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Annually, hundreds of students assume a position of
responsibility in students’ unions which they have little
or no understanding of. These organisations,
predominantly charitable companies are often complex
serving the needs of a diverse membership and,
simultaneously, a very interested funder in the
institution they are attached to. As far as challenges
go, this is one of the most difficult entrances into an
organisation that a person could undertake. 

Yet, despite the complex working environment, low
prior knowledge base and relative inexperience of
student officers entering the movement, there has
been little work undertaken to make this transition
easier. At a national level, much work is done within
NUS to develop generic leadership abilities and broad
sector knowledge, there is a great difference in
practice amongst students’ unions locally in this area
which leads to varying levels of success thereafter. 

It is often the case that the period of election, induction
and assumption of responsibility is called ‘hand-over’,
which is something that should change. Student
leaders are elected on the basis of their plans for
change; again, it is often the case that these students
want to do things differently to those that have come
before them. Further, in many other organisations and
systems with which we might compare ourselves, 
such as the British Parliamentary system or the US
Presidency, the term hand-over is not used for political
reasons. The nature of a new government is that it has
a new agenda, perhaps a different direction from the
last, a new President might well be completely
opposed to everything the previous President had
stood for, therefore, why would they expect to hand
anything over? The language adopted in both the US
and the UK political sphere is one of transition, moving
from one distinct period to another, where the direction
depends on those in office at the time, not always
those that have come before them. Clearly, with annual

change of elected officers within students’ unions it will
never be possible for a union to undertake a 180 degree
volte face every year, but, with a strong trustee board,
it must be possible for student leaders to arrive and
understand that it is their prerogative to judge what to
do in their term of office. For these reasons, throughout
the rest of the document, we’ll refer to the process of
transition into and out of the student movement.

Finally, throughout this change there must be
continuity or the organisation would reset itself every
year. This is why we are putting clear guidance in place
for students’ union staff, who often act as guardians of
the union through change by providing the necessary
continuity. By pulling together a series of interesting
articles and ideas into one document, we hope to
begin a conversation about how we can improve
transition into our unions for newly elected officers.
This is not, however, intended to be a final document
but one that is added to year on year from the
collective knowledge of the sector. We hope that you
can take it, use it and feedback how we can improve 
it for the benefit of all our unions.

In unity, 

Vicki Baars
Vice-President Union Development

Foreword

Foreword
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These guiding principles should underpin the process
of transition, giving everyone a clear understanding of
how things will be done.

Trusting

To have a successful year in office there has to be trust
built between the sabbatical officers themselves, their
senior team and the student population. Bring in a ‘no
surprises policy’ where you agree to discuss issues as
soon as they are on the radar, making sure they don’t
become problems.

Essential

Transition is a limited period of your student career,
therefore, you shouldn’t try and cram everything into it.
If you figure out what’s essential and focus on that,
you’ll have a far more productive handover.

Non-directive

In order to ensure that the incoming team are
empowered to lead the union in a way they see fit, the
process of transition should be non-directive; leaving
all options open.

Consultative

Towards the end of one period of office where there
are new officers getting ready to take office, the
students’ union should ensure that where decisions
that have to be taken – a process is established to
consult incoming officers.

Communicative

Throughout the process of transition, the incoming and
outgoing officers should have a clear time-table of
what’s going on and what their role is at each different
stage. This should be co-ordinated by the staff team
wherever possible.

Fun

The experience for incoming and outgoing officers
should be most of all fun. 

Collectivism

One important principle that abides in all students’
unions almost universally is the idea of collective
responsibility. That during the process of decision
making it is okay to voice dissent and rival opinions,
however, when the elected officer team are presenting
a position on an issue or campaign, they should be
bound by collective responsibility.

Incoming officers

This guidance deals mostly with the transition into the
students’ union for newly elected officers and the
varying roles involved with that process. We’ll look at
making assumptions about what people already know
and how they will develop individually and as a team
throughout their term in office. We’ll then explore the
role of staff and the outgoing team and the different
but important roles they should play followed by some
broad guidance on the role NUS can play in transition
and induction and how you might begin to think about
the institution and how you interact with different
stakeholders. Lastly, we’ll look at how the role of a
student officer breaks down into four officer hats and
give some general advice from former student officers.

