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Superintendent/CEO Succession Planning
Short-Term Absence Procedures
The Board should follow the procedures listed below in the event the Superintendent/CEO is temporarily unable to fulfill their 
duties. 

1. Immediate Notification: The Superintendent/CEO or Director of Human Resources will inform the Board President 
as soon as possible about the temporary incapacity or absence and will support the Board with communication, as 
directed by the Board President

2. Special Board Meeting: As needed, convene a Special Board meeting to discuss the situation and potential impact. 
3. Acting Superintendent/CEO: Consult with Human Resources for the name of the Superintendent's/CEO’s 

recommended Acting Superintendent/CEO.
4. Review and Monitor: The situation should be reviewed at regular intervals to decide if the Acting 

Superintendent/CEO should continue in the role or if the regular Superintendent/CEO can resume duties. 
5. Transition Back: Once the Superintendent/CEO resumes duties, a transition plan should be established to ensure a 

smooth return.

Vacancy Procedures
This section provides a guide for the Board of Directors in case the seat of the Superintendent/CEO becomes vacant, either 
through planned or unplanned circumstances. This ensures the continuity of leadership and minimizes disruption in the 
organization. 
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Superintendent/CEO Succession Planning (continued)

1. Initial Notice: The Superintendent/CEO should provide written notice of departure as stipulated in their contract, 
including a minimum notice period. 

2. Board Meeting: Convene a Special Board Meeting to initiate a plan and timeline for the vacancy. Document minutes 
and ensure compliance with public meeting laws like the Brown Act. 

3. Search Committee: Appoint an ad hoc Superintendent/CEO Search Committee consisting of less than a quorum of 
the Board’s Directors with the support of other staff as appropriate, such as the Director of Human Resources. Define 
the committee’s scope, authority, and limitations in writing. Consider and decide whether the Search Committee will 
conduct the search itself or employ a recruiter or search firm to help find candidates. If using a recruiter/search firm, 
the Search Committee will be its primary point of contact and will guide the search outside of full Board meetings. 

4. Interviews and Selections: Establish unbiased, pre-defined criteria for candidate assessment. Conduct interviews 
and select a candidate based on these criteria. Keep detailed records for compliance with Equal Employment 
Opportunity laws.

5. Contract Development: Involve legal counsel to draft and review the employment contract. Ensure alignment with 
state and federal employment laws. 

6. Public Announcement: In the open session of a Regular Board Meeting, the Board President or Director of Human 
Resources will verbally summarize the employment contract’s salary and benefits provisions for the Board and the 
public before the Board votes to approve the contract. 

7. Transition Plan: Develop a comprehensive transition plan for both outgoing and incoming Superintendent/CEO


