Succession Planning

Handover Procedures

Have a transparent, brief and consistent procedure for when a volunteer departs their role. This will assist the club enormously with forward planning, and again ensure a smooth transition from one volunteer to the next.

There are two documents a club could consider to assist this:

A Volunteer Exit Checklist

This document can be completed by the Volunteer coordinator or a committee member. It includes such information as whether keys, folders, equipment etc has been collected, whether the handover report has been completed, if there are any outstanding financial issues, whether the exiting position holder has been officially thanked for their contribution, etc.

A Volunteer Handover Report

The volunteer will complete this before departing the role or club. It requests such information as who their key contacts and support people are, any outstanding issues to follow up, any major changes to the role description or to the procedures of the role, any feedback or recommendations they may have either to the successor or more broadly to the club.
Add to Action Plan

Develop an Exit Checklist for outgoing volunteers
Develop a Handover Report for outgoing volunteers
Volunteer Exit Checklist

To be completed by Volunteer Coordinator or committee member as a volunteer exits a role.

	Volunteer Exit Checklist

	Name
	e.g. Fred Smith
	Duration of Tenure
	2 years

	Position
	Senior Coach
	End of Tenure Date
	30 Aug 2013

	

	Item
	Details
	Returned to Who
	Date Completed

	Completed Handover Report
	
	Joe Bloggs
	25 Aug 2013

	Returned the Position Folder
	Stored in clubrooms
	President
	25 August 2013

	Exit Interview Conducted
	No
	
	

	Return Club Keys
	YES- both keys
	Joe Bloggs
	29th August 2013

	Remove Signatory for Club Account
	N/A 
	
	

	Outstanding Money Paid to the Club
	N/A
	
	

	Returned Equipment
	Yes – equipment bag plus 8 balls, 2 sets bibs, 40 cones, 1 timer, 1 pump
	Sue Jones
	31st  August 2013

	Missing Equipment
	1 whistle, 2 balls
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Checklist completed by club representative:
	Exiting volunteer:

	Name
	
	Name
	

	Position
	
	Position
	

	Date
	
	Date
	

	Signature
	
	Signature
	


Volunteer Handover Report

This report is to be completed by each volunteer as they leave their role.

	Volunteer Handover Report (Example)

	Name
	e.g. Fred Smith
	Duration of Tenure
	2 years

	Position
	Senior Coach
	End of Tenure Date
	30 Aug 2011

	
	
	
	

	Overview of Club Business
	Training twice a week (Tues & Thurs). 18 players – check player details in coaches manual

	Key Contacts for this role
	Team Manager, name, ph XXXXX email: XXXXX

Assistant coach, name, ph XXXXX email: XXXXX



	Outstanding Issues / Follow up
	Follow up outstanding player shirts from 2 players, X and Y.

Selection strategy in folder, need to follow.

	Any changes to the role description
	Include ‘Play by the Rules’ training required



	Any changes to procedures 
	Equipment now kept in eastern shed.

Parents have roster for goals up and down (see folder)

	
	

	
	

	Are you willing to be contacted if the club needs to seek clarification
	YES /NO

Best contact:
	

	Recommendations/advice for successor
	Tues and Thurs are the best night for trainings. Tuesday focus on fitness, Thursday – strategies. Good support from assistant coach.

	Recognised club strengths
	

	Recommendations / advice for club
	

	Other notes/comments
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