonymous ariganizational performance as measured
against these outcome goals.

Product and Service Development and Delivery. HBds responsible for overseeing the
development of new products and services thatipate and meet the needs of the nonprofit
marketplace, and products and services that engartidgh degree of satisfaction and loyalty
from the nonprofits and corporations the organiraserves.

Business Development. As a service organizatl@nptganization exists because of the quality
of its products and the satisfaction of key cust@wéth its services. The ED is responsible for
expanding the organization’s customer base ansfgat) customer needs within the core
business areas identified in the strategic directiod outcome plans described above.

Fund Development. Fee-for-service income, pubhboatsales, conference registrations and
other forms of non-grant revenue pay for approxatyag®0% of current operations. The ED has
primary responsibility for the organization’s gramianship efforts, and for forging and
maintaining strong relationships with current aoteptial funders.

Human Resource Recruitment and Development. A&swce organization, the organization’s
success hinges largely on the quality of its peofite ED is responsible for attracting service-
and quality-minded volunteers, staff and contraassociates and encouraging their
development.

Financial Planning, Performance, and Asset PratectiThe ED develops an annual budget for
consideration by the board. With the assistan@ndaxternal contractor providing outsourced
accounting services, the director is responsibl@fsuring that the organization maintains a
strong financial position and that assets are ptete
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Communications and Counsel to the Board. The bleasdnoral accountability to the public
and legal accountability to various bodies for dinganization’s operations. The ED’s role
includes ensuring that the board has adequateniafiton to discharge its oversight and
monitoring duties.

Maintaining a Quality Environment. Nonprofits depeon the accuracy and sagacity of the
organization’s publications and counsel. The EEgponsible for maintaining an environment
with strong attention to quality, both in the claea of the organization’s products and services
as well as in the manner and style in which proglaad services are delivered.

Qualifications

Organizational Qualifications: Demonstrable susdaedeading a nonprofit, public sector or
private sector enterprise at the chief executivéidision head level. Strong preference for a
candidate with demonstrated success in the ardassofess development, grantsmanship or
marketing.

Educational/Technical Qualifications: A minimumaMaster’'s Degree or equivalent
experience; knowledge of the nonprofit sector amdiliarity with legal liability and other risk
management matters. Relevant nonprofit or assoniatedentials, such as the CAE. or the
CFRE strongly preferred.

Personal Qualifications: A strong record of pee@nd professional integrity. Excellent written
and verbal communication skills are required witlrsg preference for demonstrable success in
building and maintaining relationships with constit groups, preferably at the national level.

Compensation

Compensation is negotiable. The ED’s performanceviigwed annually and the board
considers both pay increases and one-time bontlisesenefit package includes: paid vacation,
sick leave, health, dental and life insurance, {texgh disability and a TIAA-CREF retirement
plan with an employer contribution equal to 4% afsy after two full years of employment.
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ORGANIZATION CHART FY18

Board of Directors
(sets strategic direction, ensures fj
fiscal health of the organization,
monitors programs & services)

he

mLSA

v

matters, s

b

Executive Director Il
(administrative, budget, policy

governance liaison)

Beth Yoke

ponsorships, partnerships,

voke@ala.org

x4391

ALA Senior Associate
Executive Director
for Member
Programs & Services

Nichole O’Connor
Program Officer for

Events & Conferences
(awards, conference
arrangements, YA Services
Symposium)
noconnor@ala.org
x4387

Anna Lam
Communications
Specialist
(PR, media relations, web site,
blogs, discussion lists,
journals, newsletter,
monographs)

alam@ala.org
x5849

Letitia Smith
Membership Marketing
Specialist
(committees, member &
customer service, member
recruitment & retention)

Ismith@ala.org
x4390

Taylor Crossley
Communications Assistant
for Literacies Projects
(Teen Read Week, summer
reading, Teens’ Top Ten, Teen
Book Finder)
tcrossley@ala.org
x2128

YALSA also contracts with a consultant for continuing education programming: Linda Braun
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ATTACHMENT J
EMERGENCY SUCCESSION PLANNING CHECKLIST

Developed by the Organization for Nonprofit Advamest

Emergency Succession Plan

for
YALSA

Leadership plays an essential role in the sucdegsionprofit organization. And a change in
chief executive leadership is as inevitable agptssing of time.

