
 

LEADERSHIP TRANSITION 
 

 

“How can I reserve a room in the 

Surbeck Student Center?”  “How do I 

pay for postage?”  “What do you mean 

Dining Services needs a two week 

notice for catering services?”  These 

are common questions from new 

leaders of organizations who have had 

neither an effective nor sufficient 

leadership transition.  Making the transition from the old (outgoing) to the new 

(incoming) leadership is the responsibility of both the outgoing and the incoming 

selected/elected leadership.  The passage of knowledge, experience, accomplishments 

and goals for student organizations will help current officers gain a sense of completion 

and bring closure to their terms.  At the same time, the transition gives the new officers 

valuable information, advice and confidence for the future. 
 

Leadership transition should be customized to fit your organization.  There are some key 

aspects of a transition that should not be forgotten.  First, it is a good idea to have the first 

meeting with the new leadership be a joint meeting with the outgoing leadership.  This 

allows the members – incoming and outgoing – to interact and share information about 

the organization or committee, plus gain insight into who one’s predecessors are.  This is 

also a good time to share contact information to help facilitate a smooth transition. 
 

It is often helpful to break up the leadership transition process as to not overwhelm the 

incoming leadership.   
 

OTHER SUGGESTIONS 
 

 Ask someone in the Student Activities and Leadership Center or someone else not involved 

with the organization or committee to help facilitate the leadership transition.  An outside 

perspective is often helpful in catching things taken for granted by the outgoing and 

incoming leadership. 

 Schedule an appointment with the Director of Student Activities and Leadership Center to 

familiarize the incoming leadership with existing and new policies concerning student 

organizations. 

 Hold a retreat at which new and outgoing leadership can help plan for the upcoming year and 

better facilitate the leadership transition.  Speak to Student Activities for help with planning 

and facilitation of the retreat. 

 

 

 

 

 

“Community is like a ship: Everyone 

ought to be prepared to take the 
helm.” 

-Henrik Ibsen  



 

MEETING ONE 
 

 Review purpose/objectives of the position, organization and/or committee. 

 Review past programs and services. 

 Evaluate the position and the committee or organization including its responsibilities and 

expectations. 

 Share problems, helpful ideas and recommendations. 

 Show new leader reading materials and appropriate files for review before the next meeting. 

o Job descriptions and 

responsibilities 

o Status reports on continuing 

projects 

o Evaluations of past projects 

o Meeting minutes/agendas 

o Calendaring and plans for 

planning 

o Members list 

o Resource and contact list 

o Financial books and records 

o Historical records (scrapbook)

 

MEETING TWO 
 

 Review the organizational manual, which should include: 

o Organizational Structure 

(bylaws, constitution, etc.) 

o Resources 

o Nuts and Bolts 

o Policies and Procedures 

o Committee Development 

 Review the resources most often used by that position/committee. 

 Be sure to keep the meeting an information-sharing session and not a “how to” meeting; the 

membership elected the incoming leader for a reason and she or he should be allowed to decide how 

to carry out the position in the organization or committee. 

 

MEETING THREE 
 

 Introduce the incoming leader to people important to the carrying out of the tasks of the position. 

 Meet with the advisor together. 


