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We often hear it too often: student associations suffer
from a constant turnover of members, and it's often
difficult to hand things over under good conditions.
https://engagee.ulb.be/boite-a-outils/ Yet you've worked hard and want your project to last!

Here are some tips.

Full original toolbox (french) :

As dynamic and efficient as it may be, a student
association has one major constraint:

its members don't stay long. On average, a student
association leader is active for two years.

That's a lot for a student, but little for an association
aiming to endure.

The goal isn't to complain about this situation, but
simply to anticipate it and adapt so that the
association's memory and methods are passed on
effectively from one team to the next. Moreover, this
turnover also brings fresh ideas, new perspectives, and
personalities.

*

ommunicatior ENGABEES ET DETERMING S Mmberof ChcFud Al

POUR LA SOLTDARITE

o SGEchos  EXD [ owe
the European Union @ EChOSLM S“ et rcacrs W rid

Page 1


https://engagee.ulb.be/boite-a-outils/

PASSING THE BATON — BUT WHY?

You might be tempted to say: “Let’s start from scratch, what matters is the motivation of the
people who'll bring the structure to life their own way.”
True, but that also means erasing the association's memory each vyear.
You risk discouraging new recruits, who may feel overwhelmed, lost, and unsure where to
start.

That's why it's useful to pass on, as much as possible, a maximum of information, methods,
and know-how.

FOR A SUCCESSFUL TRANSITION: ARCHIVE YOUR
DOCUMENTS

A rigorous classification of written documents will help your successors find everything they
need. But what should you keep?

Since many documents must be legally preserved, it's up to you to ensure they—and the
instructions on how to organize them—are passed on to the new team.

You'll accumulate a lot of data throughout the year. So it's best to summarize and organize it
progressively.

A well-done handover allows you to:
e Ensure the continuity of the project you've built;
e Allow the team to work based on past achievements;
e Attract new members;

e Obtain funding more easily: grants are more likely to be (re)awarded if the projects are
recurring and the association is stable.

PRACTICAL TIP: CATEGORY-BASED ORGANIZATION

You can organize your files by category, for example:

e Documents related to democratic functioning
(ideally sorted chronologically): minutes from general assemblies, board meetings, and
executive meetings.

e Documents related to your projects and activities
Besides meeting minutes and activity reports, keep archives that illustrate the project:
organizational charts, roadmaps, timelines, flyers, posters, etc.

e Documents about the structure and its context
e.g., the association’s history, list of past board members, descriptions of partners.

e Useful information for new volunteers
e.g., operational guides for your main activities, checklists for events, collections of
advice and lessons learned, detailed contact lists.

e Administrative and financial docuniéfts’
Include everything legally required to be kept — be strict about classification and make



ONCE YOU'VE LEFT

So, the handover is done. You're no longer in charge.
You're unsure how to position yourself now?
The answer is quite simple: stay available... without being intrusive.

The new leaders need to take ownership of their roles and find their own way,
but they may need you occasionally.

Be very careful not to be too present — avoid explaining too forcefully how things should be
done.

However, remain available for advice, a helping hand, or sharing key information.
That's how new members will come to value what you've brought to the association!

BONUS TIPS

» Store your documents digitally!
This makes sharing and locating files easier.
Organize and label them clearly, and make sure to share the login credentials for:
e email accounts
e newsletter platforms
e any digital tools you used
» Classify and archive as you go

This saves time at the end of the year and helps the current team quickly find what they need.

EXAMPLES AT ULB
Projects like “Migration, Beyond Prejudices” or the structure *“Infosciences”
invite experienced volunteers to welcome and train newcomers.

This is a warm and empowering approach that helps delegate a significant workload.

This handover method also helps new volunteers become autonomous more quickly
and encourages the sharing of concrete experiences and best practices.

Old and new members can discuss difficult issues and clarify complex matters.

TO STAY INFORMED ABOUT LEGAL RULES FOR
NONPROFITS (Belgium)

Refer to the IDEJI association.

Their “Vie Associative” platform offers a collection of information sheets
to help you manage your nonprofit organizdtiga.3

7 Available at: www.vieassociative.be
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