This document will help a nonprofit organizatiocagnize that planning for unplanned or
temporary leadership change is a best practiceénwith other plans nonprofits regularly
complete (e.g., strategic plan, communications,dlamdraising plan). An Emergency
Succession Plan can bring order in a time of tukngonfusion and high-stress.

This is a template. Feel free to adapt to makejiropriate for your organization. Action items
or areas for tailoring are noted with a __line or a symbol.

Disclaimer Statement: This document is provided as guidance for a nonprofit organization
facing a change in leadership. It should not be regarded as a substitute for legal advice or
counsel. The advice of a competent attorney should be sought any time a nonprofit is considering
policy changes or activities that may affect the legal status or liability exposure of the
organization.

The Board of Directors of YALSA recognizes thasstis a plan for contingencies due to the
disability, death or departure of the ED. If thgamization is faced with the unlikely event of an
untimely vacancy, YALSA has in place the followiamergency succession plan to facilitate the
transition to both interim and longer-term leadgrsh

The Board of YALSA has reviewed the job descriptidthe ED. The job description is
attached. The board has a clear understanding dEliiis role in organizational leadership,
program development, program administration, opmrat board of director’s relationships,
financial operations, resource development and conitjnpresence.

Succession Plan in Event of a Temporary, Unplannelbsence: Short-Term

A temporary absence is one of less than three montihich it is expected that the ED will
return to his/her position once the events predipity the absence are resolved. An unplanned
absence is one that arises unexpectedly, in condrasplanned leave, such as a vacation or a
sabbatical. The Board of Directors is authorizesEkecutive Committee of YALSA to
implement the terms of this emergency plan in treneof the unplanned absence of the ED.
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In the event of an unplanned absence of the EDstdfEmember who is first made aware of the
ED’s absence is to immediately inform the YALSA gident of the absence. As soon as it is
feasible, the president should convene a meetinigeoExecutive Committee to affirm the
procedures prescribed in this plan or to make naatibns as the Committee deems appropriate.

At the time that this plan was approved, the posiof Acting ED would
be: Name,
Title.

Should the standing appointee to the position dain§cED be unable to serve, the first and
second back-up appointees for the position of AcED will be:

(2) Name Title and

(2) Name Title.

If this Acting ED is new to his/her position andrfainexperienced with this organization (less
than 1 year), the Executive Committee may decidepfmint one of the back-up appointees to
the acting executive position. The Executive Corterimay also consider the option of splitting
executive duties among the designated appointees.

Authority and Compensation of the

Acting ED

The person appointed as Acting ED shall have thafihority for decision-making and
independent action as the regular ED.

The Acting ED may be offered one of the followiag, voted on by the YALSA board:
o A temporary salary increase to the entry-leathry of the ED position

o Abonus of $ during the Acting EDidtkr
o No additional compensation.
Board Oversight

The group responsible for monitoring the work @ thcting ED shall be the YALSA Executive
Committee.

The above named committee will be sensitive tosfiexial support needs of the Acting ED in
this temporary leadership role.

Communications Plan
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Immediately upon transferring the responsibilite@she Acting ED, the president will notify
staff members, members of the Board of Directocskaay volunteers of the delegation of
authority.

As soon as possible after the Acting ED has begwering the unplanned absence, Board
members and the Acting ED shall communicate th@teary leadership structure to

the following key external supporters of YALSA. §hmay include (but not be limited to)
government contract officers, foundation prograficefs, civic leaders, major donors, partners
and others.

Completion of Short-Term Emergency Succession Peido

The decision about when the absent ED returnsatb YAALSA should be determined by the ED
and the president. They will decide upon a mutuadlseed upon schedule and start date. A
reduced schedule for a set period of time canloevet, by approval of the president, with the
intention of working their way back up to a fulkte commitment.

Succession Plan in Event of a Temporary, Unplanneflbsence: Long-Term
A long-term absence is one that is expected tahase than three months. The procedures and
conditions to be followed should be the same as feltort-term absence with one addition:

The Executive Committee will give immediate consadi®n, in consultation with the Acting
ED, totemporarily filling the management position left vacant by #fketing ED. This is in
recognition of the fact that for a term of morertlitaree months, it may not be reasonable to
expect the Acting ED to carry the duties of botlsipons. The position description of a
temporary manager would focus on covering the pyiareas in which the Acting ED needs
assistance.

