
E XPERIENCE . APSC .UBC .CA

Succession
Planning
Toolkit

http://experience.apsc.ubc.ca


Placeholder
Applied Science

BEFORE YOU BEGIN

Leadership and Succession Planning
Succession planning is key to ensuring the longevity of your team. It helps you to pass down important information, reflect on the progress 
made, and prepare for the future. While proactive measures (e.g. project documentation and member check-ins) throughout the year are a 
big part this, we’ll focus on what you can do as the year winds down and your team begins preparing for the next year.

Turnover Documentation & Feedback
One way to ensure knowledge is passed down and feedback is collected is to have your members fill out an end-of-year reflection. The 
templates on the following pages can help you get started.
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TEMPL ATE

End of the Year Reflection
NAME:

TE AM ROLE:

EMAIL:

Year Overview 
What were biggest the highlights, achievements, or learning experiences of your year? 

Have you faced or observed any challenges on the team this year? 

Were the challenges resolved? It not, do you have any ideas for how to approach these challenges? 

Was your experience on the team this year what you expected it would be (e.g. in terms of project work or team culture)?
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Project [repeat for each project you’ve worked on] 
Brief background of project (e.g. goals, constraints, timeline) 

Design history and key decisions.

What is the status of the project? Are there next steps?

CONTACTS AND/OR RESOURCES USED

NAME CONTACT INFOR MATION NOTES

IMPORTANT FILES

FILE NAME FILE T YPE DESCRIP TION FILE LOCATION
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The Future
Where would you like to see the team in one year? What about in four years? 

Are there specific projects or skills you would specifically like to work on?

Do you have any other questions, concerns, or feedback?
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Resources
Still have questions?
You can book an advising appointment with Minoli Navaratnam (minoli.navaratnam@ubc.ca) in APSC 
Professional Development. We can:
 – Review your worksheet.

 – Discuss any other questions you may have.


	Text Field 18: 
	Text Field 19: 
	Text Field 20: 
	Text Field 21: My biggest achievement in this role is establishing the EDI student groups frameworks including creating the funding process for student groups to receive Faculty support, outlining the Faculty affiliation process for student groups, and much more. These milestones were a test to the skills I have acquired from my previous work experiences which demonstrated the extent to which I have grown and developed both personally and professionally. A significant learning experience is the consultation process adopted throughout the drafting of the frameworks where the equity-seeking groups were continuously consulted and their feedback was incorporated in the work being done. 
	Text Field 22: A challenge that was faced by the entire team this summer is working remotely from home since we are not able to work in a shared office space. Information sharing and communication between teammates was a challenge this summer, and creative solutions had to be used such as Zoom calls and shared Google documents where we can work together at the same time. Furthermore, team building and bonding is difficult from a remote setting. And lastly, working remotely was challenging in terms of personal motivation to start working on time and continue working throughout the work day. 
	Text Field 23: As mentioned previously, working with other teammates was resolved by finding time to work together through Zoom calls and Google docs. Another way this was addressed is by working separately on the same task and then combining our work to include the strengths of each teammate’s work. Secondly, team building and strengthening relationships between teammates were addressed by scheduling daily morning check-ins via Zoom to chat and booking time in our schedules for social chats with other teammates. Lastly, strengthening personal motivation was resolved by creating a daily routine, taking breaks throughout the day and outlining the goals of each day and week. 
	Text Field 24: Yes, my experience this summer is as I expected it would be. However, I did believe we would be working from the office at some point in the summer, but that did not happen. Other than that, the project work and the team were close to my expectations considering I worked in a similar position with APSC PD last summer. The project work while it was similar to last summer, it was still drastically different considering my objective was to create a working framework from scratch, rather than maintain and improve an already established framework and system. 
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	Text Field 25: There has never been any support provided to the EDI student groups within the Faculty, or any frameworks developed in the past to provide support to any of these groups. The goal for the summer was to develop frameworks to support EDI groups by mid-August and begin preparing the student groups of the upcoming changes; the main goal was to rollout the EDI student umbrella by September 2020. Some of the frameworks include creating a funding process for student groups, establishing a club space within the Faculty, outlining how student groups can be affiliated with the Faculty, creating the branding and online presence material, consulting with the EDI student groups, establishing the EDI Advisory Committee, and defining the EDI organizational structure. 
	Text Field 26: Again, there is no previous work similar to this project in the Faculty. The key decisions were made throughout the summer with the end goal completing everything by September to ensure the rollout of the project. The key decisions involved approving the EDI funding process and Faculty affiliation process since student groups will be applying to these two application in September 2020. Other key decisions were occurring throughout the summer and approved by the EDI Advisory Committee. 
	Text Field 27: We are currently finalizing the approval of these frameworks. Once the final drafts of the frameworks receive the proper approval from the appropriate contacts, then we will move forward with preparing a handbook for student groups. The purpose of the handbook is to support the students with resources and information on how to complete the September applications and supplement their success for the upcoming school year. In conjunction with the handbook, we plan to meet with all the leaders of the student groups in early September to introduce them to the changes and answer any questions they may have. 
	Text Field 28: In one year, I would like the EDI student groups community to feel a sense of support from the Faculty and see some quantifiable change and progress from the previous years. In four years, I would like to see the EDI student group community to have more members and student groups representing various different initiatives while being supported effectively by the Faculty. Increased support and resources should be available to the student groups while being easily accessible. The student groups should have a stronger sense of community and a large allyship event planned between all the groups can be a reality. 
	Text Field 29: I would like to continue working on the frameworks of the upcoming year and finalize some other aspects such as allocating a permanent space for the student groups to use. I would like to continue refining and improving some of my current skills related to project management and communication. 
	Text Field 30: None.


