
Identify Critical & Vulne[image: ]rable Positions
Purpose
The spreadsheet is designed to help you identify positions in your organization in most need of succession planning and to help you track your succession planning progress. This sheet will help you determine which positions are in most need of succession plans. Follow the steps below to determine the most vulnerable and critical positions and then prioritize your succession planning efforts. This spreadsheet is publicly available via NIH's Workforce Planning Toolkit.
Instructions
Step 1: Identify how vulnerable each position is using the position vulnerability key below. 
Step 2: Identify the criticality of each position using the position criticality key below. Consider whether a vacancy in this position could disrupt your organization's ability to achieve the objectives. 
Step 3: Determine which positions are highest priority to begin succession planning. It is recommended to prioritize positions with high vulnerability and high criticality first. 
Keys
Position Vulnerability
High Vulnerability = No identifiable successor; difficult to replace; vacancy expected in 1-3 years
Moderate Vulnerability = Successor ready in 1 to 2 years
Low Vulnerability = Successor ready now; recruitment is generally easy
Position Critically Ranking
Mission Critical (High) = Role is vital to maintaining public health services and regulatory obligations
Mission Dependent (Moderate) = Role supports key functions and would create operational challenges if vacated
Mission Supporting (Low) = Disruption would have minimal short-term impact on essential services
Succession Planning Priority Rank
High Risk = Establish succession plan now
Moderate Risk = Establish plan in the next 6-12 months
Low Risk = Monitor successor progress
	Position Name
	Position Vulnerability
	Position Criticality Ranking
	Succession Planning Priority Rank

	Health Director
	Choose an item.	Choose an item.	Choose an item.
	Emergency Response Coordinator
	Choose an item.	Choose an item.	Choose an item.
	Administrative Assistant
	Choose an item.	Choose an item.	Choose an item.
	Health Promotion Manager
	Choose an item.	Choose an item.	Choose an item.
	Nurse
	Choose an item.	Choose an item.	Choose an item.
	Position 6
	Choose an item.	Choose an item.	Choose an item.
	Position 7
	Choose an item.	Choose an item.	Choose an item.
	Position 8
	Choose an item.	Choose an item.	Choose an item.
	Position 9
	Choose an item.	Choose an item.	Choose an item.
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