
Emergency Knowledge Transfer

A customized version of our 3-step knowledge transfer process—see other side—maximized for speed–to achieve a quick, clear, 
measurable reduction of critical knowledge loss when an employee departs.

How does emergency knowledge 
transfer differ from traditional 
knowledge transfer?

While Emergency Knowledge Transfer is an excellent response to mitigating the risk 
of lost knowledge in the event of a surprise departure, it is no substitute for routinely 
maintaining a clear and sufficiently low talent risk profile. Instead of a sprint race that 
leaves everyone panting at the end, traditional knowledge transfer and talent risk 
management is like a well-played chess game: taking care of the whole board and  
the whole team with a detailed plan that is always looking several moves ahead.

EKT Roadmap

Lightning 
Round

Engage
Meet with key 
stakeholders to write 
and implement a brief 
Communication Plan 
to clarify expectations 
and set priorities with 
everyone involved. 
Assess and manage  
time conflicts. 

Plan
Write a detailed master 
Skill Development Plan 
for each Knowledge Silo. 
Then customize that 
plan for each apprentice 
based on business need, 
relevant background, and 
the number of available 
hours remaining. Use 
these plans after the 
expert’s departure 
as a critical source of 
documentation and for 
future knowledge transfer.

Analyze 
Talent Risk
Identify and prioritize 
your departing expert’s 
unique and critical areas 
of expertise, listing 
them as Knowledge 
Silos. Select teammates 
who will learn from the 
expert (the apprentices) 
and ensure they are 
prepared to participate.

Timeline
Calculate the number of 
available hours before 
your expert’s last day 
and plan to use each 
hour carefully. 

Implement
Provide training and 
tools to facilitate the 
transfer of knowledge 
quickly. The experts 
are prepared to teach, 
the apprentices are 
prepared to drive their 
own learning, and the 
managers are prepared 
to watch the clock  
and troubleshoot  
any roadblocks.

Measure 
Use the test questions 
built into the process 
to validate that critical 
knowledge has been 
transferred. Questions 
include: mistakes to 
avoid, people to know, 
rules to follow and how 
to know if you’re in over 
your head.

Wrap up
In your departing expert’s 
last few hours, review 
the customized Skill 
Development Plans and 
use remaining minutes 
to collect specific advice 
for managing any lower 
priority tasks or skills that 
were not yet covered. 
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Timeline and planning can be completed in as little as 1-2 days
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3-step Knowledge Transfer
IDENTIFY RISK

Knowledge Silo Matrix
CREATE A PLAN

Skill Development Plan

LEARN TO ACT ON PLAN

Knowledge Transfer Workshop

      
  

The KTW provides 15 tools to support experts, apprentices 
and managers.
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STEP
1

STEP
2

STEP
3

• What are the knowledge 
 domains or “silos” that  need 
 to be known?

• Who is the expert setting the 
 standard for each silo?

• Do you have enough backup?

• What is the risk you’ll have 
 insufficient backups 1–3 
 years from now?

The SDP creates a measurable path to reduce risk.

Skill Sequence Test Questions Date Resources

Write a... 1, 2, 3, 5 May
10

May
17

May
19

May
25

May
28

Specific documentation at location...

Design a... 1, 2, 3, 8 formal training date

Build a relationship with... 3, 4, 7, 8, 14 name of a mentor

Lead...meeting 1, 2, 9 specific template

Troubleshoot.... 2, 5, 7, 14, 20

1

2

3

4

5 samples at this location...

• Define roles and clarify 
 expectations

• Stay in touch while still getting 
 your regular work done

• Clarify and cover “the 
 basics” first

• Explain the “big picture”

• Write and be held accountable
 to a Skill Development Plan

• Teach across generational and 
 learning style boundaries

• Test to ensure wisdom and tacit 
 knowledge have been transferred

• Give feedback on the 
 resulting work

The KSM assesses risk.
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