Assumptions of prior knowledge and learning

development 

It should be noted that for incoming officers, it would
be poor form to make assumptions about their prior
breadth and depth of knowledge about the students’
union. In order to ensure that the process of transition
is fair, you should enter it by either ascertaining how
much individuals know to tailor training that fits around

Transition Manual
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them, or, you should start with basics and build up to
the more complicated and in depth parts of the role 
and the union. Remember, in this instance, assumption
is the enemy and fact is your friend.

In many business training circles, one method of
assessing prior knowledge and progress through
knowledge looks at learning in four quadrants, as below.

The four quadrants are:

1 Unconscious incompetence: low performance, no
differentiation or understanding within the role

2 Conscious incompetence: low performance,
recognition of flaws and weaknesses within the role

3 Conscious competence: improved performance,
conscious, somewhat contrived effort to be better
within the role

4 Unconscious competence: natural, integrated,
automatic higher performance1

It’s generally accepted that you don’t have to move
through each one of these phases but you can skip
depending on the nature of the issue and how you’re
learning. It’s useful for sabbatical officers to think of the
different skills they’ll need to do the job or the different
tasks and activities they’ll be asked to undertake and
map them into the four quadrants, by doing this, they’ll
start to get a picture of their strengths and weaknesses.

Another way of mapping team development is
Tuckman’s theory of group development, which is
widely used in students’ union circles. The initial theory
had four steps and was amended to include a fifth at a
later date. The phases describe how the teams
interact, beginning with forming as they get to know
each other, norming looks at where the group begin to
define collective norms which is followed by storming
as different members of the group compete for their
ideas to be considered and lastly, performing where
the group move into a period of working well together
on shared issues. The fifth phase was adjourning,
added to describe how the group works to end the
project and disband the team. For sabbatical teams,
it’s useful to know up-front that they’ll go through this
process and that it’s natural. The key to successful
teams in this respect is making sure you know how
you’re going to go through each phase – what are the
ground rules you’re going to set your team in advance
to make the process as easy to manage as possible?

Principles of effective transition
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Staff and their role

We advocate that staff where possible (some unions
won’t have staff and students will lead the process)
should lead the transition in terms of structure, 
delivery and passing on knowledge. In many cases
student officers are responsible for the transition of
their successors, we disagree with this practice on 
two grounds. 

Firstly, the idea that someone may be organising the
transition for someone who has beat them in the
election process means that you might be inclined to
organise a less than sufficient ‘handover’ in order to
make their start to the year as problematic as possible.
This is not fair on the incoming officers and it’s not a
good use of resources. Secondly, staff are an integral
part of the transition process as it’s their job to ensure
that the student leaders are able to meet the
challenges of the job, therefore, by appointing a
member of staff to lead the transition process on an
annual basis, you’re able to provide the right levels of
consistency and professionalism to the process.

In any transition between groups of officers, it is
important as staff to consider three differing aspects in
their work, which were outlined by the Civil Service in the
transition between governments in 2010. These were:

• Policy: staff should think about differences in policy
stance between outgoing and incoming officers on
key issues.

• Process: staff should think about the process of
transition, ensuring that differences between
incoming and outgoing are highlighted and well
managed

• People: staff should be aware of the cultural shift
between teams and work with other students and
staff to ensure that the change of student leadership
is smooth.

The outgoing sabbatical team

It’s useful to state from the outset that whilst they
should be involved in the transition process, they
should not be relied upon by the incoming officers.
Having completed a year or two as sabbatical officers,
it’s often an emotional time to have to leave an
organisation you’ve given a lot to, therefore, thinking
about what will happen after you; all the changes that
may occur and the new people in ‘your’ position isn’t a
good focus for an outgoing officer. Similarly, incoming
officers don’t need to spend the beginning of their term
of office reflecting too much on the previous year(s),
which is what over-involvement from outgoing officers
could force.

The outgoing team should have a clear transition from
the organisation, which will involve the new team in
many ways, however, it should be independent of their
transition into the union. There will be lots that the new
officers will be able to learn from the outgoing team,
but that should be done in a structured way. We’ll give
clear guidance for outgoing officers on how they
should work within the process of integrating new
people into the union.

