
Passing the Baton: 
Succession Planning for 
MIECHV Awardees

“This letter serves as notice of my resignation…”

Are you ready for what comes next? Unfortunately, most 
supervisors who receive these messages are not. But they 
can be.

Succession planning is an ongoing process used by 
organizations to develop talent pipelines, recruit and retain 
staff, and fill key positions when vacancies occur. It is designed 
to reduce program disruption and the stress inherent in 
employee turnover. Succession planning requires proactively 
identifying and planning for staffing, training, transition, and 
knowledge needs. Lack of succession planning can result in the 
need for crisis planning every time key staff leave, adversely 
impacting program performance and potentially affecting the 
retention of both new and existing staff. For programs like the 
Maternal, Infant, and Early Childhood Home Visiting (MIECHV) 
program, succession planning can contribute to continuity in 
service delivery, ongoing adherence to federal performance 
requirements, and improved staff satisfaction and productivity.

The need for succession planning has never been more 
critical. Traditionally, succession planning was a strategy used 
by private sector employers to develop and support a talent 
pipeline; however, public and nonprofit sectors are increasing 

The Maternal, Infant, and 
Early Childhood Home 
Visiting (MIECHV) Program 
supports voluntary, evidence-
based home visiting services 
for at-risk pregnant women 
and parents with young 
children up to kindergarten 
entry. Home visiting helps 
prevent child abuse and 
neglect, supports positive 
parenting, improves maternal 
and child health, and 
promotes child development 
and school readiness.

Visit the MIECHV Program website to learn more!

https://mchb.hrsa.gov/maternal-child-health-initiatives/home-visiting-overview


their uses of succession planning in response to the realities 
of a changing workforce. According to the US Bureau of Labor 
Statistics, one out of every five public sector employees 
now leave their position every year; this rate can reach 40 
percent in nonprofits. The retirement bubble, compensation 
caps, limited opportunities for promotion and advancement, 
frequent leadership changes, and shifting state budgets and 
programmatic priorities contribute to increasing turnover rates 
among public and nonprofit staff. This turnover impacts not 
only the organization, but also the families who depend on the 
program for life-changing services like home visiting.

Despite these trends, MIECHV awardees (and maybe other 
organizational leaders!) can find it challenging to implement 
succession planning. Competing program and administrative 
demands frequently limit the time, resources, and attention 
available to engage in the process. State- and territory-
administered programs like the MIECHV program also face 
unique challenges that can make succession planning difficult, 
including public sector bureaucracy and personnel system rules 
that prevent the designation of successors—a common practice 
among private employers. Frequent changes in administration 
can also result in shifting budget priorities and support, as well 
as new appointments to program leadership.

This tip sheet provides guidance and resources to support 
succession planning by MIECHV awardees. It describes steps to 
build support for succession planning within an organization, 
identifies key elements of a plan and of the planning process, 
outlines strategies for effective knowledge transfer, and offers 
resources for supporting succession planning activities. It 
draws on the experiences of MIECHV awardee staff and best 
practices, and it proposes easily implemented, quick-start 
strategies that can be adapted by MIECHV awardees regardless 
of size, organization structure, and resources.

Development of a formal succession plan requires commitment 
to an intentional, identified process, but it does not have to be 
burdensome or overwhelming (see “Five Things You Can Do Now” 
on page 3).

Five Things You Can Do Now
1. Have MIECHV awardee staff review and 

update their job descriptions.
2. Ask staff to complete a “Knowledge Han-

dover Checklist” prior to their next annual 
evaluation (see Appendix A for a sample 
template).

3. Set aside three days in the next month for 
staff to shadow colleagues in other posi-
tions.

4. Identify one strategy for increasing diversi-
ty in your future applicant pool.

5. Ask staff for ideas on how to make succes-
sion planning a regular part of program 
activities.

Succession Planning 
Defined

Many people confuse succession 
planning with onboarding and 
program sustainability. These 
terms are related, but they are 
not the same.

