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The following checklist has been prepared outlining some of the elements that, subject to individual Boards’ requirements, may be included in a succession plan. 
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	Issue 
	To include?

	Analysis of current Board
	

	Summary of skills audit of current Board 
	

	Summary of gender composition of Board*
	

	Strategic forward look
	

	Summary of key outcomes of the long-term strategy/corporate plan
	

	Summary of skills needed to support delivery of the long-term strategy/corporate plan
	

	Overview of target groups with the skills and diversity that are needed
	

	Action plan
	

	Increasing awareness 	
	

	Board members write blogs or other communications pieces about their work  
	

	Make use of technology (social media, video clips) to appeal to and engage with diverse groups
	

	Publish profiles of Board members on your public body’s website, focusing on value added by their diversity
	

	Encourage Board members with protected characteristics to volunteer as role models and take part in relevant communications
	

	Encourage and support Board members to be visible and use their contacts or networks to promote Board positions and the work of the Board(s) they are on
	

	Promote the work of the Board and Board positions via staff
	

	Ensure that the Board’s future needs are highlighted in regular corporate publications
	

	Engage with relevant equalities organisations to seek their advice on outreach and addressing potential barriers to participation
	

	Training and development
	

	Pilot a Board training position, or other development opportunity, such as a Board apprenticeship scheme, for prospective Board members, for example through the Institute of Directors’ Developing Board Experience project, Women on Boards or Changing the Chemistry (CtC)
	

	Encourage attendance in training and development events organised by the Scottish Government
	

	Use co-option to build capacity in individuals, encourage diversity and identify skills
	

	Develop good candidates who apply for appointments, but are unsuccessful, by offering positive feedback and advice, mentoring, shadowing opportunities and co-options
	

	Identify potential Board members from members of Board committees and encouraging them to apply for Board positions, or other development opportunities
	

	Run targeted training events for people from currently underrepresented groups to familiarise them with the work of Board members and to enhance their capacity to apply successfully for Board positions
	

	Enlist Board members to mentor trainees and committee members who are interested in progressing onto a Board
	

	Board structures and processes
	

	Establish a process for evaluating the skills, knowledge and experience needed in future (e.g. setting up a Succession Planning Committee)
	

	Identify and remove any potential barriers to opportunities such as how Board papers are presented, timings of meetings etc
	

	Ensure that the Board is kept up to date with any new developments in equality and diversity relevant to its work
	

	Ensure Board members, including the Chair, who sit on selection panels participate in relevant training on how to recognise and manage diversity issues that arise during appointment rounds, for example how to mitigate the impact of unconscious bias
	



* gender is the only protected characteristic about which information will be published for each Board according to the Equality Act 2010 (Specific Duties) (Scotland) Regulations 2012 as amended
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