THE LUXURY OF ATTENTION  ·  TOOLKIT
One page handover plan
Hand over one thing only you hold, and record the shift on which someone else held your standard.
WHAT STOPS OR SLIPS WHEN I AM AWAY
 
 
 
THE ONE ITEM THAT MATTERS MOST TO THE GUEST
 
HOW I DO IT, IN PLAIN WORDS A NEW COLLEAGUE COULD FOLLOW, AND WHAT GOOD LOOKS LIKE
 
 
 
 
THE TEACHING SESSION
	Who
	When
	What I watched them do once without interrupting

	
	
	



THEIR SHIFT: EVERY POINT WHERE I WANTED TO STEP IN
	Moment
	Did I step in?
	What this tells me I have not yet handed over

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



THE THIRD PERSON THEY TAUGHT IT TO, WHILE I LISTENED
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