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About this document
Use this Personal Handover Plan when you will be away from work for a planned period, such as maternity, paternity, adoption or shared parental leave, a sabbatical, a secondment or planned medical leave. It is a lighter alternative to the full Knowledge Transfer Plan, written by you for the people covering your work.
A controlled handover means three things:
•  Nothing is dropped: every responsibility, piece of work in progress and deadline has a named owner while you are away.
•  Your cover can act: they have the knowledge, contacts, access and authority to make decisions without you.
•  You can switch off: everyone knows what they may, and may not, contact you about, and how you will hand back on your return.
Start this plan as soon as your leave dates are agreed and keep it up to date until your last day. Aim to hold the handover meetings at least two weeks before you go, so your cover has time to try things while you are still around. Delete any sections that do not apply. Text in grey italics is guidance and should be removed before the plan is shared.
1. Absence Details
	Name and role
	

	Team / line manager
	

	Type of absence
	

	Last working day
	

	Expected return date
	

	Main cover (name and role)
	

	Other cover
	

	Handover meeting dates
	

	Where this plan is stored
	



Return dates for parental leave can change. Agree with your line manager who will update the plan and tell your cover if they do.
2. Staying in Touch While I Am Away
Agree this with your line manager before you go, so your cover knows when it is right to get in touch, and you are not contacted about things that can wait.
	Contact me about
	

	Do not contact me about
	

	Preferred contact method
	

	Who contacts me (one named person)
	

	Keeping in touch days or catch-ups
	

	Out of office message agreed
	



Keep this short. A single named point of contact, usually your line manager, stops you being contacted by many people. Check your organisation’s HR policy for keeping in touch (KIT) days and any rules on contact during leave.
3. Responsibilities and Cover
List everything you are responsible for, who will cover it, and what authority they have to act for you.
	Responsibility
	Covered by
	Authority delegated (approvals, budget, decisions)
	Notes

	e.g. Approving supplier invoices up to £5k
	
	
	

	e.g. Chairing the weekly project board
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Include unofficial roles too, such as fire marshal, mentor, first aider, or being the person everyone asks about a system. If a responsibility can pause while you are away, say so and agree it with your line manager.
4. Work in Progress
Record the current state of each piece of work so your cover can pick it up from where you left it.
	Work item
	Current status
	Next steps
	Due date
	Handed to

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



For each item, say what “done” looks like, what decisions are outstanding and where the latest version of the work is saved. Close or finish what you can before you go.
5. Key Dates and Deadlines While I Am Away
	Date
	Event or deadline
	Action needed
	Owner

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Think about reporting cycles, governance meetings, contract renewals, budget submissions, audits, recruitment, annual reviews and anything that only happens once a year.
6. Regular Tasks and Meetings
	Task or meeting
	Frequency
	How it is done / where the instructions are
	Covered by
	Can pause? (Y/N)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Transfer ownership of recurring meeting invitations rather than leaving them in your calendar. Write short instructions for any task your cover has not done before, and let them do it once while you watch.
7. Key Contacts and Stakeholders
	Name
	Role / organisation
	Why they matter and any current issues
	Introduced to cover?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Introduce your cover to the people who matter most, in person or by email, before you leave. Include people who rely on you as their only contact, and the people you go to for advice.
8. Documents, Systems and Access
	Document, system or folder
	Location / link
	Access needed by
	Access arranged?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Check access well before your last day. Delegate shared mailboxes, approval workflows and system roles, and transfer ownership of documents, spreadsheets and team sites that only you can edit. Never share your own password.
9. Risks, Issues and Things to Watch
	Risk or issue
	What to look out for
	What to do / who to escalate to

	
	
	

	
	
	

	
	
	



10. Things Only I Know
Write down the know-how that is not in any document. Your cover will thank you for it.
What do people ask me about most often, and what is the answer?

What workarounds, quirks or shortcuts do I use?

What is likely to go wrong, and how do I spot it early?

What history or politics should my cover be aware of?

What would I do first if I were covering this role for the first time?

11. Before I Go Checklist
☐  Plan reviewed with my cover and line manager
☐  Handover meetings held and my cover has tried key tasks while I am still here
☐  Work in progress updated, saved in shared locations and handed over
☐  Recurring meetings and invitations transferred or cancelled
☐  Approvals, delegations and system roles moved to my cover
☐  Shared mailbox, document and team site ownership transferred
☐  Cover introduced to key contacts and stakeholders told who to contact
☐  Out of office message and voicemail set, naming my cover
☐  Personal files tidied: superseded documents removed and useful emails saved to the team site
☐  Contact arrangements while I am away agreed and recorded in section 2
☐  Return to work catch-up booked in my line manager’s calendar
12. Returning to Work (Handback)
Before I return, my cover updates this section so I can pick up quickly and they can hand back cleanly.
	Handback meeting date
	

	Responsibilities returning to me
	

	Responsibilities staying with cover
	

	Access to restore
	



	Area
	What changed while I was away (decisions, people, priorities)
	Action for me

	
	
	

	
	
	

	
	
	

	
	
	



Plan a phased return where you can. Give yourself time to catch up before taking back every responsibility at once.
13. Sign-off
Signing confirms the handover is complete and the cover arrangements are understood.
	Role
	Name
	Signature
	Date

	Person going on leave
	
	
	

	Main cover
	
	
	

	Line manager
	
	
	



	
	
	