NUS

Students’ unions individually are able to do a lot;
however, there is much value in coming together with
lots of similar people at a similar point in their
development. This is why the NUS Officer
Development Programme runs annually to ensure that
the issues of national importance are covered with all
incoming and continuing elected sabbatical officers
simultaneously. NUS also can provide staff and
resources to assist with the process of transition, just
drop us a line.

Transition Manual
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The Senior staff

The senior staff of the students’ union are integral to
the success of the union and therefore the newly
elected officer team. When you have excellent
leadership on the staff team it makes the life of a
student officer far easier, therefore, it’s very important
to make sure that there is a strong relationship
between the senior staff team in the union starting as
soon as the count-down begins from fourteen days
out. At this point, introductions should be made and
key roles and responsibilities outlined. Similarly, the
senior staff team should also introduce the newly
elected officers to the current students’ union strategic
plan and underpinning research. As part of the
transition, a session looking at the strategy and
manifesto commitments in detail should be scheduled;
senior staff should take this opportunity to challenge
and support  both the plan and new officers’ manifestos.

The trustee board

In most unions, the entire sabbatical officer team will
be members of the trustee board and therefore
responsible for the oversight of the union. As there are
external trustees, a social event at the beginning of the
first trustee board is usually a good idea to help all the
trustees meet one another in a friendly environment. 

Of all the relationships, the most important is between
the Chair of the Board, who is usually the President of
the students’ union and the Chief Executive, who is
line-managed by the Chair. During the transition
period, a meeting between the outgoing Chair and
incoming Chair should be arranged specifically to
discuss this very specific role. It would be considered
good practice to ask the Chief Executive to attend
along with any external trustees who have specific
responsibility for assisting the Chair in setting and
overseeing the objectives of the Chief Executive.

Relations with other students’ unions
and other key organisations

There are many different stakeholders that will act as
friends to the students’ union over time from the local
council to trade unions and more. Certain officers will
need to have relationships with organisations and
some will find it useful to foster good relations over the
course of their time in office, nevertheless, it is
important to establish a list of stakeholders for whom
this point applies and ensure that the transition
process builds them in. In some cases, the outgoing
officers may not have a relationship with those
individuals or organisations for a range of reasons; this
should be taken into account by the incoming team.

People
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Forming and delivering a work plan

Some student officers, once elected, will decide that
their manifesto promises aren’t ones which they wish
to carry on with, this can be done for good reason.
Whatever the union’s own process for holding the
elected officers accountable, this should be made
clear, then. No-one should ever be forced to carry out
manifesto promises if, when they arrive in office, they
find that it would be problematic or irresponsible to
pursue them further. 

Lots of students’ unions now have strategic plans
which will need to be considered by the newly elected
team when they start. It is recommended that all new
officers cross-reference their plans against the union’s
strategic plan to check where there is overlap. This
should be built into the transition sessions prior to
taking office. A good strategic plan will enable
incoming officers to have their manifesto promises
delivered within a framework of on-going activity within
the students’ union.

Through the process of looking at individual and
collective activity for the new team, it is advised that
the staff help make each project, campaign and
manifesto aims SMART (specific, measurable,
achievable, resourced and time-bound) in order to
report back to students how they are progressing.
Further, it might be useful to define what success
looks like early on, as this might be wholly different
from the goals set out in a manifesto. By drawing 
on the expertise of staff and the experience of
outgoing officers, the plan for the year can be made far
more robust.

Creating a Stakeholder Matrix

It could be very useful to conduct a stakeholder
mapping exercise at the beginning of the transition as
it’s very useful to ascertain early on which stakeholders
are more important to your agenda than others. Simply
put, on post-it notes, you write the names of individuals
or organisations who have a stake in the students’
union and map them on a simple stakeholder matrix
(next page). The two axes cover the level of interest
and the level of knowledge. An individual who has a lot
of knowledge about the students’ union and a lot of
interest should be someone with whom you partner
closely. Alternatively, someone who has little interest
and little knowledge is likely to be someone for whom
the door is always left open, but little more. 

Of course, the stakeholder matrix reflects current
position, not intended position. It may be the case that
certain individuals or organisations don’t appear on the
matrix in a position you’d like them to be in. Therefore,
by highlighting where they are and knowing where you
need them to be, you know that they might be more
strategically important to meet early on.

