OUTGOING AND INCOMING OFFICERS

The following handouts can be helpful for an effective transition process.  Use whatever information will benefit your group.  Allow for ample time for discussion and questions/ answers.  If possible, have all the outgoing and incoming officers present.  In addition, allow time for each current position holder and their successor to discuss specific roles, problems encountered, etc.

Begin by simply going over outgoing responses to the questions on pages 6 – 7.

Index










Page
Group Transition Worksheet…………………………………………………..
   10

Leadership Transition Checklist……………………………………………….
   11

Outgoing & Incoming Leadership Transition Checklist……………………..
   12

9

GROUP TRANSITION WORKSHEET

During the time that your incoming and outgoing officers are gathered together, you should take the time to also discuss each of the following topics:

GOAL SETTING



--What were the organization’s goals for this year?



--How do those goals relate to next year’s goals?



--What are some goals for the future?

SUMMER PLANS



--What type of things should be taken care of over the summer?



--Is there a summer mailing list of members?



--Where is it located?

“DREAM SHARING”



--Where do we see this organization going?



--What was done this past year to move the organization toward that “dream?”



--What can be done next year to move us closer to that “dream?”

TRANSFER OF MATERIALS



--Location of:




-Mailing Lists




-Desk Key




-Constitution




-Records




-Account Numbers

OTHERS



--Transfer of information from the outgoing officer’s worksheets  (pages 6-7).
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LEADERSHIP TRANSITION CHECKLIST












Check

1.
A copy of the constitution or by-laws which effect your position.
_____

2.
Goals and objectives from last year.




_____

3.
Status report of ongoing projects.





_____

4.
Evaluations of past projects/ programs.




_____

5.
Previous minutes or reports.





_____


6.
Student organization policies and procedures.



_____

7.
Financial books and records.





_____

8.
Mailing lists.








_____

9.
Job description or documents clarifying your role.


_____

10. Others:

_________________________________________


_____

_________________________________________


_____

_________________________________________


_____

_________________________________________


_____
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OUTGOING AND INCOMING LEADERSHIP 

TRANSITION CHECKLIST

Outgoing Leaders Need:



Incoming Leaders Need:

--permission to let go and encouragement

--structured opportunities to gather 

  to teach their successors;



  information from predecessors (Q and 







  A session, individual training, etc.);

--structured opportunities to deliver vital

  information to their successors;



--knowledge of where important 







  materials are stored;

--informal/social occasions to talk about

  what the organization has meant to them

--support for the skills they bring to the

  and the legacy they hope to leave;

 
  position, encouragement to learn more,







  and permission to learn;

--encouragement to complete their last

  official duties;





--a notebook, folder, journal to begin







  recording duties, ideas, success hints,

--a push to organize materials before


  references, etc.;

  transferring them to the new leadership;

  and






--structured opportunities to “try out” 







  their new roles (shadowing, mentoring,

--recognition, reward and appreciation.

 
  team-working, simulations, etc.);







--information about next year’s budgets 







  and organization goal statements; and







--to cultivate their skills in observing and







  sensing.



Ongoing Advisors Need:

--effective transition to avoid re-inventing the wheel in September;


--commitments and plans from old officers to train new ones;


--commitments and plans from new officers to be ready for September; 


  and


--a pat on the back.  Thank you!

“Take life as it happens, but try to make it happen the way you’d like to take it!”








-source unknown
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