



Exit Planning Checklist
[PROJECT TITLE]
[MONTH YEAR]

All projects should have an exit plan in place for their project closure phase.
Project closure may be driven by one or more of the following:
· Project aims and objectives have been achieved.
· Project deliverables have been completed.
· Project timeline has been met and cannot be extended.
· Project budget has been spent, and no further funding is available.
The table below outlines the key activities that should be undertaken as part of project closure. These should be incorporated into project plans with clearly identified responsible officers and timelines for completion.
	Plan for next steps

	· Review the project plan to ensure all tasks have been completed, or hand over remaining tasks that need to be completed.
· Transition deliverables/activities to business as usual (BAU) or other projects, as appropriate.
· Implement plans to embed and sustain the change.

	Communicate with stakeholders

	· Communicate project closure to project stakeholders, including but not limited to:
· Project team members
· People with lived and living experience who have been involved in the design and delivery of the project
· Organisation stakeholders
· External sponsors/funders
· Partner organisations
· Teams who deliver/support services affected by the project
· People who need and access services affected by the project
· The wider health and social care system, as appropriate

	Capture learning

	· Capture and share learning from the project to identify actions for improvement and inform how future change is undertaken in the organisation, including learning in relation to:
· what went well
· what could be improved next time
· the specific change that has been made
· the process followed (the steps of change)
· what helped or hindered the change (the enablers of change)
· Create an action plan for improvements, as necessary.
· Create and publish case studies, impact stories, evaluation reports, finding reports in line with knowledge mobilisation plan.

	Project management

	· Finalise/update all project documentation, including but not limited to:
· PID
· Project plan
· Measurement and evaluation documentation
· Stakeholder documentation, ensure compliance with GDPR, etc.
· Involvement/user research documentation, ensure compliance with GDPR, etc.
· Equality impact assessment
· File final versions of all project documentation and deliverables.
· Close any project specific MS Teams channels. 
· Close/resolve any project risks or issues.

	Finance

	· Finalise project budget in partnership with the Finance department.
· Pay any outstanding invoices.
· Close any contracts with external suppliers.

	Governance and reporting

	· Disband any project governance, advisory or delivery groups.
· Produce an end-of-project report outlining how the project’s aims, objectives and deliverables have been achieved.

	Impact and evaluation

	· Capture data on how changes made in the system are performing; is there evidence of improvement in line with the project’s aims and objectives?
· Capture evaluation data on short- and medium-term impact, in line with the project logic model and measurement plan.
· Ensure plans are in place to capture longer-term evaluation data on impact on people/population and the health and social care system in line with the project logic model and measurement plan.

	Project team

	· Consider risks to project delivery if staff leave the project early (particularly those on fixed-term contracts). Debrief the project team.
· Assign project team members to other work in line with organisational processes.
· Celebrate success.
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