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Getting Started
Start thinking about your knowledge transfer as early as possible and get dates for activities/events in diaries with colleagues early on.

1. Identify what you think are the key knowledge areas you are taking with you when you leave.

2. Ask team/colleagues what they think they would like to know from you before you go – it may be different!

3. Agree with line manager the priorities to focus on.

4. Agree with line manager reasonable actions for each priority.  These activities may include a combination from the toolbox below.

5. If possible, identify a key colleague to help and to facilitate your knowledge transfer activities.

6. Create your ‘legacy’.  Capture output from the activities and store in a central area accessible to all the team.

A toolbox of knowledge transfer activities:
(Select as appropriate don’t try and do them all!)

	What do others need to know about my job? – create a table of the key priorities relating to your job and identify who needs to know this information and how you are going to give it to them.

	
[image: image2.emf]YOUR NAME  Knowledge prioritisation plan without scoring.doc




	

	Create a physical handover folder which you can put a copy of all key documents (with file path added in the footer) and a printed copy of any of the documents you created from the list below. 



	Emails 75% of organisational knowledge is transferred via email and is lost when your email account is deleted when you leave.  Go through your mailbox thoroughly and collate the ones you know will be useful to colleagues, save as actual document.



	My Key Contacts – draft a key contacts list, who you use to get your job done, internally, externally.  Annotate with useful background/context.
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	Calendar of my job – create table of activities/events that take place during a standard year and note what must happen when and who is involved etc.  
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	Electronic documents/files transfer to your team’s shared drive.  Prune and organise.  You could also leave colleagues a guide to your unique file structure.  The guide could be added to your prioritisation plan (above)



	‘Work in hand’ – draft a brief position statement for each on going/unfinished area of work. 

The position statement could be added to your prioritisation plan (above).



	Useful resources – draft a’ list (not too long) of the resources you use to get your job done (favourite databases, websites, books etc.)
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	Handover guides – write up ‘How to’, ‘Best practice’ and procedure guides.



	My FAQs – write up the Top 5 questions you are always/repeatedly asked by colleagues.  



	Elicitation interview – 1:1 with line manager or other appropriate colleague on specific area of knowledge to draw out tacit knowledge (what’s in your head).

You may find the questions in the facilitation tool helpful.
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	‘Audience with…’ – this is a Q&A session with your immediate (and sometimes wider) team, and can be linked to a last team meeting.  Colleagues get to ask you anything they want to know.  Prepare the team in advance to think of questions.  Works best if made an informal social event – i.e. over tea & cakes.



	Knowledge Exchange – quick and dirty transfer of essential knowledge.  You and the team, in a room, for an hour.  Team draft ‘top 10 things we want to know about X’.  You simultaneously draft ‘Top 10 things you need to know about X’.  Bring lists together, work through and answer questions there and then.  Ensures the crucial knowledge is exchanged in a short space of time, no lengthy documenting.  Team members are responsible for capturing their own notes. 



	Masterclass – in-depth training for a group of people in a specific area of knowledge.  Prepare an annotated PowerPoint presentation to leave for colleagues reference after the event.



	Coaching/Baton passing – arrange 1:1 sessions with key colleague.
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		Name

		

		Role

		



		Leaving 


Date

		

		Date 


Completed

		





Please rename this document “your name… contacts list.doc” & save it in a shared drive available to the team you work with.  To make it easier for people to find your list create a folder called Leavers KRT on the shared drive …..


		Who?


Contact name

		Where?


Address/tel/email

		What?


What are this persons areas of expertise?

		How?


How to approach them and get the best out of them

		Why?


Why do you value this contact? Is the knowledge going one-way or two ways?
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		Name

		

		Role

		



		Leaving 


Date

		

		

		



		KRT Facilitator

		

		Session Date

		





		General Information






		What do you consider to be the most valuable and or unique knowledge that you hold in your current role?



		Prompts: 


Do you have any specialisms? 


Do you hold any valuable knowledge that you would consider hard to replace? 


Do you hold any knowledge or skills that no one else in your organisation has?

		



		What aspects have made the largest contribution to you learning what you know?



		Prompts: 


On-the-job training and work assignments, previous jobs, educational background, mentors, other people.




		



		People and People Skills






		Who are the people you interact with most frequently?



