Succession Plan for the Chief Executive Officer
In the event of an unplanned and/or extended absence of the Chief Executive Officer, the following plan will be enacted.  
A. Unplanned Absence:  An Unplanned Absence is defined as an absence of more than two weeks, for which little or no advance notice was provided. The Executive Committee, led by the Board President, will implement this plan.  The Executive Committee will convene within five working days to determine if it is necessary to appoint an Acting Director.  Until the Executive Committee can meet, the Board President will serve as the Acting Director.  The person appointed as Acting Director will have full authority for decision-making and independent action, and will report directly to the Board of Directors.  Once a decision has been made regarding the Acting Director, the Board President will notify the full Board of Directors and the agency staff. A letter signed by the Board President and the Acting Director will be sent to all funding sources and others deemed appropriate by the Executive Committee.  Upon the return of the Chief Executive Officer, the Directors and staff will be notified by the Board President via email or letter.  If the Chief Executive Officer is ultimately unable to return to work, the Board of Directors will declare the position vacant and follow the steps outlined below to appoint a replacement for the Chief Executive Officer.
B. Replacement of the Chief Executive Officer: A planned replacement is necessary when the Board of Directors has determined that the Chief Executive Officer is leaving the position and will not be returning.  Once it has been determined that the Chief Executive Officer will not be returning, the Executive Committee will meet within two weeks to implement the following plan.
1. Determine whether the Executive Committee will serve as the Search and Transition Committee or if an ad hoc Search Committee of the Board of Directors will be appointed.
2. Determine when to notify all banking institutions and when to have the departing Chief Executive Officer's name removed from all accounts.
3. Determine whether keys, passwords, and other credentials need to be reset.
4. Appoint an acting Interim Director (unless the departing Chief Executive Officer is staying on as an employee through the hiring date of the new Chief Executive Officer).
5. Communicate the replacement plan to all Directors and senior leadership staff of the agency.
6. Conduct an exit interview with the Chief Executive Officer if they are leaving voluntarily.
7. Review the job description and make any necessary changes.
8. Set a salary range for the new Chief Executive Officer.
9. Define the search process (timeline, advertising, and budget).
10. Define the hiring process (where applications will be sent, how applicants will be selected for an interview, establish questions for the interview, form the interview team, establish a process for reference and background checks, recommend the candidate to hire to the full Board of Directors).
11. Secure approval to hire from the full Board of Directors, and negotiate a contract with the new Chief Executive Officer.
12. Set the hire date, and notify all Directors, employees, and funding sources.

