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Orange County Community Foundation 
Succession Plan (2010)     

The following plan has been developed by the Orange County Community Foundation (“Foundation”) to 
provide guidance in the event of either a planned or an emergency transition of the organization’s 
President. 
 
Shelley Hoss has served as the Foundation’s President for the past 10 years.  In this role, Shelley is the 
primary liaison with the Foundation’s Board, serves as the Foundation’s chief “ambassador” to key 
constituencies and the community at large, and is ultimately responsible for all aspects of the 
Foundation’s operations.  Shelley brings 24 years of experience in the nonprofit sector, and has 
overseen the Foundation’s growth from a $39 million community foundation with 8 staff members and 
an annual budget of less than $800,000, to a leading philanthropic institution with over $120 million in 
assets, more than $21 million in annual grant-making, and a leadership role among the region’s 
individual and institutional funders.   
 
The Foundation’s leadership team is comprised of four key executives, each with responsibility for their 
department, as follows: 
 

 Tracy Branson, Vice President of Finance and Administration 

 Todd Hanson, Vice President of Donor Relations and Programs 

 Jeff Swanson, Vice President of Development and Gift Planning 

 Cynthia Ragland, Vice President of Marketing and Communications 
 
These key staff members provide support to the President, provide core internal and external strength, 
stability and structure for program and administrative functions, and interface directly with Board 
members and key constituencies, including donors, professional advisors and nonprofit leaders. 
 
The Foundation’s leadership team is capable of assuming critical executive functions in the case of an 
emergency or during an interim period if the Foundation is without a permanent executive. 

Emergency Transition 
 
In the case of an emergency scenario in which the Foundation’s President either temporarily or 
permanently cannot function as the executive in charge, the following steps must be taken:  

1. Internal Communications Plan 
 
The Foundation’s Board Chair will be notified by staff in the event of an emergency; the Chair will notify 
all board members and convene the group to discuss next steps. All communication pertaining to a 
recommended plan of action based on the situation at hand will be sent to all board members for 
review and input, and to all staff. Once the plan of action has been determined, and all board and staff 
are in alignment, a message from the Board Chair should be sent to the organization’s key stakeholders 
detailing the plan for the leadership transition. 
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2. Interim Management 
 
The Leadership Team defined above will act as the “chief executive” during an emergency/interim 
period.  VP of Finance and Administration Tracy Branson shall serve as the key liaison with the Board 
during this period.   In a scenario in which the President is temporarily unable to fulfill her duties  (i.e. in 
the case of a medical condition or accident from which the President will recover), the Leadership Team 
will continue in its role as chief executive until such time as the current President can return to her 
duties, as described above.  If the President is incapacitated, or her absence becomes permanent, the 
board will create a search committee to look for the permanent President for the Foundation, described 
more fully below.  
 

3. Financial Oversight 
 
In the case of an emergency transition, the Leadership team with the Board Chair will need to identify a 
board member to take over signing responsibilities previously conducted by the President (e.g. checks 
up to $3,000, and as an additional signer for checks over $3,000). The addition of a board member into 
the financial oversight process will maintain critical checks and balances currently in place.  
 
The Foundation’s financial advisors should be contacted by Vice President of Finance and Administration 
Tracy Branson to be apprised of the transition, and so they can be available for questions related to 
financial issues. Currently the Foundation uses the following advisors for its financial management and 
oversight: 
 

Investment Advisors—Beacon Pointe Advisors 
Auditor— Moss Adams 

4. Executive Search 
 
The Board and Leadership Team will first need to decide whether or not to use a search firm to seek a 
successor President.   If the decision is made to work with an outside firm or consultant, the Leadership 
Team and Board should identify what qualifications such a resource should have, and begin the search 
and engagement process.  
 
The Board Chair will appoint a 3 - 5 member search committee to coordinate the search including 
working with any retained search consultant to identify the new executive. The search committee will 
provide regular updates on the status of the search and as the candidate field begins to narrow.  
 

Planned Transition  
 
In the case where the President notifies the board by letter of her intent to resign or retire, the 
Foundation’s Planned Transition plan will activate. The President should provide intent to resign or 
retire no less than 150 days prior to her departure, and ideally up to a year in advance of departure. 
Upon notice, a search committee of the Board will convene within the month to coordinate the process 
with the President and Board Chair.  
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1. Executive Search 
 
As in the Emergency Transition plan, the Board, President and Search Committee will first need to 
decide whether or not to use a search firm to seek a successor President.   If the decision is made to 
work with an outside firm or consultant, the Board should identify what qualifications such a resource 
should have, and begin the search and engagement process.  
 
The Search Committee will review the current executive position description and validate the content. 
Any additions, deletions and changes should be made prior to launching the process.  If hired to support 
the process, a search firm or consultant will gather the pool of external candidates, and will be made 
aware of any potential internal talent to include in the process. Consultants will screen candidates, while 
the Search Committee will conduct interviews. 
 
Based on the talent pool identified, and the remaining time with the current President, the Search 
Committee will need to determine if an interim President will be necessary. If not, the Search 
Committee can proceed to reference checks and to formal presentation of potential hires to the full 
Board.  
 

2. After the Hire 
 
The current President and Board Chair will work with the new President to identify priorities, roles and 
expectations, and procedures. This will include a training plan coordinated by previous President, 
President and select staff. 
 
The new President will be introduced to all staff and to key stakeholders by outgoing President. The 
outgoing President should help her successor identify key networks and relationships, and introduce the 
new President to the political landscape.  Upon official hire, the Foundation will release a Press Release 
on the new executive, spelling out any new direction and goals of the President and the Foundation. 
 

3. Formal Send Off 
 
A committee is to be formed for proper acknowledgement of President resignation or retirement.  
Assuming amicable, gestures of appreciation should be coordinated.  


