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INTRODUCTION
Congratulations on completing your year as a Society Committee Member! Your role runs until 31st May, at which point, the incoming committee will take over. 

We know handing over a society can be tricky, but we’ve put together this handover document for you to complete and share with your new committee. You will have spent the year gaining valuable experience while running your society and it’ll really help the new committee and future members for you to pass your knowledge on. This will give the society the best possible start! 

We also have our toolkit to help new and old committee members alike! Please send a copy of this document back to us at union.societies@hw.ac.uk (by May 2026) and share it with your incoming committee. 

A good handover
What makes a good hand over:
· Describing the journey of the year 
· Highlights of the year 
· Sharing the skills you have gained, and lessons learnt
· Continue long term planning 
· Making sure your achievements are carried on into the future
· Preparing the new committee for their roles 
· Ensuring new committee has all the relevant information they need i.e. passwords etc 
· Providing the new committee with relevant knowledge, skills and contacts. 

quick-start CHECKLIST for outgoing committee
Complete a written handover following this document 
Arrange a handover meeting between old and new committee members 
Invite new committee members to shadow old committee members during transition period 
Hand in reaffiliation form 
Update bank signatories and financial access – this can take a while so start this sooner rather than later!  
Change access/moderators on social media accounts/email 
Handover any relevant documents and information. 
Handover committee meeting minutes 
USEFUL TIPS
· Don't leave the handover to the last minute or you’ll forget important info! 
· Share key files in a shared drive and grant access to the incoming committee. 
· Ask the Student Engagement Team for help if you need it – it's best to email us on union.societies@hw.ac.uk
· Acknowledge that new committee members may do things differently – we're all individuals which is great! 
· Once the handover is complete, let the new committee find their way, they can always reach out if they need help. 

Suggest Handover Time
March/April 2026: Process begins - Handover meeting and shadowing, transfer accounts and files 
By 31st May 2026: Complete this document and send to new committee, union.societies@hw.ac.uk (even if the society isn’t continuing)
May/June 2026: Final queries from incoming committee 
By 1st June 2026: Confirm Welcome Week plans
1st August onward: Incoming committee takes admin rights and updates society page. 

Society Snapshot 
Provide a short overview of your society and its journey so far: mission, core activities, typical membership and key achievements.



Give us the rundown of events you did. Whether it was a regular session, give it a go event, campaign, one off big event or smaller event? Did you take part in any Union activities e.g. sustainability week, wellbeing week, WinterFest, SHAG week? Note venues used, costs involved, planning and organising and anything useful. 
 


Any outstanding tasks the incoming committee should be aware of? 



Role Guides 
President and Vice president handover
If you have both a President and Vice President, both fill out the information separately. 
How would you describe the role of a President/Vice President?  



What were your goals this year and how did you achieve them? Note any challenges and how you overcame them. 


	What are your tasks?

	Weekly
	

	Monthly
	

	Each Semester
	

	Annually 
	



Treasurer Handover
How would you describe the role of a Treasurer?   



	What are your tasks?

	Weekly
	

	Monthly
	

	Each Semester
	

	Annually 
	



Other Committee Roles (add as applicable)
Role title: 
Describe your role and responsibilities:


Key Achievements:


Tasks: (weekly, monthly, each semester, annually) 








Finance summary 
· Attach latest statement or summary or your accounts. 
· Note any bid/funding outcomes and remaining funds e.g. from the annual fund, student led event fund and/or society development fund. 
· Current balance (£) on this date 
· Regular income 
· Regular costs 
· Sponsorship or Grants 
· Outstanding payments?
· Savings earmarked 
· Who do you bank with – have you passed the bank details onto the relevant committee members, and have you started changing over signatories? 

Inventory
List items your society owns or regularly uses. Include storage location and who holds access 
	Item
	Quantity
	Location 
	Access holder
	Notes

	Example – Medieval swords
	10
	Society Cupboard
	Society Leaders
	Kept in soc cupboard, get key from welcome desk

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Accounts & access log
Document how to transfer access without sharing passwords in plain text. Use roles-based access where possible 
	Platform
	URL
	Primary admin(s)
	Login method
	Transfer Steps
	Notes

	Email 
	
	
	
	
	

	Social Media 
	
	
	
	
	

	Shared Drive
	
	
	
	
	

	
	
	
	
	
	



Marketing and Communications (what works)
· Best channels to communicate with your members and best channels to market your events/society (e.g. Instagram stories for events, WhatsApp Discord for members)
· Image/logo assets and brand folder location 
· Did you do activities in Welcome week? How did it go? Any tips? 
· What did your society do to welcome new students in January? How did it go? Any tips? 

Useful Contacts
	Name
	Role/Organistion 
	Email
	Reason to contact 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Risk Assessments
· Add any risk assessments you have previously done to give new committee a good starting point. 
FinaL tips from outgoing committee
Share your best single tip and one thing you wish you had known at the start of your leadership. Use this space for any other comments that will help the incoming team. 



New Committee – First Steps
· Read this handover, clarify everything in the first month with the old committee. 
· Gain admin access to emails, social media, and society webpage. 
· Get your bank account sorted – whether that’s changing signatories or setting up a new bank account – this can take months. 
· Confirm your society calendar – regular sessions and your flagship events
· Read the society handbook for helpful information, links and tips. 
· Book in and attend your mandatory training session. 
· Book a meeting with the Student Engagement team if you get stuck!

Handover Meeting – Agenda Template (60-90 mins)
· Welcome and introductions, society mission 
· Year in review – highlights and what to improve 
· Role walk-throughs (President, Treasurer and others) 
· Events and budget overview, upcoming commitments 
· Accounts and access transfer 
· Key contacts 
· Q & A, next steps 

Questions? 
Email union.societies@hw.ac.uk 
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