
 

 
This summary is for illustration purposes and is only a brief outline of coverages. 
Please refer to your insurance policy(ies) for all coverages, rates, terms, conditions and 
exclusions. This summary does not amend or alter the insurance contract.   
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VACANCY VS CAPABILITY 
WORKSHEET 

 
 

1. Fast forward out to the future five (5) years. Think of the people you work for and with, as well as 
those who work for you. How many are likely to be gone by then? 

 
 
 
 
 

2. Consider the work they do, the knowledge they have, and the contributions they make. In what ways 
will their departure likely impact your organization should they actually leave?  

 
 
 
 

 
3. Discuss as a group and list the knowledge and work gaps that are likely to result from their leaving.  
 
 
 
 

 
4. List your ideas for addressing the gaps you identified.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


