Emergency Leadership Plan Guidelines


An Emergency Leadership Plan is an important tool for a Head Start program.  It can minimize, and even prevent, the turmoil that often occurs when a director is unexpectedly absent for a period of time.  
Head Start services to children and families must continue uninterrupted, regardless of any gap or change in leadership.  An Emergency Leadership Plan details how a director’s absence will be managed; who will do what and how; and under what circumstances the Plan will be put into effect.  It helps ensure continuity of operations by maintaining the program’s essential functions.  
Use the questions below to help you develop an effective Emergency Leadership Plan:
	Does our Emergency Leadership Plan …
	Yes/No
	Comments

	Involve our Governing Body, (executive director if your program has one), and other key stakeholders (such as the Policy Council, key community partners and managers) in its development?
	
	

	Describe the circumstances under which this plan would take effect, including who is responsible for initiating the plan?
	
	

	Delegate authority?
	
	

	Identify the director’s essential functions that must be maintained to sustain the program’s operations?
	
	

	Determine who will assume which essential functions? (This could be by appointing a temporary director or by assigning specific duties to more than one person.)   
	
	

	Designate first and second back-up appointees in case the identified person(s) is unable to serve in this role?
	
	

	Describe any changes in the chain of authority due to the reassignment of responsibilities?
	
	

	Specify who will supervise and support those taking on additional responsibilities?
	
	

	Establish if and how those taking on extra responsibilities will be compensated?
	
	

	Include a Critical Documents Directory?
	
	

	Incorporate legal advice since there are potential legal ramifications when someone else takes on leadership responsibilities?
	
	

	Determine who will communicate the change in leadership to staff, families, funders and stakeholders and how they will do it?
	
	

	Identify who will provide support to staff, families and partners affected by the change in leadership?
	
	

	Undergo a regular review and revised as necessary?
	
	


The development of these Guidelines relied heavily on the Emergency Succession Plan Template developed by 
the Center for Nonprofit Advancement.  www.nonprofitadvancement.org
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