
Talent Replenishment Process
SIGMASuccession

Simple Succession Planning Guide

SIGMA’s Simple Succession Planning is a straightforward process for identifying and developing internal talent to 
replenish existing talent when it exits the organization.

This planning guide takes users through SIGMA’s 6-stage succession cycle to:  identify critical leadership roles, build 
leader success profiles, nominate high potential talent, assess development needs, develop talent, and measure your 
organization’s progress. The guide provides forms for each stage.

© 2017 SIGMA Assessment Systems Inc. All rights reserved.
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Identify which roles your organization should target 
through its succession program. Critical Role Identification Questionnaire

Describe the talent composition required for each critical 
role at the present time and according to your 
organization’s future needs.

Success Profile

Select succession candidates for each critical role through 
a nomination survey.

Succession Nomination Survey
Succession Bench Summary

Summarize the talent profile of each succession 
candidate, and identify gaps to target through 
development.

Succession Profile

Outline or update development plans for each candidate, 
and track recommended and completed development 
activities.

Development Plan
Development Activities Tracker

Update the scorecard tracking various indicators of 
improved succession planning outcomes.

Talent Progress Scorecard
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Critical Position 
Assessment

Key Criteria Readiness Survey
Competency: 

SIGMARadius, LSP
Development Plan

Talent Progress 
Scorecard 

Experience / 
Education

Character: LCIA

Competency Commitment

Character
Emotional 

Intelligence: MEIA-W

Commitment
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Critical Position List Success Profile Depth Chart Development Plan

Top 5 Talent Profiles
Talent Profiles with 
Assessment Scores
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SIGMASuccession

identify critical roles i

Critical Role
Impact to Business 

Operations
External Candidate 

Availability
Internal Bench 

Strength
Unique Skill Set or 
Knowledge Base TOTAL 

1  2  3 1 2 3 1 2  3 1 2 3

1      2      3 1 2 3 1 2 3 1 2 3

1  2  3 1 2 3 1 2 3 1 2 3

1  2  3 1 2 3 1 2  3 1 2 3

1 2 3 1 2 3 1 2 3 1 2 3

1  2  3 1 2 3 1 2      3 1 2 3

1  2 3 1 2 3 1 2  3 1 2 3

1  2  3 1 2 3 1 2  3 1 2 3

1 2  3 1 2 3 1 2  3 1 2 3

1  2  3 1 2 3 1 2  3 1 2 3

1  2  3 1 2 3 1 2 3 1 2 3

1  2  3 1 2 3 1 2  3 1 2 3

1  2 3 1 2 3 1 2  3 1 2 3

1  2  3 1 2 3 1 2      3 1 2 3

1 2  3 1 2 3 1 2  3 1 2 3

Critical Role Identification Questionnaire
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SIGMASuccession

build success profile b

Position Criteria

Succession Position Current Incumbent Exit Year Urgency

Leadership Profile
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SIGMASuccession

nominate succession candidates n
Position:
Candidate:

not sufficiently 
acquainted

When will this candidate be ready to fill this position?

moderately
confident



slightly
confident



very
confident



not at all
confident



How much confidence do you have in this candidate’s 
ability to perform effectively in this position with 
development in required areas?

ready
3 to 5 years



ready
1 to 3 years



ready
never



ready
now



ready
5+ years



not sufficiently 
acquainted

Please express any other comments you have, if any, about the 
ability of this candidate to effectively perform in this position.

Position:

Candidate:

not sufficiently 
acquainted

When will this candidate be ready to fill this position?

moderately
confident



slightly
confident



very
confident



not at all
confident



How much confidence do you have in this candidate’s 
ability to perform effectively in this position with 
development in required areas?

ready
3 to 5 years



ready
1 to 3 years



ready
never



ready
now



ready
5+ years



not sufficiently 
acquainted

Please express any other comments you have, if any, about the 
ability of this candidate to effectively perform in this position.

Succession Nomination Survey
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Candidate List

Candidate Name Organization Demographics Progression on Succession List

Last First Position Function Location Level C Level B Level A

Le
ve

l A
Le

ve
l B

Le
ve

l C

Succession Position Current Incumbent Exit Year Urgency Bench Strength

C: B: A:
Succession
Bench2017
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SIGMASuccession

assess development needs a
Succession
Profile2017

Candidate

Position Criteria Leadership Profile Assessment Gaps
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d
Development 
Plan2017

Top Development Areas

1. 4.