		Prompts: 

Is there anybody for whom you are the main or only point of contact in your team?


Have you thought about internally and externally?   


  

		



		Who do you consider are your key contacts, both inside and outside the organisation?



		Prompts:

Do others on your team know about these? 

Do you have any useful 'shortcut' contacts who can help you get things done? 

Do you have a relationship with specific vendors and contractors? 

Is there anyone you can go to for expert advice, decisions or permissions?

Was anyone particularly helpful or difficult?

		



		Key Operational Information






		What are the key factors contributing to the successful carrying out of your job?  


Is there any key documentation that you find particularly useful to your role?



		Prompts: 


Are these readily available to others? 


Is there anything you feel was missing and would have made your life easier if you had access to? 


Think about procedures, manuals, software, reference materials, websites, e-newsletters and subscriptions.

		



		Are there any immediate issues specific to your role that in your view need to be urgently resolved? 



		Prompts: 


Think about any decisions, threats and opportunities.

		



		Are there any dormant issues specific to your role that in your view need to be resolved in the longer term?



		Prompts: 


Think about any decisions, threats and opportunities.

		



		Lessons Learnt and Pattern Recognition






		In your position, what is generally likely to go wrong, and how do you usually respond to or resolve problems?



		Prompts: 


Do you have any specific skills you use for troubleshooting or   diagnosing shortcuts – rapid ways of finding the cause for a fault?

		



		How have you identified and managed potential risks or problems in the past?



		Prompts: 


Do you have special knowledge for spotting deteriorating performance or imminent problems and failure?

		



		What mistakes do you think have been made in the past that you think could be avoided in the future?   



		

		



		Are there any unexploited ideas or potential improvements and or innovations that you want to mention? This could apply to the organisation itself, or the whole sector.   



		

		



		Are there other roles that you perform – officially or unofficially – in the organisation? Also mention anything else generally of which you think we should be aware?
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		Leaving 
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Completed

		





List below the resources you use to get your job done e.g. databases, websites, books etc…


Please rename this document “your name… Useful Resources.doc” and save it in a shared drive available to the team you work with.  To make it easier for people to find create a folder called Leavers KRT in the shared drive …..


		What?


Name of the resource

		Where?


Is this resource located

		How?


Do you access the resource

		Why?

Do you value this resource


What do you use it for
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_1445414345.xls
Calendar of Events

		created by  Potenza Atiogbe

				Calendar of Events for  ADD YOUR NAME HERE

				Name:

				Role:

				Department:

				Month(s)		Event		Frequency		Notes		Embedded latest document(s)		Staff involvement		Document sent by/to

																				Bi-annual

																				Bi-monthly

																				Daily

																				Monthly

																				Quarterly

																				Various



&Lcreated by Potenza Atiogbe
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On the table on page two please identify the knowledge that you think may be at risk when you leave and how this knowledge could be transferred.


Don’t worry if you get stuck, the table can be completed during the facilitated session.  Add more rows if you need to.

Please rename this document “your name… knowledge prioritisation plan.doc” and save it in the Leavers KRT sub folder on the ………… Folder on the departmental shared drive .


Here are some prompts to help you to identify knowledge at risks:


1. What do you think is the most important knowledge in your current role, which is not commonly known by team members?


2. Which activities require specific skills that other, less experienced individuals may not have?


3. Are there specific, software, tools, techniques you frequently use that others may not be familiar with?


4. Are there pressing issues (decisions, threats, opportunities, events) specific to your role, which need to be resolved urgently?


5. Are there any dormant issues that need to be dealt with in the long term?


6.Are there any specific people skills you bring to bear which help you get the job done/resolve problems?


7. Who are your key contacts (internal or external) for expert advice, decisions, permissions?  Are these known to other members within the Team?


8. What is most likely to go wrong and how do you usually respond?


9. What is the key documentation in your role?  Is this readily available to the Team through the S drive or intranet?


10. Are there any unexploited ideas or potential improvements/innovations you want to mention?


11. Is there anything else in relation to this role that we haven’t covered and we should be aware? E.g. lessons learned, particular challenges

		Name

		

		Role

		



		Leaving 


Date

		

		Date 


Completed

		



		KRT Facilitator

		

		Session Date

		





		Knowledge area at risk

		Transfer actions
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