OUTGOING OFFICERS

The following handouts can be helpful for an effective transition process.  Use whatever information that will benefit your group.  The first handout lists many essential topics to cover during a transition period.  Thinking through and completion not only lets you reflect upon your personal experiences, but will also provide incoming officers with valuable insights into the position(s) and the organization.
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FOR OUTGOING LEADERS

“Transition – Don’t Leave The Office Without It”

I. Responsibilities – Last Official Act

A. Let existing leadership know ahead of time that they are not done until transition occurs.

B. Let old and new leadership know the dates, times and places where the transition event will take place.

C. Utilize old officers, new officers and advisor observations to determine specific content necessary.



--Every year might be different, so assess the situation.



--Use your advisor (if your advisor is not helping, get a new one).

NOTES:

II. Suggested list of topics you might want to cover in a transition process.

A. A historical perspective of the organization by the outgoing officers and advisor;

policies, procedures, job descriptions and a constitutional review (including purposes).

B. Previous years’ goals, projects, activities (successes and failures).

C. Identify available and necessary resources the new officers will need.

D. Financial procedures and budget information.

E. Roles, relationships and expectations (include advisor).

F. Skill building sessions and exercises (organizational skills, administrative skills,

people skills).
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G. Comprehensive and theoretical leadership training (if you/your advisor are not

qualified you’re encouraged to make incoming officers aware of the University

Leadership Program).

H. Incoming officers may wish to set the direction of the new group.  Make sure the

membership has opportunity to review, revise, and discuss specific goals – remember, people support what they help create!

NOTES:

III.
Transition Formats
A. A Transition Workshop – weekend retreats, morning seminars, etc.

B. Independent Study – new officers review orientation materials, handbooks, workbooks, constitutions, etc.

C. Shadowing – new officer walks through responsibilities with old.  Old officer trains, clarifies and interprets.

D. Mentoring – similar to shadowing.  New officer models desirable behavior of outgoing officer thus learning by example.

E. Learning Contracts – new officers test out in the necessary skills before taking over.

F. Structured Interview – provide interview questions, or an outline to ensure productive discussion.

NOTES:
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IV.
Breaking Away

A. Demonstrate confidence in new leadership with the organization.

B. Recognize/reward outgoing workers, influencers and leaders.

C. Help outgoing leaders identify the skills they have gained and what their experiences will be.  (Do the same for yourself.)

D. Let go gracefully.  Offer your assistance if they need help, but do not meddle.  You’ve completed transition.  The organization is in their hands, and you have trained them well.  Move on to your next developmental experience!

NOTES:

5

OUTGOING OFFICER WORKSHEET

(To be completed before your organization’s transition meetings)

____________________________________

   Name (Optional)

____________________________________

   Organization

Please think through and respond to the following questions regarding your responsibilities.  This information will be helpful to your successor.

1. What I liked best about my job was…

2. What I liked least about my job was…

3. Most difficult decision I made was…

4. What I could have done to make the experience better was…

5. Obstacles to performing my job effectively were…

6. Aids which assisted me in handling my job were…

7. Things I wish I’d known before I took the job were…
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8. Our constitution/history/files/books, etc. are located where…

9. Where our past and future years’ budgets and plans are located…

10. The best qualities of and the best ways to use our advisor are…

11. Things I hope I never forget…

12. Things I wish I discovered sooner…

13. Things I still need to learn…

14. The most helpful people/resources have been…
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OUTGOING OFFICERS
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