Once you’ve completed the stakeholder matrix and
when you know which members of the institution or
community you’re going to be working with, that’s
where staff should organise meetings to ensure you’re
able to get to know those people early on. The main
thing to remember here is whilst it’s a great opportunity
to meet people you’re going to be working with, you
should avoid committing to any specific course of
action until you’ve started your term of office and also
aim to have a purpose to the meeting other than
saying hello. Use the opportunity to float ideas and
understand where they stand on certain issues which
you’ve included in your manifesto. 

Transition Manual
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Stakeholder Matrix

The Officer Role (Hats)

One of the hardest things to grasp is what role the
officers themselves have and what is expected of
them. You could be representing a particular faculty of
students at an institution board in the morning,
meeting with course rep volunteers over lunch to thank
them for their work and be working on a new building
strategy in the afternoon. NUS have defined these
different activities into four areas that officers find
useful to describe their work.

1) The representative – representing the views of
students and acting in their interests

2) The change maker – working for change and
building student activism

3) The trustee – oversight of the union as an
organisation

4) The minister or portfolio role – supporting a group
of volunteers or activity and having elected
responsibility for a given portfolio of the students’
union’s work.

Each of these four hats requires distinct skills and
behaviours. They require different approaches from
officers and you will need to work with different groups
of people. One of the biggest challenges will be when
you must combine “hats” in the same meeting or even
at the same time.

The four hats is an area that will be covered in detail
throughout NUS’ officer development programme but
it’s a useful starting point for staff within students’
unions to introduce newly elected officers to early.

During transition you should ensure that elects are
aware of this distinction between roles and that they
have to give support to all sections of their work.

Transition Timetable

Different students’ unions will have a different timetable
for transition, which is to be expected. We recommend
that whatever dates you decide to use that best fit your
union, you mark each period clearly and let all
stakeholders know where they are along the journey.
We see three clear periods in the transition timetable:

• Period one: from the night of the election to just
before entering office

• Period two: the period just before entering office

• Period three: the period just after entering office

We’ll go through how we believe each of these periods
should be defined below.

Election Night to Fourteen Days Out

Broadly this period is one where the incoming officers
have little to do with the students’ union in an official
capacity, but should receive scheduled updates 
about things that are going on. With no formal power,
but power that derives from the office they are about 
to assume, it’s important that the students’ union
knows anything they’re doing which may affect their
time in office.

Advice

Consult Partner closely

Open door Keep informed

Interest
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Phase One

Election night to fourteen days out

Phase Two

Fourteen days out

Phase Three

First 30 days
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Fourteen Days Out

We advise that incoming officers begin their training
roughly two weeks prior to the date they assume their
elected positions. This is mainly to make the most of
the outgoing elected officer’s knowledge and
experience where appropriate, but also to ensure that
as soon as they assume office, they are ready to go.

First 30 Days

At this point, the outgoing officers will have gone and
the incoming officers will have assumed their elected
roles within the students’ union. The first 30 days are
hugely important to ensuring the year goes well. In this
period, the student officers will set the tone for the rest
of the year not just in behavioural terms but also in
terms of the projects they wish to stop and start. In
these 30 days, the newly elected team should seek to
make their biggest mark on the organisation and that
will be done well if the transition period has been
carried out effectively.

Detailed Transition Schedule for Staff

NB: Day 0 is the official date on which transfer of
power occurs.

Advice from Former Officers on
Transition

We approached a number of former students’ union
officers whom we asked for their advice on transition.
These are their top tips.

1. Transition should begin before day one

The sooner you know how the organisation works
and how to make it work for you, the more
successful you’ll be.

2. Don’t try and learn it all in a fortnight

You’ve got a year in office (at least), don’t worry if
you’ve not learned everything by the end of the first
fortnight, there’ll always be someone you can turn to
who can tell you what you need to know.

3. Know what needs to change

In your first month of office, know what needs to
change and set that ball rolling immediately.
Everything else which is just carrying on can wait,
the things that will take time are the projects
involving any level of change.

4. Relationships are important

Personal and professional relationships are
important, don’t let one type over take another. Lots
of people get carried away with the job and focus
on professional relationships and their personal lives
suffer – make sure you’re keeping things balanced.

5. Take the time to learn and the space to think

The officers who walk away from their time in office
feeling like they’ve been successful are the ones
who don’t rush into decisions too quickly and
understand that they might not know the answer to
begin with. By taking time each week to learn
something new and by giving yourself the space to
think, you’ll vastly increase your effectiveness.

