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1. What is Succession Planning?



Succession planning — putting in place 
policies and procedures to ensure smooth 
and orderly leadership transitions.



Succession planning helps your society avoid 
chaos and distress at changeover time or if 
crucial committee members depart unexpectedly.



Some different approaches to succession planning



the  easy way . . .

Succession planning





the stressful way . . . 

Succession planning



Start looking for a successor when your 
term is ending and if no one steps up . . .



your society collapses or . . .



or you sign up for a fourth year.



the ideal way. . . 

Succession planning



Develop a ‘succession culture’ in your society



and include a succession plan as part of 

a strategic planning process.



1. Identify key areas and positions.

2. Identify capabilities for key positions. 

3. Identify members & assess them against 
capabilities. 

4. Develop and implement succession & knowledge 
transfer plans. 

5. Evaluate the effectiveness of the plan.

The Succession Planning Process



The process should be supported by well-designed 
descriptions of the roles: tasks, responsibilities and, 
where possible, the time involved. 



A good job description for an ADFAS role would include:

• a brief summary of the ADFAS 
mission and what we do as a society

• a description of the purpose of the 
role and the actual tasks to be 
undertaken for the position

• where the tasks are performed

• when and how long the tasks take

• the skills required/preferred



2. The important role of the committee



Foster a happy, inclusive committee and people 
will want to join and won’t want to leave.



Ideally, a new chairman and executive will already 
be on the committee, but this is not essential.



Encourage “job shadowing” on the committee –
assistant treasurer; assistant secretary etc.



Again, ideally, the vice-chairman will be the 
chairman-in-waiting and assists the chairman.



3. Recruiting committee members.



On your society’s membership/application form, include 
a box to indicate the member’s interest in joining the 
committee in the future.



Survey your members.

In a survey of members’ preferences 
for lecture topics etc, include 

• their interest in joining the 
committee in the future 

• their skills and experience in 
managerial and financial fields, 
and their computer and 
technical abilities



Talk briefly at a lecture about a current committee activity. 

For example . . .



In June, explain this month the committee will 
choose the lectures for next year’s program.



Announce your Young Arts Program or ADFAS in 
the Community project at a lecture.



Ask members face-to-face to join the committee.



Invite them to attend a monthly committee meeting.



Focus on the benefits to prospective members of 
being on the committee rather than on your needs.



“Serving on an ADFAS committee is, in fact,  
serving the wider community.” 

Quote: Peter McGinley, ADFAS Mornington Peninsula



4. Finding a new chairman and executive



Start thinking ‘succession’ early in your term.



Become a ‘talent scout’. Be on the lookout for 
a potential chairman and committee members.

Encourage your committee to do the same. 



Make a short list of members considered to be 
a potential chairman or executive members.



Approach potentials face-to-face. 
(You could invite them for coffee or lunch.)

The personal approach is still the best way to recruit.



When approaching a 
prospective chairman, 
focus on the benefits to 
the member rather than 
on your need to find a 
successor.



Talk positively about the role of chairman.
It’s a very interesting & rewarding experience.



ADFAS Chairmen (in a Covid-19 free year)
* meet other chairmen from across Australia

* make new friends
* develop new skills 

* build self confidence
* have a lot of fun and 

* enjoy a strong sense of achievement 



Call on your membership to help.

Ask for volunteers for the role.
Ask them to suggest suitable people to approach.



People join when 
someone asks 
them to join!



5. Barriers to success and  
ideas to overcome them



The fear barrier



The fear of speaking in public.



At lectures, a nervous chairman can read a 
script. Offer to help prepare the script 
for their first lecture.



An/other committee member/s may be 
happy to MC the lecture meetings.



You could consider joint chairmanship.



Co-chairmen can divide the role according 
to their time, expertise and interests. 



The fear of being unqualified.



This is not necessarily a barrier to 
accepting a chairmanship. 



Being chairman provides an excellent 
opportunity to develop new skills.



Reassure your successor with a firm offer of 
support from you, your committee, and the 
Association Executive.    



They’re all there to help you.

Lizzie Campbell
Chairman Mentor





To the inexperienced, the treasurer’s role can be daunting.



But it needn’t be!



Use a simple computer accounting program.



Organise support from a previous treasurer 
or an accountant friend.



Appoint an assistant treasurer



Refer to the treasurers’ comprehensive 
information section on the ADFAS website. 

https://www.adfas.org.au/committee/societies/

https://www.adfas.org.au/committee/societies/


Recruiting a secretary can also be a challenge.



The secretary’s role can be seen as 
both onerous and time-consuming.



But it needn’t be!



Share the role with an assistant secretary.



A secretary and assistant secretary can divide 
the role according to their own commitments. 



Recruiting members from the same household 
to take on committee roles can be a bonus.



For example, this can work well for a treasurer 
and membership secretary, particularly at times 
when members renew or new members join.



Some other reasons we say ‘No’ 



Some members may be willing but time-
poor due to family or other commitments. 



Offer tasks that don’t require a full-time committee position. 
(Their availability may change in the future.)

For example
• looking after the guest speaker at a lecture

• selling raffle tickets at lectures
• organising a Christmas raffle
• taking on the archivist role

• fund-raising activities



People’s natural reticence to come forward 

It’s not uncommon for members not to volunteer, 
but if asked personally, they often happily accept.



Others have done many years of voluntary 
work for ADFAS and other organisations and 
they will tell you they simply want to sit back 
and enjoy our lecture evenings and events.

Value the contribution they’ve made and leave them be.



In recent times many, if not most, not-for-profit 
organisations experience difficulty recruiting 
volunteers.



Use social media to promote ADFAS as unique –
entertaining, enjoyable, educational social events 
promoting the arts in the community.



6. What Not To Do



Don’t be negative or hesitant.

Focus on the benefits to the member rather than your need.



Avoid a desperate plea or a frantic email to 
your membership just before your AGM.

Start early!



7. Conclusion
When the search is over . . .



The departing chairman needs two important skills:



• the ability to organise an effective 
handover for their successor



• the ability to let go . . . 
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