Succession planning is about 
recruitment and retention. It 
is (or should be!) a transparent 
and objective process for 
managing employee transitions, 
forecasting short- and long-term 
staffing needs, identifying and 
supporting staff development 
and skill building, recruiting 
and retaining a diverse 
workforce, and establishing the 
supports needed to minimize 
disruptions associated with 
employee turnover.

Onboarding is narrower in 
scope; its goal is to facilitate the 
integration of new staff into an 
organization or program.

Sustainability is broader; it 
typically focuses on maintaining 
the funding and other resources 
needed by programs and 
organizations to maintain their 
functions and services. 
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Taking the First Step
An effective succession plan offers a guiding framework for 
recruiting and retaining staff and managing staff replacement 
and transition. It should be comprehensive enough to address 
most contingencies, yet straightforward enough to be easily 
communicated, implemented, and institutionalized within the 
program and organization.

Involvement of staff at all levels of the organization in 
development and maintenance of a succession plan will 
contribute to its success. It requires organizational will and 
commitment within the lead agency and among MIECHV staff. 
It also means the benefits of this process are clearly articulated 
and communicated to both organizational leadership and key 
MIECHV employees.

•	 Organizational leadership: Aligning the goals and 
objectives of the succession plan with the awardee 
organization’s goals, mission, and values will help garner 
leadership support. For example, framing the succession 
plan as a strategy for ensuring continuity in service 
delivery, enhancing staff productivity, maintaining 
compliance with funding requirements, and facilitating 
employee recruitment and onboarding will help make 
the case for investing time and effort in the process. 
Succession planning also creates a unique opportunity 
for MIECHV project directors to share information with 
organizational leadership about program staffing roles, 
requirements, and needs.

•	 Key MIECHV staff: Involving current staff in succession 
planning is critical to both the development and 
effectiveness of the plan. MIECHV staff are in the best 
position to outline needed competencies and skills, roles 
and responsibilities, key tasks and timelines, internal 
and external contacts, and other important information 
needed to do their jobs successfully. They can also share 
their own experiences in taking on a new position and 
can identify supports that helped or were missing in the 

Five Things You Can  
Do Now

1. Have MIECHV awardee staff 
review and update their 
job descriptions.

2. Ask staff to complete a 
“Knowledge Handover 
Checklist” prior to their 
next annual evaluation 
(see Appendix A for a 
sample template).

3. Set aside three days in 
the next month for staff 
to shadow colleagues in 
other positions.

4. Identify one strategy for 
increasing diversity in your 
future applicant pool.

5. Ask staff for ideas on 
how to make succession 
planning a regular part of 
program activities.
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transition process. Finally, succession planning provides 
an opportunity for staff to share their own career goals 
that could be supported with training and mentoring—thus 
contributing to a talent pipeline within the program.

Getting It Done
Succession planning does not have to be a lengthy, complex, or 
time-consuming undertaking. As you’ll see below, this process 
can be readily incorporated into ongoing organizational activities 
such as annual staff performance evaluations, development of 
MIECHV grant applications and work plans, organization budget 
preparations, internal quality improvement projects, and similar 
efforts. Integrating succession planning into one or more of these 
activities will also ensure the plans are regularly reviewed and 
updated as needed.

Regardless of how succession planning is integrated into ongoing 
activities, the following elements should be addressed in 
this process:

Workforce Assessment

The foundation of succession planning is clearly understanding 
and documenting the roles, responsibilities, and requirements 
of current positions in the MIECHV program, as well as 
assessing how well the current staffing structure is working and 
identifying current staffing gaps and vulnerabilities (such as a 
high percentage of employees nearing retirement). Consider 
the following steps when reviewing your current staffing and 
workforce configurations:

•	 Identify key positions which are critical to the 
implementation of MIECHV and the accomplishment of 
program requirements and objectives.

•	 Define the core competencies and skills (both technical 
and interpersonal) required by each position. Review and 
align job descriptions for each position to ensure they 
reflect these competencies and skills.
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• Assess current staff to identify strengths, gaps,
and training necessary for advancement into key
MIECHV roles.