Process

Often, whilst students’ unions manage the formal face-
to-face meetings well between newly elected officers
and key stakeholders, there is little evidence of the
detailed aspects of transition being fully taken into

Transition Manual

Days Purpose

-60 Announce transition schedule 

-30 Give details of transition schedule

-15

Full-time paid experience begins.
Residential for planning, meetings with
outgoing sabbatical officers for advice,
structured staff meetings in union and
institution. Additional logistical requirements
complete; signs, keys, email addresses,
training conferences booked.

0 Formal transition of power

0–7
Union based activity (bedding in); campaign
and project planning with union staff on
major change programmes

8–45
External training and networking as booked,
individual planning as necessary, additional
team-building as required. 
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account. These may vary from the nitty-gritty of
changing contact information on the students’ union
website and signage around campus, to the more
important informing key external stakeholders of the
change of officer. 

As well as the policy matrix outlined later in the
document to handover a position statement or policy
knoweldge, there may be other structural
responsibilities that officers wish to deal with on
entering office. Sometimes, whilst a remit may be
broadly outlined in the bye-laws/schedules of an
organisation, the committees an officer is responsible
for may shift based on personal interest/political
negotiation. In this case, it is the responsibility of the
staff to ensure that the discussion takes place between
officers and to advise on the appropriateness of any
changes, whilst leaving the outcome open to the
officers to determine. 

Similarly, many students stand against other officers
because they disagree markedly with the direction they
have taken the union in. As a result, the process of
getting elected is likely to have been fraught with
difficulty. In these circumstances, the process leading
up to the beginning of formal transition could also be
problematic, especially where a long period is left
between election and entry to office. In the
circumstance where the union can reasonably
anticipate a fraught relationship between the outgoing
and incoming officers, it should take steps to devise a
‘working in partnership’ agreement. This agreement
may include the following provisions:

• An agreement relating to public comment (not
commenting on specific on-going work from the
outgoing team)

• An agreement to discuss issues that will have an
impact beyond the outgoing officers term of office

• An agreement on behaviour (knowing when it’s
acceptable to ‘work from an outgoing officer’s desk)

Steps should be taken in the example of a total break-
down of relations to ensure that both parties are able
to communicate effectively, albeit through negotiated
agreements which both parties sign up to.

The Psychology of Transition

Getting used to ‘doing things differently’ as well as
‘doing different things’ is an important part of working
in the student movement. 

Where some student officers are in post for two years,
or entire teams remain in post for the full two-year
term, it is entirely possible that students, staff and
indeed the organisation can adopt a certain way of
working, which can be derived from the elected
student officers. This psychological transition can be
hard to accept, especially for those who have not
worked with a newly elected officer team before. 

Similarly, as part of the cultural transition that may
occur, student officers and staff will have to work
together to ascertain how they prefer to work. Some
people prefer speaking face-to-face, others, via email.
In the early days of a transition, conversations around
preferred working styles and other cultural factors
should be had to ensure that it can be as smooth as
possible.

From Election through Transition to
Officership

The process of being elected through to taking up
office should be clearly defined to new officers. After
the election process has concluded, the new team
should each be allocated a ‘transition mentor’ who
should ordinarily be a member of staff in the students’
union or external person, who would be able to outline
the process of transition in broad terms and then
explain when things should happen.

As soon as the elections are over and results have
been declared those officers are entitled to use the
suffix ‘elect’ after the elected position they have
successfully won. They should be introduced to their
transition mentor and given the timetable at the earliest
possible convenience. Further, it is recommended that
as much of the transition schedule takes place prior to
the formal hand-over of power. 

For the purposes of clarity, the formal hand-over of
power should occur on a specific date, at a specific
time, for example at 00:01 on July 1st. This should

Advice
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ensure that there is little confusion on who is able to
take decisions and when.

At the point of the formal hand-over of power, the
incoming officers lose the title ‘elect’ and the outgoing
officers lose any formal title within the union structure,
unless they have been elected or appointed to a
different position. 

Basic Transition Folder Checklist

When preparing a transition folder for incoming
officers, these are just some of the items that will make
it useful. It’s useful to bear in mind that not everything
needs to be printed out, however, a printed folder with
all these documents in could be useful. Google-docs,
a USB pen or shared folder on the computer network
would also make a great place to share documentation.

