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Volunteer Role Transition Document

This document is to be completed by the outgoing volunteer to support a smooth handover. It captures details of ongoing work, achievements, key contacts, and reflections on the role. It is intended to give the incoming postholder practical information and insights to help them settle quickly and continue key priorities.

1. Postholder details

	Name
	Role title
	Dates in post
	Brief description of role remit and responsibilities

	
	
	
	



2. Achievements in role

Please list all significant projects, initiatives, or activities delivered during your time in post.

	Project/ Activity
	Description
	Your role in project
	Outcome/impact
	Key contacts
	Relevant documents/links
	Dates

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



3. Current work streams

Please list all ongoing projects or pieces of work, including deadlines, progress to date, and next steps.

	Project or activity
	Description
	Current status
	Next actions
	Key contacts
	Relevant documents/links

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






4. Key contacts

Please provide details of important people and organisations the role interacts with regularly.

	Name
	Organisation
	Role
	Relationship to post
	Contact details
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



5. Calendar and regular commitments

Please list all recurring meetings, reporting deadlines, events, and key annual tasks associated with the role.

	Commitment
	Frequency
	Usual timing
	Purpose
	Attendees

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



6. Systems, files, and resources

Please list the platforms, shared drives, and tools used in the role, including where key documents are stored and how to access them.

	System or resource
	Purpose
	Access details (if appropriate)
	Notes

	
	
	
	

	
	
	
	

	
	
	
	





7. Reflections on the role

Please provide honest reflections that may help the next person succeed.

· What parts of the role worked well and why?
· What challenges or pitfalls should they be aware of?
· What advice would you give to someone taking this on?
· What would you do differently if starting again?



8. Things you want the FFLM to know

This section is for any broader observations, insights, or suggestions that may be useful to the organisation as a whole.

· Are there organisational strengths or weaknesses that you think are important to highlight?
· Are there opportunities or risks you think should be prioritised?
· Are there any areas where we could better support this role or similar roles?



9. Key priorities for the first three months

Please list the areas of focus you would recommend for the incoming postholder’s initial period in the role.





10. Additional notes

Please include any other information, background, or insights that may be useful.




Signed:
Submitted to: 
Date submitted:
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