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PURPOSE

To maintain an enjoyable and effective volunteering environment and take into consideration feedback provided by volunteers when they depart. To utilise feedback from volunteers to continually improve the Club and/or event and address any concerns or risks affecting volunteers.

POLICY

All volunteers will be provided with the opportunity to conduct an exit interview or survey, in person or in writing, on their departure or at the completion of an event.

PROCEDURE

· A generic template should be developed by the club and/or event to use (see example at the end of this policy.

· All volunteers should be provided with the opportunity to complete an exit interview or survey when they leave or complete an event.
· Exit interviews and surveys should be managed by two Volunteer Committee Members.

· Completed exit interviews and surveys should be reviewed by the Committee and any necessary action taken regarding grievances or unsafe practices.

· Any information provided in an exit interview or survey should not be held against the volunteer and should be kept private within the Committee.
· Completed exit interviews should be stored in a safe and secure location.
Adapted from: www.clubhelp.org.au
Sample Exit Interview Form



	Name:
	
	
	Date:
	


	What is your primary reason for leaving?

	

	Did anything trigger your decision to leave?

	

	What was most satisfying about your role?

	

	What was least satisfying about your role?

	

	What would you change about your role?

	


	Did your role turn out to be as you expected?

	


	Did you receive enough training to perform your role effectively?

	

	Did you receive adequate support to perform your role?

	

	Would you recommend volunteering at our club to your family and friends?

	

	How do you generally feel about our club, eg what did you like most/like least?

	

	Do you have any tips to help us find your replacement?

	

	Is there another volunteer role you would like to perform at our club?

	

	Did any policies or procedures (or any other obstacles) make your job more difficult?

	


	Signature:
	
	Signature:
	

	

	Date:
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