2. 5.

3. 6.
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1.

2.

3.

Development Plan

Development Area Goal Action Complete By Progress / Comments

3-
6 
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Succession Candidate Position Function
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d
Development 
Activities2017

C
an

d
id

at
e

 F
o

r Position Current Incumbent Readiness Timeline

1.

2.

3.

Succession Candidate Position Function

SIGMASuccession

develop talent

Development Activities

Self Development Internal Leadership 
Training

External Leadership
Training

Cross-Functional 
Experience

Global Rotation / 
International Project Other
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SIGMASuccession

measure progress m

Critical Positions Filled Internally (%)

Talent Progress Scorecard

Management Positions Filled Internally (%)

Average Time Hi-Potentials in Same Role (Yrs.)

Hi-Potential Turnover (%)

Critical Positions with 3+ Successors (%)

Average Years Till Ready

Hi-Potential Engagement

Individual Improvement

Indicator
Date
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Glen Harrison
gharrison@SigmaLeader.com
800-265-1285 ext. 233
SigmaLeader.com

SIGMASuccession

contact

Interested in a digital version of this guide that you can fill-in?  
Contact me for a copy.



SIGMASuccession Planning Guide
Your Future. Down to A Science.
www.SigmaAssessmentSystems.com 13

SIGMASuccession

appendix: SIGMA assessments 

Competency –
Potential

LSP
Leadership Skills Profile

Competency –
Performance

SIGMARadius
SIGMARadius 360 

Feedback

Character

LCIA
Leadership Character 
Insight Assessment

Commitment

Commitment
Commitment to Lead

Emotional 
Intelligence

MEIA-W
Multidimensional 

Emotional Intelligence 
Assessment –

Workplace
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SIGMASuccession

appendix: SIGMA assessments 

SIGMARadius 360 Feedback

SIGMARadius is a comprehensive 360 feedback solution designed to build and 
develop 51 essential leadership competencies.  Ratings are drawn from leaders, 
colleagues, and direct/indirect reports and combined with self-ratings to provide a 
multisource perspective on leadership performance.  SIGMARadius can be 
benchmarked to include only those competencies deemed most important.

REPORT

 Leadership Effectiveness Report:  includes rater score charts, competency 
definitions, rater comments, action steps for development, and references to 
key readings; can be paired with the Development Guide, a complementary 
resource designed to help leaders interpret results, leverage strengths, and 
build on development opportunities

MEASURED

Leadership Skills Profile

The LSP is a personality-based leadership assessment designed to identify and 
develop top leadership talent.  Select from 42 leadership competencies and 
specify a benchmark profile to align the LSP with your custom requirements.

REPORT

 LSP Selection Report (LSP-SR):  predicts performance on critical leadership 
competencies and provides detailed explanations as to how the respondent’s 
personality affects leadership effectiveness

 LSP Development Report (LSP-DR):  includes tools and techniques designed to 
empower leaders

Use the LSP-SR and LSP-DR in tandem to deliver a powerful, complementary 
leadership solution.

MEASURED

Cognitive Skills
Analytical Orientation
Creativity
Decisiveness
Objectivity
Risk Taking
Technical Orientation
Thoroughness

Interpersonal Skills
Communication
Conflict Management
First Impression
Formal Presentation
 Interpersonal Relations
Negotiation
Open-Mindedness
Persuasiveness
Sensitivity
Social Astuteness

Personal Qualities
Achievement and 

Motivation
Ambition
Dependability
Emotional Control
Flexibility
General Leadership 

Effectiveness
 Independence
Listening
Self-Discipline
Self-Esteem

Teamwork, Supervision, 
Planning, and Productivity
Assuming Responsibility
Attracting Staff
Delegation
Emphasizing Excellence
Facilitating Teamwork
 Interpersonal Role Model
 Involving Direct Reports
Monitoring and 

Controlling
Motivating Others
Organizational 

Spokesperson
Organizing the Work of 

Others
Productivity
Short-Term Planning
Strategic Planning
Vision

Cognitive Managerial Skills
Analytical Orientation
Business Acumen
Creativity
Decisiveness
Objectivity
Prioritizing
Risk Taking
Technical Orientation
Thoroughness

