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Introduction 

This Policy defines succession planning, why it is required in Colleges of Technology 

(CoTs).  It details the procedure; the steps CoTs will implement to groom potential 

successors for each key position. There are general guidelines to carry each step, but these 

guidelines are not exhaustive and colleges have flexibility as long as they follow the 

procedures and can be creative in implementing the procedure.  Different categories of 

positions and responsibility for succession planning for these positions are also outlined. 

Finally risk management with regard to Succession Planning is also addressed by ensuring 

that Handover Note is regularly updated. However, Handover Note- structure may vary from 

position to position and colleges can use the best optimum way to maintain it. 

 

Succession Planning 

Some roles/ positions/ jobs are the lifeblood of the organization and too critical to be left 

vacant or filled by any but the best qualified persons. Effectively done, succession planning 

is critical to mission success and creates an effective process for recognizing, developing, 

and retaining top leadership talent.  

Succession planning [1] is a systematic process for leadership preparation for the future. 

This process is a way to create a diverse pool of leaders who are well-prepared to fill 

leadership positions at an institution. In nutshell, it is about right people, in the right place 

and at the right time. It is a long-term management strategy. 

HEI Succession planning becomes attractive in the face of problems such as delays in filling 

critical positions, a lack of qualified internal candidates, departure of talented employees to 
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further career goals, or failure of internal replacements in new leadership roles within the 

organization 

Therefore all administrators (Deans and Assistant Deans, HoDs/HoSs etc.) should identify 

and groom potential successors. They must be clear: 

 Whom they will prepare for different categories of positions, 

 What type of training and development these individuals will receive, and  

 Identify what resources are needed to be successful in the overall process.  

 

Procedure 

The process of developing succession planning models in Colleges of Technologies should 

consider: 

2.1 Replacement planning: replacement planning focuses on emergency backups to fill 

critical leadership positions. It announces clearly who will play a particular role 

temporarily in the case of absence of a particular position. This should be guided by 

Bylaws; e.g., Article 11.12 of the Bylaws clearly states that the Assistant Dean for 

Academic Affairs acts for the Dean in the latter’s absence [3]. 

 

2.2 Talent management: College Council will identify individuals who will offer new 

perspectives and new ideas. Develop them with skills, attributes, and experiences that 

would align well with administrative positions. Current administrators should meet to 

discuss the process for selecting individuals to participate in leadership development. 

The group should identify questions that assess an individual’s attributes, capabilities, 

needs, desires and potential for becoming a leader [1]. This includes the following steps 

(Use Succession Planning Form-1 for carrying out steps 1 & 2 ; Succession Planning 

Form-2 for steps 3 to 7  and Step 8 is governed by Staff Appraisal System): 

Step 1: Identify key positions that require succession planning.  

Step 2: Identify capabilities or competencies for these key positions.  

Step 3: Identify interested employees.  

Step 4: Assesses the identified candidates against the capabilities or competencies 

identified in step-2 and nominate the best fit candidate as successors. During the process 

Gap Analysis is completed.  

Step 5: Develop a training plan to get the successor/s prepared to assume the position.  

Step 6: Evaluate the successor’s readiness to take-up the position. 

Step 7: Successor assumes the position. Staff handover procedure is followed. 
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Step 8: Monitor and evaluate the employee’s performance. Supervisor will monitor the 

performance of the successor.  

 

Guidelines 

Below are the general guidelines; however colleges have flexibility in implementation such 

as: 

 frame questionnaires or interview questions to select candidates 

 Structure of handover notes which depends on the specific position. 

 

 

 

A. Several ways to determine and develop required capabilities and competencies 

include[4]: 

a. Reviewing job descriptions, and relevant merit criteria 

b. Interviewing current and former job incumbents 

c. Interviewing other stakeholders 

d. Reviewing organizational values 

 

B. Some of the several ways to solicit identification include[4]: 

a. Circulating notice asking for an expression of interest 

b. Employees discussing career goals and objectives with their supervisor 

c. Developing a database of employee skills/competencies and careers interests 

 

C. The guidelines below, aim to facilitate the selection of a successor:  

a. Appropriate assessment should consider the following: 

 aspirations of the individual,  

 Succession Planning Process 
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 organizational opportunities as compared to individual aspirations, 

 Intellectual capacity,  

 level of managerial expertise,  

 job-related traits,  

 Personality items. 

b. The successor should be from the same department/unit. 

c. The successor should have the required experience for the each particular position 

as stated by the bylaws. If not stated in bylaws then at least one year experience at 

the College is required. 

d. The successor should be willing to take on the succession and capable to fulfill the 

duties in question. 

e. Preference should be given to an Omani staff.  In the case where there is no Omani 

successor in the line of selection, it is expected, in parallel to choosing a successor 

for the position, to train an Omani member for the position. 

f. Two successors should be nominated, trained and they should succeed in the order in 

which they are nominated. 

g. As far as possible, one of the nominated successors is the successor mentioned in the 

replacement planning. 

h. Staff Appraisal results can also be taken into account while choosing the successor. 

i. In case no. of interested employees is large in numbers, college council may shortlist 

the number of candidates for the final selection based on his/her performance record. 