• Evaluate current staffing patterns and the distribution
of responsibilities. For example, are there tasks related
to data collection and measurement that are currently
completed by continuous quality improvement (CQI)
staff, but which data staff could handle more efficiently?

• Consider the adequacies of current staffing levels,
competencies, and potential for program changes
and/or growth. Do you have enough staff to fulfill
programmatic and reporting requirements given current
and projected program growth and changes in funding?
Do the skills and competencies of current staff align
with existing and future programmatic needs?

• Assess the equity and diversity of current staff.
Employing staff with diverse backgrounds, perspectives,
and abilities ensures that the agency charged with
implementation of the MIECHV program reflects—and is
responsive to—the families and communities served.

• Evaluate opportunities for creating a pipeline for
leadership and advancement. A clear understanding of
employee skills, interests, and capabilities can help
identify training needs and mentoring opportunities,
and can prepare current staff to step into future
vacancies.

TIP: Have staff identify the two or three most critical tasks 
they are responsible for accomplishing each year and 
document the steps for completing each task. Consider 
making this activity part of their annual evaluation.
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Workforce Development

Investing in staff development and advancement contributes 
to retention and potentially cultivates a talent pipeline for 
filling positions when other employees leave. Some strategies 
to think about in developing your current workforce include 
the following:

•	 Identify the training, skill building, and leadership 
development needs of current staff. How can you 
develop and support a succession pipeline? How can you 
encourage staff to consider advancement opportunities 
within the program when they are available? In addition 
to advancement, are there ways staff can grow and 
develop laterally to expand their skill set, find renewed 
engagement, and contribute further to the organization?

•	 Understand organization rules and personnel policies 
that impact internal promotions and advancement, and 
develop strategies that account for these constraints. 
For example, make sure staff members understand 
the process for posting position vacancies internally 
and, if needed, provide assistance in responding to 
these postings.

•	 Outline specific strategies for supporting equity and 
increasing staff diversity through internal promotion 
and advancement. Go beyond training and mentoring 
by creating equal opportunities for people with different 
backgrounds and experiences to work together and 
for leadership to connect with a diversity of staff 
who may be traditionally overlooked. Be proactive in 
implementing hiring practices and procedures that 
mitigate unconscious bias in the internal promotion 
decisions. Solicit broad and diverse input in promotion 
decisions rather than acting unilaterally.

•	 Create opportunities for cross-training staff in 
key positions. Shadowing and mentoring can be 
effective strategies for promoting knowledge sharing 
and dissemination. 6



•	 Support and encourage staff participation in interagency 
task forces, committees, and work groups. Help them 
build professional relationships and networks outside of 
the program that can be leveraged to meet career goals 
and/or identify potential candidates for program positions.

•	 Identify and support the career goals of current staff as 
part of their annual evaluations. Work with current staff 
to identify specific training and mentoring needs, and 
commit resources to address them.

TIP: Encourage and support presentations by staff at 
staff meetings, as well as at professional conferences 
and meetings. This can help build public speaking skills 
(which are important in leadership development) and 
encourage initiative.

Workforce Recruitment

Program administrators and directors can take steps to identify 
and hire the best candidates to fill staff vacancies before and 
after openings occur. Consider the following strategies to 
strengthen your recruitment efforts:

•	 Develop a relationship with organization staff 
responsible for human resources and personnel 
management before you need them. Learn about your 
organization’s hiring process, including requirements 
and the timeline for advertising a position, reviewing 
applications, and interviewing and hiring staff. Identify 
opportunities for aligning these requirements with 
specific program needs, including core competencies 
and skills included in position descriptions, interview 
questions, and scoring criteria.

•	 Apply an equity lens to current recruitment and hiring 
processes. Identify barriers and practices that limit 
diversity in the applicant pool. Are minimum qualifications 
and required experiences broadly defined to include 
both technical skills and diverse backgrounds, as well 
as lived experiences? Do the wording and tone used in 7



job descriptions or postings discourage applicants from 
systemically excluded groups, such as people with different 
abilities, racial and ethnic minorities, LGBTQ+, and veterans? 
Are interview questions and scoring criteria constructed 
in ways that solicit and value diverse experiences? Do 
members of the interview team include representation from 
different racial, ethnic, and other nondominant groups? Is 
there an intentional effort to recognize and mitigate implicit 
bias in the recruitment and hiring process?