Interpersonal Managerial 
Skills
Client / Customer Focus
Communication
Conflict Management
First Impression
Formal Presentation
 Interpersonal Relations
Negotiation
Open-Mindedness
Operating Upwards
Persuasiveness

Sensitivity
Social Astuteness

Personal Managerial Skills
Achievement and 

Motivation
Ambition
Dependability
Desire to Learn
Demonstrating 

Understanding
Emotional Control
Flexibility
 Independence
 Integrity
Listening Skills
Self-Discipline
Self-Esteem
Valuing Diversity

Teamwork, Supervision, 
Productivity, and Planning
Assuming Responsibility

Attracting Staff
Delegation
Developing and Coaching 

Others
Emphasizing Excellence
Facilitating Teamwork
 Inspirational Role Model
 Involving Direct Reports
Monitoring and Controlling
Motivating Others
Organizational 

Spokesperson
Organizing the Work of 

Others
Productivity
Short-Term Planning
Strategic Planning
Vision
Work-Life Balance

Overall Effectiveness
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SIGMASuccession

appendix: SIGMA assessments 
Multidimensional Emotional 
Intelligence Assessment –
Workplace

The MEIA-W is designed to measure emotional intelligence (EI) in work settings.  
Emotional intelligence allows individuals to perceive, understand, regulate, and 
express emotions.  The MEIA-W can be used to select talent, develop critical 
people skills, identify and solve problems that affect performance and work 
relationships, and understand and optimize team and workplace dynamics.

REPORT

 MEIA-W Report:  provides a multi-faceted profile of an individual’s EI in a work 
environment; includes a summary chart, dimension descriptions, 
interpretation guide, and development feedback

The MEIA-W is the only trait-based, self-report measure that captures all 10 
facets of Salovey and Mayer’s influential model of EI.

MEASURED

Recognition of Emotion in the Self
Regulation of Emotion in the Self
Recognition of Emotion in Others
Regulation of Emotion in Others
Nonverbal Emotional Expression
Empathy
Intuition versus Reason
Creative Thinking
Mood Redirected Attention
Motivating Emotions

Leadership Character
Insight Assessment

The LCIA measures 11 character dimensions and their corresponding elements.  
It is designed to provide practical insight into the nature of character and its role 
in building strong leaders and organizations, describe how dimensions interact to 
influence leadership effectiveness, and identify, grow, and develop character 
strengths.

REPORT

 LCIA-Self Report:  provides descriptions for the 11 character dimensions, a 
summary chart, and dimension-by-dimension results with element scores, 
descriptions of element and dimension interactions, and development 
resources

 LCIA-360 Report:  in addition to the above, this report includes developmental 
comments from raters

MEASURED

Judgment
Situationally Aware
Cognitively Complex
Analytical
Decisive
Critical Thinker
 Intuitive
 Insightful
Pragmatic
Adaptable

Transcendence
Appreciative
 Inspired
Purposive
Future-Oriented
Optimistic
Creative

Drive
Passionate
Vigorous
Results-Oriented
Demonstrates 

Initiative
Strives for 

Excellence

Collaboration
Cooperative
Collegial
Open-Minded
Flexible
 Interconnected

Humanity
Considerate
Empathetic
Compassionate
Magnanimous
Forgiving

Humility
Self-Aware
Modest
Reflective
Continuous Learner
Respectful
Grateful
Vulnerable
Curious

Integrity
Authentic
Candid
Transparent
Principled
Consistent

Temperance
Patient
Calm
Composed
Self-Controlled
Prudent

Justice
Fair
Equitable
Proportionate
Even-Handed
Socially Responsible

Accountability
Takes Ownership
Accepts 

Consequences
Conscientiousness
Responsible

Courage
Brave
Determined
Tenacious
Resilient
Confident
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SIGMASuccession

appendix: SIGMA assessments 

LSP Selection Report
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SIGMASuccession

appendix: SIGMA assessments 

LSP Focus Development Report
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SIGMASuccession

appendix: SIGMA assessments 

360° Competency
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SIGMASuccession

appendix: SIGMA assessments 

LSP Focus Development Report
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SIGMASuccession

appendix: SIGMA assessments 

360° Competency
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SIGMASuccession

notes
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SIGMASuccession

notes
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