 

D. The guidelines below[4], aim to facilitate developing the Training plan for a 

successor:  Some key points to remember when developing learning and 

development plans are: 

a. Plans should focus on decreasing or removing the gap between expected 

competencies and the current knowledge, skills and abilities of candidates. 

b. Manage expectations – modern succession planning is based on learning and 

development to fulfill employee potential, rather than merely filling a vacancy. 

c. There are a wide range of learning and development opportunities to consider, which 

can include: 

 Job assignments that develop and/or improve a candidate’s competencies; 

 Job rotations such as rotating committee chairpersons, coordinators and head of 

sections after they serve their one full term. 

 Formal training. 

d. Ensure appropriate strategies are in place to support the transfer of knowledge to 

candidates for key jobs, which can include: 

 Mentoring, coaching or job-shadowing; 

 Documenting critical knowledge; 

 Exit interviews 
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Succession Planning Responsibility in CoTs  

We can categories key positions into three categories: 

 Top positions: Dean, Assistant Deans, Head of Quality Assurance 

 Middle positions: Head of Centers, Heads of academic departments  

 Other administrative positions: Heads of sections, heads of departments in non-

academic units, Heads of various college committees, Coordinators  

Dean will be responsible for first two categories whereas respective heads of college 

units will be responsible for third category key positions with-in their unit/department.  

 

Risk Management in Succession planning 

Succession planning is in itself a measure for managing risk due losing a key position 

holder. In case, successor is not ready and current incumbent leaves, there may still be 

problems. In such a case college should devise a plan to deal with. To ensure right 
handover if one key position person is left without replacement and the newly 
recruited has not enough experience, each key position holder should be required to 

maintain Handover note up-to-date. This note should include [5]: 

 Brief Description of Duties,  

 Supervisor and reporting procedures, 

 Regular/re-occurring meetings, reports or procedures,  

 Key Documents/reference material to read (attach when possible) 

 Status of recent and current projects/reports/meetings, Where to find files 

(hardcopy and electronic)   

This Handover Note should be submitted to the immediate superior or HR-department of 

the college on regular basis. 
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Appendices 

Appendix-1 Succession Planning Form-1 
Key 
Position/Role*: 

Required competencies and level 

Sr. No. competency Level (Beginner/Intermediate/Advanced) 

Dean 

1   

2   

3   

4   

..   

…   

n   

  

Assistant Dean for 
Academic Affairs 

1   

2   

3   

4   

….   

n   

  

HOD-IT 

1   

2   

3   

4   

…..   

n   

*This table should be extended as per need for all positions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



First practice sharing workshop, PSW1, of CoTs, 12th Nov. 2015,  Task No.5: Policy for Succession Planning in 

Colleges of Technology, Ver 0.5, 10th Dec.2015 by, QAU of Salalah College of Technology  
Page 58 of 92 

 

Appendix-2 Succession Planning Form-2 

Key Position: 
Incumbent: 

Successor No. 1: 
Current Position: 

Successor No. 2: 
Current Position: 

Required Education: Education: Education: 

Required Experience: Experience: Experience: 

Required 
Competencies : 

Required 
Level:  

Current Level: 
Beginner/Intermediate/ 
Advanced 

Current Level: 
Beginner/Intermediate/ 
Advanced 

    

    

    

    

    

    

Strategies to overcome the 
gaps: 

Responsibility Target 
completion 
date 

Responsibility Target 
completion 
date 

On-The Job experience     

Mentoring or Coaching     

Training or Continuing 
Education 

    

Development report and 
Evaluation 

  

Readiness: 

Ready in  
1yr 

Ready 
in 1-2 
yrs 

Ready in 
2 + yrs 

Ready in  
1yr 

Ready 
in 1-2 
yrs 

Ready in 
2 + yrs 
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Appendix-3 Responsibilities Handover Checklist 

Predecessor: __________________________________ Successor: 
_______________________________        

Position/Responsibility to Handover: _________________________ Handover Period: 
_______________ 

 

Check the items to be accomplished:                                           Verifier                                 
Signature 

 Describe key functions                                                                 (Successor) 

 Describe key activities                                                                  (Successor) 

 Describe key documents (Hard & Soft copies)                         (Successor) 

 Handover note                                                                               (HoS/HoD/Immediate Superior) 

        

DOCUMENTS HANDOVER CHECKLIST 

 

Check the items to be submitted:                                                 Verifier                                 
Signature 

 Course Files (Hard & Soft copies)                                               (HoS)   

 Advisory Files (Hard copy)            (HoS)   

 Committee Files (Hard & Soft copies) – for Com. Chair         (QA Coordinator)  

 Section Files (Hard & Soft copies) - for HoS                              (HoD)             

 Department Files (Hard & Soft copies) - for HoD/HOCs          (Successor) 

 
                        

Other, specify: 

    ________________________  
    ________________________ 
    ________________________ 
 

________________________________ 
HoD/Hoc/ADSA /ADAFA/ADAA/DEAN 

Signature  