Contents:

• A congratulations card and welcome letter

• An itinerary for the transition period

• Job description

• Brief job descriptions and contact list for key Union
staff members, officers and volunteers

• Staff organisation chart with contact information and
general roles outlined

• Students’ Union strategy and operating plans

• Budget for the coming year

• A copy of the manifesto promises of the incoming
officers

• A blank diary or advice on how to get the best from
Microsoft Outlook

• A calendar with important union and institution
meetings written in

• A list of all committees in the students’ union,
institution and local community which require
student representation, with a description of what
they do

• A list of passwords to doors, computers etc.

• Some basic instructions on using photocopiers etc

• A copy of the Union’s governing documents
(constitution or memorandum and articles)

• A list of active policy

• A copy of the Union’s most recent audited accounts
and impact plan

• A list of any on-going projects that the Union may
be part of or major projects in the year ahead (SUEI,
FE Strategy, National Student Survey)

• A copy of any institution regulations you may need
which are role specific (i.e. disciplinary policy for the
education officer)

• Brief job descriptions and contact list for key
Institution staff members (with photographs)

• A list of any on-going projects that the institution
may be part of

• A copy of the most recent institution benchmarking
results for the National Student Survey, Quality
Assurance Agency, Good University Guide, Ofstead
and other strategic benchmarking documents

• International comparison data where available

• Contact details for your NUS Contact

• A copy of the NUS impact report

• Login for NUS Connect

Transition Manual
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Policy and Position Statement
Transition Guidance

It may be the case that some newly elected student
officers don’t necessarily have a grasp of the ‘big
issues’ that the union and institution may be dealing
with. It’s the role of the staff team to ensure that the
officers are fully briefed in advance of their entering
office on those issues, in order that they may enter
office and be prepared to act on them.

Staff should work with the outgoing officers and
identify the key issues that need to be addressed in an
‘urgent versus important’ matrix for each portfolio. As
part of this matrix, the current state of play and
officer/union stance should be referred to, so that the
newly elected officer can enter discussions fully
informed. The matrix should be completed in a way
that does not restrict the possibilities of the incoming
officer, as it is important that they have the freedom to
change direction accordingly. 

Similarly, officers should ensure that the ‘current
position’ section is filled in as fully as possible – so 
that officers can change their mind on any given issue,
but from an informed perspective. Some of these
documents may be confidential and shared between
just the sabbatical officers, given the nature of change
within the organisation. 

Below is a basic example of how a member of staff
might choose to lay out the matrix, in order to explain
to a newly elected education officer what the urgent
aspects of a given project might be and the important
aspects.

Tasks

Tasks

Issue

Briefly describe the issue, campaign or project here

Urgency Importance

In this section, the outgoing officer should add their
comments that focus on outlining what urgent action the
new officer should take.

In this section, the outgoing officer should add their
comments that focus on outlining what is important 
about the project.

Current position

In this section, the outgoing officer should add their comments that focus on the context of the situation, the actions
they’ve taken and the results they are expecting.
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Issue

Urgency Importance

Current position
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Snapshot task

We advise that you carry out this exercise in the
fourteen days out period.

Aims: 

• To chart the key plans and areas of work that the
officers-elect want to achieve and the experience
they already have gained. 

• To record the work that the outgoing officer has
done and the way they will use their skills.

The officer-elect’s snapshot will be useful to decide
what areas of transition will need to be concentrated
on. If their election pledges are all to do with
campaigning, then this can be focused upon. If they
ran on a mandate to reform the Union you should look
more closely at the governance of the Union. Within
this remember that you will still need to cover a lot of
different topics and to keep a balanced approach.

Tasks

Goals for the Year

In this section, write down the three main things you promised to do from your election Manifesto.

In this section think about anything else you want to achieve with the year ahead that wasn’t on your manifesto, but
you know is important and needs to happen.

Personal Development

Is there something you want to achieve for yourself? Do you want to get better at public speaking, financial
management or chairing meetings?

In this section, think about your personal strengths and weaknesses. In a team environment where could you add the
most value and where do you need to develop?

What’s your personal vision and where do you want to be in the next year? What do you want to do after your year
(it’s okay if you don’t know, but it’s good to start thinking about it from day one!)