•	 Devise both internal and external recruitment 
strategies. Encourage current program staff to consider 
opportunities for advancement or promotion; some 
employees may even be interested in lateral position 
changes if they are better aligned with their career goals 
and interests. Leverage contacts within your agency, 
as well as in sister agencies, to identify qualified staff. 
Share information on employment opportunities with 
partner organizations at the state and local levels. 
Keep an eye out for talent in local implementing 
agencies (LIAs). Circulate vacancy announcements 
widely through both formal and informal networks. 
Connect with university and college placement 
programs, including minority serving institutions (MSIs), 
historically Black colleges and universities (HBCUs), 
and tribal colleges and universities (TCUs) for help in 
identifying qualified alumni and recent graduates.

•	 Actively market open positions using nontraditional 
methods of advertising and outreach to attract a 
diverse pool of applicants. Make a concerted effort to 
use communication outlets and networks (for example, 
websites, job boards, professional associations, job 
fairs, social media, and specific LinkedIn groups) that 
focus on systemically excluded groups.

TIP: Participation in university (including HBCUs and TCUs)  
internship programs, training practicums, and service 
programs like AmeriCorps can contribute to a diverse 
talent pipeline.

8



Gap Coverage

Anticipating and planning for coverage during the time it 
can take to fill a position is critical to minimizing program 
interruptions. These strategies can also be used to address 
temporary vacancies due to parental leave, extended leaves, 
medical emergencies, and other circumstances.

•	 In the short term, develop a plan to enlist the assistance of 
other program staff. This can help to ensure critical tasks 
and deliverables are completed. Cross-training, shadowing, 
and other strategies outlined above can prepare staff for 
filling the gap during a transition period. Responsibilities 
should be limited to accomplishing priority activities during 
this period. Any plans or expectations for gap coverage 
should also take into account the existing workloads 
and responsibilities of employees. Adding additional 
responsibilities without adjusting current workloads can 
negatively impact employee satisfaction and contribute 
to additional staff turnover. To decrease the burden placed 
on any single staff member, consider dividing critical tasks 
among multiple employees during the gap period.

•	 Supplement staff with short-term assistance. Consider 
bringing on board contractors or temporary staff, 
fellows, and/or interns to supplement existing staff 
during gap periods.

It is important to recognize the difficulty in overcoming the 
challenge of covering staff positions that remain unfilled for 
long periods of time. Recent hiring freezes related to the 
COVID-19 pandemic, for example, significantly impacted the 
capacity of some MIECHV awardees and their ability to meet 
program requirements. If external organizations have the 
expertise and capacity, outsourcing program functions affected 
by the long-term vacancy can be an option for some lead 
agencies. Alternately, long-term coverage will require program 
managers and staff to employ lean thinking and focus on 
critical, required deliverables to maintain funding and service 
delivery during a lengthy gap period.
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Onboarding

Once the hiring process is completed, a comprehensive 
onboarding strategy can contribute to the development of a 
long-term relationship between the new staff member and 
the organization.

•	 The HRSA’s “Best Practices for Onboarding New MIECHV 
Employees” tool kit provides a detailed, yearlong road 
map for integrating employees into an organization, 
program, and new position. Helpful checklists and logs 
ensure all recommended steps, including requirements 
for notifying HRSA of changes in key positions, are 
completed in a systematic and timely manner.

TIP: Providing opportunities for new staff and staff 
in new positions to participate in HRSA awardee and 
regional meetings, or to participate in MIECHV-related 
organizations like the Association of State and Tribal 
Home Visiting Initiatives, can facilitate networking and 
peer-to-peer support.
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Onboarding Do’s and Don’ts
What was helpful to staff assuming a new position? What could have been done better? New MIECHV 
staff from several states offered their perspectives on factors that contribute to a smoother transition:

DO’s
•	 Schedule brief one-on-one orientation meetings between MIECHV programmatic staff and new 

staff. Virtual meetings work great!

