
 

Handover 

It is extremely important that every society does a thorough handover to the new committee every 

year during the final term. Elections happen at the end of the second term allowing for the third term to 

hold a handover. Societies that hold a good handover tend to continue to develop as the new 

committee have a solid foundation to work on. Without a successful handover the new committee can 

be left feeling confused trying to figure out what they need to do which can often cause setbacks and 

wastes time. It’s a great opportunity to pass on the information and lessons that you have learnt 

throughout the year. 

Handovers are compulsory for your society to run the next year. You will have to complete the 

handover form but don’t worry it’s not too much work and it will pay off with the continuing 

development of your society. 

There are different ways that you can hold your handover. 

 New committee members shadowing their predecessors during the third term 

 One to One meeting between outgoing and incoming committee members 

 A handover meeting with both committee 

Your handover will need to include. 

 Explaining what your committee role does to your predecessor 

 An update on plans you may have not completed yet 

 Minutes from your meetings 

 An outline of any issues you might be having 

 Passwords for email accounts and/or website 

 Your society constitution 

 A report of the last year including aims and objectives, finance and activities. 

 Explanation of how your run regular/annual activities 

 List of useful contacts 

 Advice on how you publicise your activities/events 

 Records of any sponsorships 

 An inventory 

Things to think about 

 What specific information do you need to handover to your successor? 

 Write down important information, it can be quite overwhelming getting so much information 

thrown at you so writing down means your successor will have time to digest the information. 

 The new committee might want to go in a different direction to your committee, it may be 

difficult to not tell them that they are wrong. If they want to move in a different direction give 

them advice but leave them to it! 

 Don’t leave this to the last minute, work on it before during the 2nd term so you can deliver it 

over the Easter break or at the beginning of third term before your exams. 

 Remember that they may still have some questions after the handover so make sure you’re 

there to support them. 

 


