[image: ]

[bookmark: _njsvcmmdo0uv]Club Succession Tips & Suggestions
Creating a succession plan for a school club ensures that your school’s club remains active and successful when leadership changes. Once you have a succession plan in place and officers assigned for the new school year, have them fill out the www.justserve.org/clubregistration. Here are some best practices for developing a strong succession plan for the next school year:
1. Start Early
· Plan Ahead: Now is the time! Begin the succession planning process early, ideally have a plan before the end of March. This allows enough time to identify your future club officers and leaders and start having them shadow the current roles to ensure a smooth handoff. With GYSD coming up, have them actively involved. 
· Transition Timeline: Establish a timeline for the transition process that includes key dates for training, meetings, and handovers. Ensure they have the 25-26 school year dates for when reactivation paperwork is due, and the contact information to your school club advisors. 
2. Identify Potential Leaders
· Involve Current Leaders: Encourage your current club officers and leaders to identify potential successors among the members. This could be based on involvement, leadership qualities, and the ability to collaborate. Involve your faculty advisor and mentor as well.  Have a back-up plan in place that if something happens during summer break to your successor, someone else is in line, just in case (for example, your VP would step up if the new president was no longer available). Make sure each new (or returning club officer) understands the role of their leadership position, and the specific responsibilities, expectations, and any skills or qualities required for each role. 
· Encourage Participation: Promote opportunities for underclassmen to get involved, so they have time to learn the ropes and build relationships with current leaders.
3. Handing Off Club Resources
Properly transferring club resources—such as contact lists, social media logins, and communication tools—is essential to ensure the new leaders can continue operations smoothly and maintain the club’s visibility and organization. Here’s how to manage the handoff of these resources effectively:
· Create a Doc to Transfer Information and Resources: Make a list of all resources that need to be transferred, including but not limited to:
· Contact Lists: Email lists, phone numbers, and any relevant contact information for members, organizations you've worked with, sponsors, or advisors. 
· Social Media Accounts: Usernames, passwords, and any authentication methods for platforms like Instagram.
· Communication Platforms: Any tools used for club communication, such as Remind, GroupMe, email accounts, Google Drive, etc.
· File Storage: Access to shared drives, documents, spreadsheets, or folders where club materials (meeting agendas, event planning documents, historical records, etc.) are stored.

· Financial Resources: if the club has any remaining funds, please follow your school guidelines to ensure the club has access for the next school year. Ensure that all treasury statements for end of the year information is turned into your school (if applicable). 
· Meeting Minutes, Club History, Past Events, & Reports:: Have your secretary or club president provide details of past events, including any event information, attendance, etc. This may be needed for reapplying for the new school year.  Make sure to hand off notes on how past events were organized and any lessons learned.
· Contact with Advisors: Ensure that the incoming leadership is aware of how to reach the club’s advisors, faculty sponsors, or key partners. Make sure your advisor knows the succession plan for the new school year. 
4. Train Successors & Foster Collaboration
· Mentorship & Leadership Training: Set up mentorship opportunities where current leaders mentor potential successors. This includes shadowing, attending meetings together, and giving feedback on how to improve leadership skills.
· Encourage Teamwork: Leadership is not just about individual roles, but how leaders work together as a team. Encourage collaboration between club officers and ensure the team works cohesively throughout the transition.
· Inclusive Decision-Making: Involve future leaders in decision-making processes even before the transition. Let them voice ideas, lead parts of meetings, and take responsibility for club activities.
5. Create an Overlap Period
· Shadowing Period: Set a period of overlap where the outgoing leader works closely with the incoming leader. This should happen a month or two months before the end of the school year, and before the full transition happens. The outgoing leader should step back gradually while the incoming leader takes on more responsibility.
· Knowledge Transfer: Make sure to discuss any important ongoing projects, contacts, and upcoming events during this overlap period.
6. Celebrate the Transition
· Recognition: Acknowledge and celebrate the efforts of the outgoing leadership team. This can motivate incoming leaders to take on the responsibility with enthusiasm.
· Welcome New Leaders: Have an official welcome event for new leaders, where they can present themselves, meet members, and share their vision for the upcoming year.
7. Backup Plan
· Succession Backup: In case a leader decides to step down unexpectedly, have a backup plan in place. Identify additional members who can step in quickly to prevent disruptions.
By incorporating these best practices, your school club can ensure a smooth leadership transition and a strong foundation for the upcoming year.
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