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Many District employees are reaching the point in their profes-

sional lives where they’re facing an exciting but perhaps intimi-

dating transition into retirement. Managing employees who are in 

this phase in their career can be a challenge. They are likely feel-

ing both distracted by the changes taking place and wearied by the predictability of their work routine. After 

years on the job honing skills and building expertise, they’ve become experts at what they do and valuable 

resources for you. Read the following strategies for supervising employees who are nearing retirement to dis-

cover how you can help them conclude their career on a high note while also ensuring a smooth transition for 

your department. 

 

TAKE ADVANTAGE OF THEIR EXPERTISE BEFORE THEY LEAVE 

 

Seek counsel from employees who are retiring concerning current or potential problems in your department’s 

processes or policies. Although it’s always useful to examine and refine these things, this is the perfect time 

to do so since you have a veteran in the position whose willingness to discuss problems freely is probably 

heightened by their impending departure. They have the experience needed to help you improve the system 

in place and plan for the department’s future. 

This is also a good time to think about the lines of succession in your department. Do you have a new crop of 

employees ready to inherit the expertise of those nearing retirement? If not, take steps to prepare for your 

department’s future. 

 

HELP THEM PASS THE TORCH 

 

It’s important to your employees that they leave an impressive and lasting legacy when they retire. You can 

help them achieve this by facilitating the transfer of their accumulated knowledge. Encourage your depart-

ment veterans to mentor their younger peers. Match them up with talented counterparts who have shared val-

ues and the ability to benefit from their teachings. Identify projects they can work on together and other op-

portunities for collaboration.  
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Employees can also pass along their knowledge by writing down the procedures and guidelines they follow. If 

your department has procedures that aren’t outlined on paper and have been handled by an employee nearing 

retirement, it’s essential that you ensure those processes get documented. Failing to do so can lead to an ex-

tremely difficult transition once that employee retires. More importantly, the District will not retain its wealth 

of institutional knowledge over the long run. Non-procedural information that is still critical to the depart-

ment’s success, such as key contacts and community partners, must also be passed along. 

 

SUPPLY THE TOOLS NEEDED TO TRANSFER KNOWLEDGE 

 

We’ve established that the transfer of knowledge from retiring employees to their younger counterparts is an 

essential operation. This transfer will be more effective and efficient if you provide them with the necessary 

tools to make it happen. First, make sure you set the stage for productive partnerships. It is your responsibility 

as a leader to give this priority among your employees. Impress upon the employees who will be inheriting this 

knowledge how valuable it is and how critical it will be to their future success. If resources are needed, such as 

training materials or a conference room for group trainings, help your team acquire them. Your veteran em-

ployees and their trainees also need to have enough time in their schedule to dedicate to training. This includes 

the necessary preparation time for those performing the training and the time needed for the actual mentorship, 

collaborations, and training sessions. 

 

Employees nearing retirement can benefit from your guidance during this phase of their career. Help your em-

ployees tie up any loose ends they have so they can retire with peace of mind. Remember that they are going 

through a major life change and stay sensitive to the feelings of uncertainty and apprehension that change can 

bring. With your assistance, they’ll feel prepared for the future ahead of them along with the rest of your de-

partment. 

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 

bulletins: https://www.surveymonkey.com/s/9BKC2FV. 

https://www.surveymonkey.com/s/9BKC2FV

