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What is this? 
This document outlines a systematic and intentional approach to managing the transfer of knowledge for the departure and arrival of staff.
When should this be used?
This tool is intended to be used at the end of a staff member’s tenure and for the incoming arrival of a new staff member. 
Who should use this tool?
Any staff member that wishes to be systematic and intentional in their efforts to share skills and knowledge with their colleagues. 
Steps
There are three steps to using this tool:
1. Prepare the Handover 
· Gather all necessary information and documentation needed to fill out the handover note
· Prepare the handover note at least four weeks prior to departure 
2. Conduct and Document the Handover
· Let the departing staff member and the successor discuss key points regarding their experience to learn about the employee’s challenges and recommendations for organizational improvements in an exit interview. This would be scheduled in addition to any handover meeting to discuss the content of the note and answer any clarifying questions
· Summarize the role & responsibilities, duties & tasks 
· Describe major tasks, meetings and key stakeholders and provide relevant contextual information
· Attach a copy of your job description, if appropriate  
3. Share/ Distribute the Handover Note 
· Provide a copy of the document to successor, supervisor and relevant cross-departmental contacts
· File and update the document for the next successor, if feasible and relevant 
· Create lines of communication between the outgoing and incoming staff members to discuss any gaps

Other Resources:
Managing Staff Transitions Through CLA: Preserving Institutional Memory as Staff Come and Go: This tool provides key principles, actions and resources that Missions, OUs, offices, and teams can follow to systemically manage staff transitions and to ensure that institutional memory is preserved and there remains a continuity of relationships as staff come and go.
Knowledge Sustainability Tracker Template: This tool provides a detailed way to plan for sharing knowledge and building capacity of staff members during the tenure of a non-permanent staff member. It provides instructions for the primary users and managers. It has sections on the individual’s role, planning for sustainable knowledge transfer, and departing instructions. This is a tool that can be updated over time and be used to document the monitoring of sustainable knowledge transfer. 
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	HANDOVER NOTE FROM:

	Employee Name
	
	Employee Position
	

	Department
	

	Start Date
	
	End Date
	

	Supervisor
	
	
	
	

	Supervisees
	
	
	
	

	Purpose of Handover (Circle)
	Scheduled Leave
	
	Reassignment
	Resignation/Retirement
	Other, specify

	Work Folder Location (include any comments as needed)
	

	Contact information after departure
	Email/phone
	
	
	LinkedIn profile
	

	HANDOVER NOTE TO:

	Employee Name
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	Link to Job Description
	

	Link to Key Job Resources
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	JOB ACTIVITIES

	Duties / Tasks to be handed over
	Action Taken / Progress to date
	Responsible Party/ies moving ahead, any considerations or additional next steps for their ability to manage
	Documents Required - ensure Google Folder Access is handed-off
	Status

	
	
	
	Work file location:
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	REGULAR MEETINGS

	Name of meeting
	Facilitated/Led by
	
	Objective of meeting
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	Frequency
	Commitments / Role

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	


	
	
	
	
	
	

	REPORTING/INPUT TO REPORT
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	Owner/Contact
	
	Inputs needed
	Frequency
	Links to relevant files

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


	
	
	
	
	

	KEY CONTACTS

	Name
	Title
	
	Department/Country/Organization
	Email
	Skype/Phone
	Comments, why are they important

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	SECTOR/TEAM SPECIFIC DETAILS

	Sector / Team / Office
	Overview
	
	Key Strengths
	Key Challenges/Resource Gaps
	Key Follow-up Areas

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


	
	
	
	
	

	OPPORTUNITIES/PARTNERSHIPS/LESSONS LEARNED/ RECOMMENDATIONS

	Item
	Description
	
	Key Stakeholder, if any
	Suggested Next Steps
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