Incoming Officers

Learning and Experience

In this section, think about how you best learn. Is this by doing an activity that describes a task, doing the task itself,
learning about why it’s important or watching someone else do it?

In this section think about any important experiences so far – why did you decide to become an officer? What gave
you the drive to run? Who do you rely on for support?
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Tasks

Goals for the Year

In this section, describe whether you have met your manifesto goals and describe how you did that.

In this section think about anything that happened during the year that was unplanned and reflect on how it impacted
your work, the union and how you have developed as a result of it.

Personal Development

What personal development have you undertaken over the course of the year? How have you progressed personally
and professionally in the last twelve months?

What are you proud of during your time as an officer and how do you celebrate this with your members?

Based on your identification of your strengths and weaknesses, how have you mitigated against your weaknesses
and developed your strengths in the past year?

What’s your next step after the union, how has your year helped and how can you use the people you have access
to in your next project? Think outside the world of employment – how will you continue to be an activist, a
representative or a trustee?

Outgoing Officer
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General Transition Documentation | Individual Role/Stakeholder

Tasks

Representative Groups

In this section, the officer should fill out the key student groups that they will work with over their year in office. 
Note key information such as how many students you have, the demographic mix of students and any key stats
about your members that you need to know.

In this section, the officer should fill out the key students’ union staff groups they will work with over their year 
in office.

In this section, the officer should fill out the key institutional and other stakeholder groups they will work with over
their year in office.

Position

Completed by

Date
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Assessing Organisational/Departmental 

Performance | STAR Matrix

Another useful tool in thinking about the students’
union is the STAR matrix, which appeared in the
Harvard Business Review in 2009. This model provides
a basic framework for understanding the nature of the
organisation at any given time by highlighting five
different stages which an organisation may inhabit. 

In each of the five sections, the matrix briefly describes
what the organisation should look like and challenges
and opportunities facing an organisation in that state.
As part of scene setting, it may be useful at the
beginning of transition to ascertain where each of the
sabbatical trustees think the union is on the matrix.

Matching this against the actual position of the union
could be useful to see whether the newly elected
officers see a different organisation to the one which
exists. Discussing where they perceive the union to be
and in which direction it needs to move, using the
framework, can therefore be helpful in planning.

A detailed copy of the matrix is included as an
appendix, however, the five areas are:

• Start-up

• Turnaround

• Accelerated growth

• Realignment

• Sustained success

Transition Manual
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STARS Framework2

Tasks

Start-up Turnaround Accelerated growth Realignment Sustaining success

Assembling the
capabilities (people,
finance and
technology) to get 
a new business off
the ground.

Saving a 
business widely
acknowledged to 
be in crisis.

Managing a rapidly
expanding business.

Reenergizing a
previously
successful
organisation that
now faces problems.

Coming in on the
heels of a highly
regarded leader, 
with a stellar record
of delivery.

Challenges

Building the strategy,
structures and
systems from
scratch without a
clear framework or
boundaries.

Recruiting 
and welding
together a high-
performing team.

Making do with
limited resources.

Reenergising
demoralised
employees and
other stakeholders.

Making effective
decisions under 
time pressure.

Going deep enough
with painful cuts and
difficult personal
choices.

Putting in place
structures and
systems to permit
scaling.

Integrating many
new employees.

Convincing
employees that
change is necessary.

Carefully
restructuring the top
team and refocusing
the organisation.

Living in the shadow
of the former leader
and managing the
team they created.

Playing good
defence before
embarking on too
many new initiatives.

Finding ways to take
the business to the
next level.

Opportunities

You can do things
right from the
beginning.

People are
energized by new
possibilities.

There are no rigid
preconceptions.

Everyone
recognised that
change is necessary.

Affected
constituencies offer
significant external
support.

A little success 
goes a long.

The potential for
growth helps to
motivate people.

People will be
inclined to stretch
themselves and
those who work 
for them.

The organisation 
has significant
pockets of strength.

People want to
continue to see
themselves as
successful.

A strong team may
already be in place.

People are
motivated to
continue the history
of success.

A foundation for
continued success
may already be in
place.
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1 Coaching for Performance, John Whitmore, 1992, Nicholas

Brealey, London

2 Havard Business Review, January 2009, Michael D Watkins
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Notes
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