•	 Document the contents of MIECHV deliverables and the steps to complete them.

•	 Create a list of frequently used MIECHV acronyms and definitions to share with new staff.

•	 As appropriate—and if former staff are willing—allow new employees to reach out to previous 
staff if they have questions.

•	 Assign a “buddy” who can answer specific questions about job-related tasks and how things 
work in the organization. This is particularly helpful in understanding how things function in 
state government.

•	 Maintain complete and easily accessible electronic files, including archived emails of 
former staff.

•	 Provide flexibility for new staff to make changes in forms, processes, and priorities.

•	 Develop a flowchart that visually depicts how all the pieces of MIECHV fit together.

DON’Ts
•	 Pass up opportunities to participate in extra efforts like the CQI practicum or Home Visiting 

CoIIN because you have new staff. These projects can provide hands-on learning and support, 
as well as peer networking for new employees.

•	 Delay the TARC-provided MIECHV orientation for new staff. Schedule this as soon as possible 
after the employee’s start date.

•	 Rely on one person to be the holder of all knowledge on key components of MIECHV (e.g., CQI, 
data, and contracting). Cross-train other members of the team!

•	 Skip a transition period for staff in new positions. Provide new staff with time to acclimate, 
adjust, and get oriented before piling on day-to-day work.

•	 Depend solely on word of mouth to provide new staff with information. Write down  
information that will help new staff understand their roles and responsibilities.
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Implementation, Evaluation, and 
Monitoring

Succession planning should be part of ongoing program and 
organization activities. As outlined above, these include annual 
staff performance evaluations, development of MIECHV grant 
applications and work plans, organization budget preparations, 
internal quality improvement projects, and similar efforts.

•	 Review and update components of the succession 
plan at least annually to ensure they reflect current 
position requirements.

•	 Solicit regular staff feedback on the succession 
planning framework, process, and products to ensure 
they are achieving desired outcomes. This includes 
feedback from current staff who are part of the planning 
process, as well as staff who experience the outcomes 
of succession planning when they fill an open position.

•	 Proactively refine the components of the succession 
planning process and required activities as part of 
annual updates to increase their effectiveness.

TIP: One MIECHV program used a CQI approach to test its 
succession planning after filling a key program position to 
assess how smoothly the transition went.
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Writing It Down—and Making It 
Easy to Find
All staff taking on a new position need to know where to find 
the information they need to do their job. Building capacity to 
maintain institutional knowledge within the MIECHV program 
and awardee organization supports succession planning by 
enabling new staff to easily access the information needed to 
hit the ground running and become productive, contributing 
members of the MIECHV team.

•	 Have staff in key positions create a “Knowledge 
Handover Checklist” that identifies important 
information needed to do their job effectively. This 
includes critical deliverables and deadlines, work 
processes, key contacts (both internally and externally 
with partner organizations, LIA staff, TARC, and 
HRSA), tips, and lessons learned. Consider including a 
section in this resource for listing impending tasks or 
deliverables that employees could complete prior to 
leaving a position. A suggested template is included in 
Appendix A.

•	 Develop a structure diagram or map for MIECHV 
electronic files. Consider organizing files to align with 
key MIECHV functions, like data and performance 
measurement, CQI, HRSA applications, and LIA 
contracts. Make sure the “Knowledge Handover 
Checklists” developed by key staff are included for these 
functions to preserve institutional knowledge. Engage 
staff in establishing general ground rules and creating 
and maintaining the diagram. Develop and enforce clear 
requirements for keeping program files on a shared 
drive to facilitate access to program documents and 
information. Communicate additions and changes to 
staff as they occur. Conduct an annual review of the 
filing structure and modify as needed.
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•	 Keep editable and annotated versions of all key 
documents and MIECHV deliverables. This will allow 
these documents to be cut and pasted or edited for 
future needs. Annotated documents will also aid in 
responding to questions from HRSA and other funders.

