Society Handover Planning Template
This document should be used as a starting point template for your committee to work on throughout the academic year to compile the information that you may want to use at handover. Expand, change, and adapt each section to fit the needs of your society. If you want more information on the sections that we have provided for this planning exercise, consult the Society Handover Considerations document on the Committee Portal. Ensure you consider how you want your handover to look in advance and use the information you have collected in this template to make the handover your own!
Remember to store a copy of this document in your Google folder so you don’t lose your work!
	Society Name:
	

	Academic Year:
	



	Who will do what?

	Role:
	Your Committee:
	Who will collect what information/create what resource for the handover over the course of this year?

	President
	
	

	Secretary
	
	

	Treasurer
	
	

	Equality and Diversity Officer
	
	

	Health and Safety Officer (High Risk Societies)
	
	



1. Committee Roles and Responsibilities: 
a. President - 
b. Secretary - 
c. Treasurer - 
d. Equality and Diversity Officer – 
e. Health and Safety Officer (High Risk Societies) -


2. Key contacts within the Students’ Union, University as well as externals: 
a. SU
b. University (include the Academic Lead if you have one)
c. External


3. Event Calendar for Academic Year [insert year here]
· 
· 
· 
4. Key dates for the next Academic Year
· 
· 
· 


5. Event reflection

	Event
	What went well?
	What could be improved?
	Additional notes

	Give it a Go
	
	
	

	
	
	
	




6. Social media login information
Society Email:
· Username:
· Password:

Facebook:
· Username:
· Password:

Instagram:
· Username:
· Password:

Youtube:
· Username:
· Password:


7. Top Tips and Hints
· 
· 
· 
· 

8. Working with other Societies
· 
· 
· 
· 

9. Fundraising
· 
· 
· 
· 

10.  Record of Achievement
· 
· 
· 
· 


The Handover
Use this space to make notes on how you want to present your handover. Will it be a written document? Video? Presentation? Group session? 1-1?


