| Leadership Transition & Succession Toolkit

Who holds informal influence in the community?Who may struggle emotionally with leadership
transition?Where might relational divides or factions form?Who may become isolated or destabilized?
Who may attempt to speak or decide on behalf of others?

Notes:

Areas of Emotional Sensitivity

What historical experiences may resurface during transition?Where is fatigue or burnout already
present?Where has harm or mistrust previously occurred?Where may equity or identity dynamics
intensify?

Notes:

Support & Stability Considerations

What communication approach will reduce fear rather than heighten it?Who may require additional
relational support?What rituals, acknowledgments, or closure practices may be needed?How can we
ensure no one feels abandoned, dismissed, or silenced?

Stability Strategies:

Leadership Reflection

What emotions do we bring into this transition season?Where must we slow down?Where must we
move with compassion, not efficiency?What does it mean to lead people, not just manage systems,

right now?

Reflection Notes:
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Montessori Makers Toolbox : Leadership Transition &
Succession Toolkit

Leadership Transition Readiness Checklist
Purpose of This ToolThis checklist helps leaders and governance teams assess how prepared the

organization is for a leadership transition , whether planned, emergent, or unexpected. It is designed
to surface gaps in documentation, risks created by single-person dependency, fragile systems that rely
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When these responsibilities exist only in one person's memory, leadership transition places the
organization at significant risk. This tool maps the annual operational rhythm so continuity remains
intact.

Annual Cycle Map : Template

For each month, list:

e compliance deadlines e fiscal and HR milestones e instructional or program cycles ¢ family +
community events e board requirements e leadership reflection / review cycles

Month:

Key Deadlines:

Renewals Due:

Staffing / HR Milestones:

Program / Instructional Priorities:
Family / Community Engagement:
Board / Governance Actions:
Operational Notes:

Repeat for all 12 months.

Critical Cycles Index

Cycles that must not be missed: 1) 2) 3)
Primary Owner:

Backup Owner:

Location of Supporting Documents:
Transition Stability Reflection

If leadership changed mid-year, what cycles would be most vulnerable?

Immediate stabilization steps:
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