Succession Planning
Description: Every day of our lives, in some way or another, we experience the opportunity to lead or to follow.  In order for each of us to be successful in our professional and personal lives, it is essential that we are able to recognize the qualities of a good leader to be an active contributing member of the team, and to know when to lead and when to follow.

Succession planning is a process to help define who our future leaders are and how to help them reach their fullest potential, through leadership training, succession planning and mentoring, which will help us establish a solid leadership foundation for the future.

This session will:

· Provide an overview of the indispensable qualities of leaders and what individuals can do to cultivate those qualities.

· Analyze succession planning steps to lay the foundation for the future of your chapter or division.

· Discuss mentoring as a tool for leaders to use as part of the succession planning process.
Length: 1 hour
Room Arrangement:  Any arrangement is acceptable.
CEU:  Eligible for .1 CEU.  Submit the CEU application paperwork and $30 CEU application processing fee to Cheri Ditsch, cditsch@iaap-hq.org, at least four weeks prior to the meeting.  A copy of the CEU Guidelines Booklet and Forms can be downloaded from the website at www.iaap-hq.org, click on “Members’ Place” and login, click on “Intl. Members’ Place,” “Division/Chapter Resources,” then it is located under “Educational Resources.”
CPS/CAP Recertification Points:  Eligible for 1 CPS/CAP Recertification Point.  Application must be made to Kathy Schoneboom, kschone@iaap-hq.org, at least four weeks prior to the meeting to receive a certificate that can be reproduced and distributed to participants.  There is no charge for recertification credit.

Provided by Headquarters in E-Format:

· Instructions

· Script

· AV materials to accompany script

· AV equipment requirements

· Handout master for reproduction

· Guidelines for requesting CEU and obtaining recertification points

Audio-Visual Equipment Needed:


* Lectern with microphone

* Computer with Office 2003 installed for PowerPoint. 

* Large-screen projection 

* (Recommended) Projectionist with script to advance the slides from the floor

Suggestions:  

· Select a presenter who has large-group presentation experience and is comfortable facilitating a group. This activity involves more than simply reading a script aloud.
· Check out all AV equipment well ahead of time, especially the computer. Have all files loaded and tested. A word of caution…If you use the optional multi-media presentation, work with the amplification before your audience arrives so that you’ll get just the effect you need and want. Don’t wait and then fiddle with it during the presentation and have to restart the program. It will lose its effect. The AV person at the facility may be able to suggest the best way to go, so talk to him well before the session.
· Have the presenter test the mic to find optimum volume for the room.

· Find a projectionist to forward the slides to match the script. This is especially important for more inexperienced presenters.

· Have the presenter read through the script many times before the meeting day so it won’t look/sound like the material is being read. You want the program to come across as personal and spontaneous.
· Encourage the presenter to adapt the script to fit himself/herself and the group. If there are words you stumble over, cut and replace them with ones that roll easily off your tongue. If you have better personal stories, substitute them. Make this your own.
· Read the script and time the activities so that the workshop does not exceed the 1 ½ hours. Have the presenter cut or add to meet the time frame. The above time allotments are suggestions only. Depending on how fast/slowly the presenter reads, the script may need a little or a lot of tweaking. 
· Select a presenter who can keep the audience exercises to the allocated time. It’s important not to run over.
· Use a timer (unobtrusively) to keep the audience on schedule during the exercises.

· Have the handouts on the tables at the beginning of the workshop. Don’t put them in the packets or give them out too far in advance.

· Remind the audience the materials are available for their use after the meeting by contacting the Education Department at Headquarters and that some of the books in the resource list are available from the IAAP online bookstore.

Good luck. I hope your find the program to be informative and the materials easy to use.