•	 Maintain an electronic “resource library” of key 
background documents, including recent MIECHV 
applications, MIECHV data plans and reports, the 
organization’s CQI plan, HRSA and LIA site visit reports, 
and MIECHV implementation policies and procedures 
used by the organization. These documents provide 
comprehensive information about the program that will 
be invaluable to orienting new staff.

TIP: When creating MIECHV budgets for submission, use 
the comments field, a column you can hide, or another 
sheet to describe how you reached the dollar figures and 
document assumptions you are making.

Final Word
The time and effort invested by MIECHV awardees in recruiting 
and retaining staff, and preparing for replacing staff in key 
positions, will ensure a smoother transition and will contribute 
to both program continuity and employee satisfaction. When 
used in combination with a focused and systematic onboarding 
process, succession planning can help awardees mitigate 
program disruptions and the stress inherent in employee 
turnover. In addition to integrating succession planning into 
their own activities, MIECHV awardees should also support 
succession planning by LIAs. Helping LIAs to consider and plan 
for current and future employee needs can reduce the impact 
of staffing changes on the delivery of home visiting services to 
families. Steps outlined in this document are easily adapted for 
home visiting providers and other implementation partners.

Succession Planning  
At-a-Glance

 • Be transparent and objective.

 • Gain buy-in from 
organizational leadership and 
key MIECHV staff.

 • Assess current and future 
workforce needs, including 
equity and diversity of staff.

 • Invest in training, 
skill building, and 
leadership development.

 • Develop internal and external 
recruitment strategies 
for attracting applicants 
with diverse backgrounds 
and experiences.

 • Explore options for covering 
short-term vacancies, 
including extended 
employee leave.

 • Utilize available resources 
and technical assistance 
to support onboarding 
new staff.

 • Make succession planning an 
ongoing process—review and 
update plans annually.

 • Build capacity for maintaining 
institutional knowledge.

 • Model best practices—
encourage and support 
succession planning by 
your LIAs.
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Resources
HRSA-MIECHV

Best Practices for Onboarding New MIECHV Employees: A Tool Kit
As described above, this tool kit provides a yearlong guide for integrating new staff into your organization 
and the MIECHV program.

MIECHV Awardee Learning Library (MALL)
An online platform that enables MIECHV awardees, technical assistance providers, and federal staff to 
upload and share documents, reports, deliverables, and other resources. The MALL is only available to 
MIECHV awardees.

MIECHV Program Technical Assistance
This HRSA MCHB site includes links to background information and resources about the MIECHV program, 
as well as technical assistance available to awardees.

MIECHV Technical Assistance Resource Center (TARC)
The TARC provides individualized technical assistance and support to build the capacity of fifty-six state 
and territory MIECHV awardees to effectively provide home visiting services. The center also offers 
webinars, communities of practice, tip sheets, briefs, and videos on topics like succession planning and 
other challenges identified by MIECHV awardees. Individualized technical assistance through the TARC is 
only available to MIECHV awardees.

Succession Planning

How to Build a Strong Succession Plan for Your Workforce
This blog post from GovLoop outlines the rationale and offers suggestions for succession planning by 
public agencies.

How to Implement Succession Planning
This online course from the Social Security Administration examines the succession planning process and 
explains what it is, why organizations should engage in it, and how to implement it.

Succession Planning: A Step-by-Step Guide
Developed by the National Institutes of Health, Office of Human Resources, this guide includes a 
“workforce snapshot” with data points that can be used in workforce discussions and strategic planning, 
and to reinforce the importance of succession planning.
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Succession Planning for Nonprofits: Managing Leadership Transitions
Valuable recommendations and resource links are offered by the National Council of Nonprofits with a 
particular focus on executive leadership.

Succession Planning in the Public Sector? Not Impossible!
This blog post from Cornerstone offers five strategies for expanding succession planning in the public 
sector, including a recommendation to “radically embrace” millennials.

