Succession Planning – Training the Shadow Board.

(to be sent to Board members and Shadow Board members)

The Shadow Board “shadows” the Chapter Board, attending Board meetings and participating in discussions on chapter business.   All members who are considering a Board Position as some point in the future and members who would like more information on how the chapter is run, are encouraged to join the Shadow Board.  Each Board position provides the Shadow position with information on what they do, how and why.  Leadership training is provided.  Members can join the Shadow Board as often as they wish and there is no minimum or maximum length of time for participation.  Shadow Board members:

Attend Board meetings

Participate in discussions and correspondence, as desired

Take on assignments, as desired

Shadow Board Positions:


President


Vice President


Treasurer


Recording Secretary

Corresponding Secretary
Each Shadow Board member should rotate through each Board position, in order to gain a more complete understanding of the dynamics of how the Board operates  (note:  as the President-elect position IS a shadow position of the President position, it will not been included.)  This is not mandatory and Shadow Board member can shadow as many or as few positions as desired.  Documents will be provided on the description and background of each position and the tasks involved.  
Timing – how much time does it take?

As with any volunteer position, you can devote as much time as you have to your position.  Volunteer work has a way of growing exponentially.  As per the basic outline of each position (I have attached here), you could perform the basic duties of each position in about 3 to 4 hours per month, including the monthly meeting.  

Task List:

The Toronto Chapter has a listing of all the Tasks needed to ensure that the Chapter runs smoothly and professionally.  Each task has a time frame attached, so that members can make an informed decision on volunteering.  (list is also available in the International Library – search “task list”)

Shadowing:

I would suggest that each Board Member contact each Shadow Board member and arrange to spend from one half hour to one hour with each Shadow Board member during their assigned month.  This can be done over the phone, by email or in person, whatever works best for each of you.  Each Board member will cover the following items:

1. Position Description 

2. What I do each month: 

a. to prepare for the meeting

b. special events / projects

c. other

3. How much time I do spend on IAAP and on what

4. Task List (OMG !)
5. How much time I could spend on IAAP if I had another 12 hours each day (aka:  how to avoid being sucked into the maw of the beast)
6. How I balance work / personal / IAAP commitments (and avoid divorce)
7. What I believe could be done to make our chapter better (and how you can help me do it)
This is a chart that can be used to ensure that all positions are shadowed and that everyone knows who is doing what.  Fill it in, print it and give a copy to each Board member and each Shadow Board member.  The President’s position is to be shadowed twice by each Shadow Board member.  This is because there is much to teach that is not a task – it is about leading. 
	Month
	Position
	Shadow Board Member
	Shadow Board Member

	July 
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	August
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	September
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	October
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	November
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	December
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	January
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	February
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	March
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	April
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	May 
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	

	June
	President
	
	

	
	Vice President
	
	

	
	Treasurer
	
	

	
	Corresponding Secty
	
	

	
	Recording Secty
	
	

	
	
	
	


In addition, we will be organizing some mentoring time (1/2 day session) for all Board Members and all Shadow Board members on the following:

            Leading by consensus

            Herding cats 

            Rounding up volunteers

            Win/Win Negotiating 

            Communicating – 

                        How to deliver unwelcome news

                        Saying it gently

                        Talking to a room full of people

                        Networking

This is probably going to have to be on a Saturday or Sunday and depending on our time, might be over two sessions.  This is NOT mandatory.  If you can’t make it or you are not interested – no harm, no foul.  Remember, this is supposed to be interesting and fun, not an onerous obligation.

Succession planning is vital.  We all should be looking for our replacement.  Everyone needs to network with our members to get to know them and to find who might be interested in knowing more about how the chapter is run.  You will find the most unexpected people turn into our next leaders – try to meet everyone.  Remember, the most important thing you do is to find your replacement.  

Good luck to everyone and remember, I am here to help.  

Bonnie Wooding

President, IAAP Toronto Chapter

bonnie.wooding@rogers.com
