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knowledge transfer plan
Directions:

Knowledge Transfer (KT) Plans should be developed for knowledge and skills identified as the most critical.  Plans may include both (1) methods to retain the critical knowledge and skills, and (2) actions necessary to mitigate the negative impact of losing the knowledge and skills.

Options

There are a variety of methods to address impending loss of critical knowledge and skills.  These include:  

	Education & Coaching
· Classroom and Simulator Training

· Video-based, and alternative delivery

· Directed Self-Study

· On the Job Training 

· Targeted Work Assignments

· Coaching, Shadowing and Mentoring
· Apprenticeship Programs 

Staffing 
· New hire or transfer

· Current employee to assume responsibilities


	Documentation and Codification
· New or Revised Procedures 

· Checklists, Inventories, etc.

· Performance Support Systems

· Shared Folders, Intranet, Job Aids

· Videotaped Instructions & Demonstrations

· Photographic Record

· Concept Maps


	Alternative or Shared Resources
· Agency/site/department expert

· Rotational or “Visiting” Staff

· Cross-training, Collateral Duties

· Contractors, part-timers, retirees

Process Re-engineering
· Process Improvement

· Update Equipment

· “Smart” tools and technology

· Eliminate task, product or service




Coordination:

Some actions included on KT Plans need to be coordinated with other groups in order to be completed.  In other instances, a potential knowledge loss issue at one site or within one group may suggest a more widespread threat.  To complete the KT Plan or to address broader issues, coordination should occur with groups responsible for:

(
Site Training
(
Recruitment
(
Strategic Planning

(
Other Sites
(
Retention Management
(
Career Development 


(
Key Leadership and
(
Employee Technical Training 


Succession Planning

and Organizational Effectiveness

As needed, senior management addresses coordination or implementation issues that cross major sites or divisions.

Example

	At-Risk

Knowledge or Skill


	Actions 
Steps which will be taken to retain this critical knowledge or skill and/or minimize the impact of its loss.
	Assigned To:
	Target Date(s) for Completion
	Status and Issues

	Mary is designer of – and expert on --- client database (in Microsoft Access)
	· Develop up-to-date documentation of database.

· Complete MS Access training 

· Mary cross-train Mike on database.

· All – Include these activities in PR&D
	Mary

Mike

Mary and Mike

Mike, Mary, & supervisor
	July 30

July 30

Sept. 30

By quarterly review
	


KNOWLEDGE TRANSFER PLAN

Employee:  ______________________
Position:  ____________________________________      Position Risk Factor:________________ 
Summary and Situation Assessment:

	At-Risk

Knowledge or Skill


	Actions
Steps that will be taken to retain this critical knowledge/ skill and/or minimize the impact of its loss.
	Assigned To:
	Target Date(s) for Completion
	Status and Issues

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Plan prepared by:  _________________________________________
Date:  
________________

Reviewed by:          _________________________________________
Date:  __________________________

Additional Notes or Coordination Needed:
Knowledge Retention Plan, June, 2007.  Adapted from the TVA’s Knowledge Retention Program with permission.                                            

www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Step2-OptionstoRetainKnowledge/RevisedKnowledgeTransferPlan.doc
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