Knowledge Transfer

in Management:
Concepts, Purpose,
and Examples

|.!!| - What this training covers and why
it matters for managers and L&D

- The business cost of lost knowledge
when employees leave or move

- Positioning knowledge transfer as
a management responsibility, not
HR or IT

& - Common pain points: slow onboarding,
repeated mistakes, single points of failure



Why Knowledge
Walks Out the Door

® | osing one employee can
cost up to 213% of their salary

@ e Task knowledge, judgment,

and relationships leave with them

® |onger time to competence
and repeated mistakes are
common impacts

® Role changes and mobility
make knowledge loss a
recurring risk




The Three Types of
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- EXPLICIT

® Explicit: documented SOPs, manuals, and checklists

® Tacit: judgment, instincts, and relationship context in people's heads
® Embedded: knowledge in routines, team habits, and culture

® Different types require different transfer approaches
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Transfer Is Not

Handing over files and
folders is not the same as
transferring capability

Documentation alone
misses judgment, context,
and unwritten rules

Don’t assume shared
context: history and
mental models differ

True transfer: successor
performs independently
with good judgment

©0®0




The Business Case: What Structured
Transfer Actually Protects

Shortens onboarding and
time-to-competence for successors

Protects institutional memory
and customer relationships

Makes expertise visible for
succession and development

Prevents costly mistakes
and service disruptions




Metrics and Evidence:
Showing the Impact

- Track time-to-productivity
and days to independence
for new successors

- Measure validation: can the
successor perform the task
independently?

- Rate knowledge by
importance, availability, and
frequency to prioritize

- Connect transfer to fewer
repeated mistakes and
faster onboarding

- Show reduced disruption after
departures, not just completed
documents
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RISK-RATING HEAT STRIPS FOR
CRITICAL KNOWLEDGE AREAS
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Manager-Led Methods That Actually Work

o - Structured interviews: focus
on decisions, exceptions, and
relationships

0 - Shadowing surfaces judgment
calls, micro-decisions, and
unwritten rules

o - Reverse shadowing: successor
performs while the expert
observes and corrects

o - Pair with peer assists and
team sharing routines to
scale beyond 1:1
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Peer Assists
& Team Sharing
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Structured
Interviews
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Matching Methods to Knowledge Types

Explicit
Knowledge

@ Tacit
Knowledge

Embedded

Knowledge

Document for stable
facts, checklists, SOPs,
and step-by-step
processes

Walkthroughs

or Videos

—

e Use walkthroughs or
videos for tools,
dashboards, reports,
and system-heavy
workflows

Shadow
or Pair

AR

¢ Shadow or pair for
judgment calls,
stakeholder
management, and
field work

Direct Interaction

or Personnel
Movement

ahde

e Use direct interaction
or personnel
movement for tacit,
complex, or ambiguous
knowledge



g Designing a Simple

Knowledge Transfer Plan

KNOWLEDGE TRANSFER PLAN

e - Start with a knowledge audit: EIEED GUIDE CARD
what is critical, undocumented,
or at risk AUDITS

Identify what is critical,

R d ted, or at risk.
® - Prioritize ruthlessly by A

operational risk: what would

hurt most if lost PRIORITY RISK

Focus on what would

® - Assign clear ownership, hurt most if lost.

timeline, transfer methods,

and validation criteria OWNERSHIP & TIMELINE

Assign ownership and

® - Use a repeatable template: Setigficapimelige:

role, work, processes, contacts,

decisions, follow-up TRANSFER METHODS

Use the right methods to
share knowledge effectively.

VALIDATION CRITERIA

Confirm understanding and
validate completion.




The Knowledge
Transfer Checklist
and Template

o - Capture role overview, active projects,
key contacts, processes, and context

o - Include informal responsibilities,
unwritten rules, and judgment calls

o - Separate explicit from tacit knowledge;
format for the receiver

o - Treat the checklist as input:
what, who, how, and validation




Knowledge Transfer in
Onboarding and Succession

- Integrate transfer into
30-60-90-day plans, not
just orientation

- Use departing employees
as transfer partners before
they leave

- Link transfer plans to
succession planning and
career development

orQ\o - Managers lead the plan;
HR and L&D provide tools
and structure

- Leadership sets expectations
and models knowledge-
sharing behavior




Real-World Examples and

Common Failure Patterns
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Specialist departure caused
three months of lost progress

Retiring lead transferred
client relationships, not just files

Failure: transfer starts too
late or stays informal

Failure: assuming external
hires replace lost knowledge

Documentation alone fails
without practice and context



Assessing Your Team's

Knowledge Transfer Risk

Start with: what breaks if
this person leaves tomorrow?

Score attrition risk (timing)
and position risk (difficulty
to replace).

Prioritize using importance,
availability, and frequency
ratings.

Flag one-person dependencies
and undocumented processes
early.
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Roles and Ownership Across the Organization

G

TEAM LEADS
AND MANAGERS

L

HR AND L&D
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=
TRANSFER
ACTIONS

SENIOR
LEADERSHIP

Team leads and managers
own day-to-day transfer:
identify risk and validate
completion

HR and L&D provide
templates, tools, and

integrate transfer into
onboarding

Senior leadership sets
expectations, creates
accountability, and
models sharing

Common gaps: no
named owner, no
formalized approach,
knowledge work treated
as optional



Starting Knowledge Transfer in Your Team:

A 30-Day Action Plan

- Run a self-assessment of current
transfer risks and single points of failure

- Select one high-risk role or
process to improve first

- Schedule a knowledge audit and
assign clear ownership

- Choose transfer methods and
set validation checks

- Build transfer into regular team
rhythms to become proactive




PersonWise.

PersonWise - Al digital-human course platform

Scan the code or click anywhere to watch this course live, with voice Q&A
personwise.ai/t/7416fb48/public


https://personwise.ai/t/7416fb48/public?entry_surface=public_courseware_pdf