Completion of Long-Term Emergency Succession Period

The decision about when the absent ED returnsatb YAALSA should be determined by the ED
and the president. They will decide upon a mutuadjseed upon schedule and start date. A
reduced schedule for a set period of time canloevadt, by approval of the president, with the
intention of working the way up to a full-time coriment.

Succession Plan in Event of a Permanent Change irbE

A permanent change is one in which it is firmlyetetined that the ED will not be returning to
the position. The procedures and conditions shbelthe same as for a long-term temporary
absence with one addition.

The Board of Directors will appoint a TransitiordaBearch Committee within 5 business
days to plan and carry out a transition to a nestnpeent ED. The Board will also consider
the need for outside consulting assistance depegririhe circumstances of the transition
and the board’s capacity to plan and manage thsitian and search. The Transition and
Search Committee will also determine the needtidngerim ED, and plan for the
recruitment and selection of an Interim ED andfmpanent ED.

Checklist for Acceptance of All Types of Emergencguccession Plans
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o Succession plan approvalThis succession plan will be approved by the Etieeu
Committee and forwarded to the full Board of Diagstfor its vote and approval. This plan
should be reviewed annually.

o Signatories.The president, the ED, the human resources admaitas and the Acting ED
shall sign this plan, and the appointees desigriatdds plan.

o Organizational Charts. Two organizational charts need to be preparedastadhed to this
plan. Prepare and attach an organizational chiéettimg staffing positions and lines of

authority/reporting throughout the organizatioregare and attach a second organizational

chart that reflects how that structure will chamgthin the context of an
emergency/unplanned absence of the ED.

o Important Organizational Information. Complete the attachedformation and Contact
Inventory and attach it to this document. Also attach aenurlist of the organization’s
board of directors.

o Copies. Copies of this Emergency Succession Plan alongtivéttorresponding
documentation shall be maintained by the presidbatED, the Acting ED Appointee, and
the human resources department.

Information and Contact Inventory for YALSA

Knowing where your organization’s key informati@laocated is critical so that if an emergency

succession should occur, your organization wouldkde to quickly continue work in the most
efficient and effective way.

Executive Director Information

Calendar of duties/responsibilities: on the P dnivthe Personnel folder’'s Executive Director
subfolder

Job description: on the P drive in the Personrdefts Executive Director subfolder (the
document is called a PCD)

Past Evaluations: self-evaluations on the P dnivhée Personnel folder's Goals & Evals
subfolder. Evaluations from the Senior Associare®or are kept in ALA’s HR Department

Yearly Goals: on the P drive in the Personnel fiotd&oals & Evals subfolder
Nonprofit Status

IRS Determination Letter: on the P drive in the Atddder

IRS Form: filed with ALA Finance

Bylaws: in the YALSA Handbookyww.ala.org/yalsa/aboutyalsa/yalsahandbook
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Mission Statement: in the YALSA Handboakyww.ala.org/yalsa/aboutyalsa/yalsahandbook

Board Minutes: in the Governance section of the giteh
www.ala.org/yalsa/workingwithyalsa/board/documents

Organization logo: on the P drive in the Photos i&jghics folder

Financial Information
Employer Identification Number (EIN) #: 36-2166947

Current and previous Form 990s: filed with ALA Fnca

Current and previous audited financial statemdiést with ALA Finance

Financial Statements: online in the Prophix systandl, printed in binders in the ED office
Computer passwords: on the P drive in the Persdalukr

Donor Records: originate from the ALA Developmeifti€@ and reports are saved on the P
drive in the Finance folder’s Gift Logs subfolder

Vendor Records: Invoices, billing, etc. is housedLA’s SharePoint system

Volunteer/Member Records: the ALA Member Databas#iS and committee appointments
are logged in there. Committee rosters are sangdeP drive in the Committee Rosters folder

Billing: for some IT related resources that YALSApnds on, preferred payment is by credit
card. Because ALA does not issue a true corpaaateto Division EDs, the following services
are billed directly to the YALSA ED’s personal citechrd either on an as needed, monthly or
annual basis (for which the ED is later reimbursed)

* Amazon Web Services (monthly): php server hosY#&LSA’s app

* Animoto (annual): video making software

* EmailMeForm.com (annual): online form creator/masragnt system
* Hootsuite (annual): social media management platfor

* MailChimp (as needed): coordinating email blasts

* Ning (annual): online community platform

* SurveyMonkey (annual): creating/managing onlineysys

e Zoom (annual): video chat platform
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