
CCASA ED Transition Timeline
	Event
	Responsible Party
	Date

	Resignation notice
	Erin
	Aug 14

	Board Chair/ED discuss departure
	Lisa and Erin
	Aug 18

	Board Chair appoints Transition Committee
	Lisa
	Aug 18

	Board Chair meets with Staff
	Lisa and Erin
	Aug 20

	ED announces departure publicly
	Erin (review Lisa)
	Aug 25

	Transition Committee holds organizing meeting – process, who does what, when, go over needs assessment, identify Key Stakeholders to receive assessment
	Transition Committee
	Aug 26

	Update Needs Assessment with Transition Committee feedback (put in Survey Monkey)
	Erin
	Aug 26

	Send Needs Assessment to Board, Staff, & Key Stakeholders for completion 
	Lisa (Erin will send emails)
	Aug 27-28

	Needs Assessment deadline, Board Chair follows up to ensure completed
	Lisa/Board, Staff, Key Stakeholders
	COB Sept 2

	Board Chair and ED compile results of Needs Assessment and develop amended job description and job posting based on feedback on agency needs
	Lisa and Erin
	Sept 2-5

	Compile Needs Assessment themes, draft grading criteria and draft job posting to TC and IT for review.
	Lisa and Erin
	Prior to Sept 8

	Transition Committee holds planning session with Staff and Board, Board approves job posting, job description, posted salary range. Approve rating criteria for resume review.
	Lisa/Transition Committee
	Sept 8 (email approval by 9/10 if major edits)

	Transition committee launches search – post position on Non Profit Job Board etc., email out, post in other locations. Open Until Filled. Applications will be given priority consideration if received by Sept 26
	Transition Committee
	Sept 10/11

	Transition committee holds check-in meeting(s) to discuss how search is progressing, creates criteria for phone screening.
	Transition Committee
	Sept 12-26

	Board Chair and ED begin review of resumes as they come in – use approved criteria to review resumes
	Erin and Lisa
	Sept 12-26

	Board Chair and ED provide TC with first cut resumes as they come in. TC review within 2 days of receiving the resume.
	Transition Committee
	Sept 12-30

	Transition Committee reviews resumes and provides BC and ED with rank order/recommendations for phone screen
	Transition Committee
	Sept 12-Oct 1 (rolling)

	Phone screen of top 10-15 candidates utilizing a pre-determined criteria (Erin will set up as they are determined)
	Erin and a TC member
	Sept 12-Oct 1
(rolling)

	Narrow candidates to approx. 7 for one hour in person interviews
	TC and ED
	No later than Oct 1

	ED and CCASA staff set up one-hour interviews with 7 or so candidates (at least one TC member to be involved, conference call in if necessary).
	Erin and CCASA Staff
	W/O Oct 6 or before (rolling)

	Transition committee holds second planning session with staff to go over results of one-hour interviews and determine top 2-3 candidates for in-person day long interviews
	Erin and TC
	W/O Oct 13

	Transition Committee invites candidates to office, plans interview days, contacts stakeholders, books rooms
	Erin and TC (Lisa calls finalists to suggest dates)
	End of W/O Oct 13 

	Finalists visit office for one-day interview (staff meeting, Board meeting, stakeholder meeting and presentation, meeting with ED and BC?) 

Note: Karen out of office Oct 21-24
	Finalists/TC

	W/O Oct 20 &
Oct 27

	Transition Committee reviews feedback sheets from all who attended interviews
	TC

	Oct 30-31

	Transition Committee meets with staff to check in
Note: All staff unavailable Nov. 3-7 b/c RTAP training
	Transition Committee
	Nov 1-3

	November Board meeting – discussion of ED search outcome
	Lisa and TC
	Nov 3rd

	Offer is made to successful candidate
	Lisa
	Nov 4-5

	Transition committee plans on-boarding process (input from staff)
	Transition Committee
	2nd week Nov

	Announce new ED
	Transition Committee
	2nd week Nov

	Month of Nov – all hands on deck to cover
	TC and staff
	

	New ED starts work
	–
	Dec 1

	New ED and Board embark on orientation/post-hire process
	Various Members of the Executive Committee and Staff
	Dec

	Board Retreat
	Board/new ED/Lisa
	Later Dec/Jan or Feb

	Executive Director completes 90-day plan
	Executive Director
	Early to 
Mid-Feb

	Board chair engages with ED in 90-day check-in review
	Lisa and Executive Director
	Mid- to 
late Feb

	Executive committee conducts six-month evaluation of ED
	Executive Committee
	Mid- to late May

	Executive committee conducts annual performance evaluation of ED
	Executive Committee
	Mid- to late Dec