Succession Planning Tool Kit
Developed by the University of Washington, this tool kit includes a series of fillable worksheets that can 
be used to inform your succession planning process. Includes a focus on equity. The “Career Development 
Cheat Sheet” is a particularly useful tool in helping managers work with staff to set goals for future 
development and advancement.

Why Governments Need to Ramp Up Succession Planning
In this web article, the publishers of Governing present the case for succession planning in 
public agencies.

Diversity and Inclusion

Best Practices for Inclusive Hiring
Ten evidence-based practices for attracting, interviewing, and hiring diverse staff are outlined in this 
resource developed by the Office of Diversity and Inclusion at the University of Maryland.

Can We Reduce Bias in the Recruiting Process and Broaden Pools of Candidates by Using Different 
Words in Jobs Descriptions?
Cornell University researchers Danielle Collier and Charlotte Zhang present recommendations for 
addressing racial and gender bias in job descriptions in this monograph.

Conducting Unbiased Interviews
Iris Bohnet—Harvard University professor and codirector of the Women and Public Policy program at 
Harvard Kennedy School—provides tips for overcoming implicit and explicit bias in interviewing in this 
four-minute YouTube video.

Inclusive Recruitment Tool Kit
Developed by the Duke University School of Medicine, this tool kit provides guidance, resources, and best 
practices to recruit new learners, faculty, and staff in academic medicine, with a focus on building and 
maintaining excellence through diversity and inclusion.
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Promoting Diversity in Promotions
Consultant Rommel Anacan provides concrete steps for increasing the diversity of an organization by 
supporting and promoting internal candidates.

Knowledge Transfer

Effective Home Visits
This collection of self-paced modules from the Institute for the Advancement of Family Support 
Professionals provides excellent foundational content for new hires—as well as just-in-time refreshers for 
current staff.

Top Five Tips for a Successful Knowledge Transfer in Times of Chaos, Crisis, or Rapid Change
Enterprise Knowledge consultant Megan Salerno outlines strategies for building and sustaining a culture 
of knowledge sharing within an organization.

This document was prepared for the U.S. Department of Health and Human Services (HHS), Health 
Resources and Services Administration (HRSA), by Education Development Center (EDC), under HRSA 
contract number 75R60219D00040. 17
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Appendix A. MIECHV Knowledge Handover Checklist
Position: ________________________________________________________    Date: _____________________________

Prepared by: ____________________________________________________________

Note: This checklist should be reviewed and updated at least annually.

Section 1. Key Responsibilities

Describe the two or three most critical tasks and deliverables for your position.

Task 1:

Deliverable Frequency/Deadline(s) Information Needed to Complete This Deliverable

Source of Information

File Location(s)

Link to Previous Deliverable(s)

What Is the Process for Collecting the Necessary Information?

Key Contacts (Internal and External)
Name Email Agency/Organization

Tips and Comments
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Task 2:

Deliverable Frequency/Deadline(s) Information Needed to Complete This Deliverable

Source of Information

File Location(s)

Link to Previous Deliverable(s)

What Is the Process for Collecting the Necessary Information?

Key Contacts (Internal and External)
Name Email Agency/Organization

Tips and Comments
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Task 3:

Deliverable Frequency/Deadline(s) Information Needed to Complete This Deliverable

Source of Information

File Location(s)

Link to Previous Deliverable(s)

What Is the Process for Collecting the Necessary Information?

Key Contacts (Internal and External)
Name Email Agency/Organization

Tips and Comments

Section 2: Resources and Support

TARC contact: _______________________________________________

Email: _______________________________________________________

Other Sources of Support:

Contact: _____________________________________________________

Email: _______________________________________________________

Contact:_____________________________________________________

Email:________________________________________________________
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Section 3: Before You Leave…

Please complete this section prior to accepting another position or leaving the organization (i.e., 
provide this with your letter of resignation).

The following activities must be completed within the next ninety days:

	� Activity 1

	� Activity 2

	� Activity 3

	� More. . .

Thank you!
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