Complete End-of-Hosting Checklist 
This list is not exhaustive: 
|_|  Agree and record the decision to end hosting, including reasons, proposed end date, and named leads on both sides for delivery. 
|_|  Confirm the forum’s future structure (independent or new host) and record any required legal steps, timelines, and who is responsible. 
|_|  Check grant conditions and notify funders early; obtain written consent before transferring any grant funds, responsibilities, or reporting arrangements. 
|_|  Complete a final financial reconciliation: funds held for forum purposes, restricted funds, agreed support/overheads, and any outstanding commitments. 
|_|  Agree what monitoring/reporting is due (mid-year or year-end) and schedule internal deadlines for drafting, review, and required sign-off. Talk to the grants team or your Contact adviser about your DfE grant.
|_|  Set up or confirm the forum’s bank account and finance processes (signatories, approvals, reconciliation routine) ahead of the exit date. 
|_|  Create or update an asset/equipment register (owned vs loaned, condition, location) and agree item-by-item what transfers and what does not. 
|_|  Agree how membership/supporter data and volunteer records will be transferred lawfully and transparently; document controller responsibilities and secure transfer method. 
|_|  Transfer or recreate digital access before the exit date (domain, website, email accounts, cloud storage, shared drives, mailing platforms, admin rights, Multi Factor Authentication (MFA)). Agree a date for host access removal.
|_|  Agree ownership and permitted use of intellectual property (name, logo, branding, resources, training materials, website content, social media accounts/handles). 
|_|  Review contracts and liabilities (suppliers, leases, insurance, staffing/TUPE considerations, complaints, disputes) and document what happens to each one. 
|_|  Confirm key policies are in place and approved for the post-exit model (safeguarding, data protection, finance, complaints, decision-making, volunteer/staff policies).
|_|  Carry out a skills and capacity review of the steering group and agree gaps, training, mentoring, or temporary support to keep delivery safe and realistic. 
|_|  Agree a communications plan and timeline for members, partners (local authority/ICB), funders, and volunteers, including a joint message and updated contact routes. 
|_|  Put a written transition/exit agreement in place (end date, transfers, responsibilities, restricted funds, reporting, liabilities, and dispute resolution), signed by both parties. 
|_|  Agree any post-exit support (what, by whom, how long, cost if any, and review date), and confirm what happens if issues arise after the split. 

