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(insert your organisation name here) 
Volunteer Six Monthly and Annual Review

1.
Introduction


The (insert your organisation name here) Volunteer Six Monthly and Annual Review allows for every volunteer to be reviewed through a structured exchange of views relating to the role between volunteers, paid employees and their line managers.


The Review aims to improve communication and enhance the performance of all involved.

2.
Objectives

The Review has been designed to meet the following specific objectives:

i) To maintain high standards of performance.

ii) To increase volunteer morale and motivation.

iii) To identify how volunteers can develop within their role, personally and within (insert your organisation name here).
iv) To provide information for planning.

v) To develop the relationship between the volunteer, their associated team and their line manager

3.
The Review 


A review is a planned discussion between the Department Manager and the volunteer to review how the volunteer has carried out his/her role since the last review.  The discussion during the review is to:

i) Discuss the volunteer’s performance against the task.

ii) Review progress and priorities.

iii) Resolve or identify resolutions to any problems in these areas.

iv) Identify strengths and weaknesses in relation to the role.

v) Provide an opportunity for both parties to discuss how well line management arrangements are working and ways in which way any difficulties can be addressed.

vi) Discuss future objectives and potential, together with training and development needs.

Volunteers will be given the opportunity during the review to give feedback on the line management process.  This could include, for example, what is helpful and unhelpful in how the line manager is providing support and supervision to them, any areas that are either working well or which are a source of difficulty, and any ways in which the line management arrangement could be improved.

Those involved should see reviews as an opportunity for honest discussion. All feedback, observations and comments made in the course of the review process should be objective and illustrated with examples.  Feedback should be delivered with sensitivity and clarity at all times.

4.
Review Scheme

· Reviews will take place on a six monthly basis for the first year and then annually thereafter.
· The Department Manager conducts reviews.

· Plenty of notice about the Review will be given so the volunteer has time to prepare.

· All reviews will take place in private and will remain uninterrupted except in extreme circumstances.

· Following the review the manager will complete the form, give a copy to the volunteer and retain a copy to be kept confidentially and separately from their volunteers file.

(insert your organisation name here) 
Volunteer Six Monthly / Annual Review

	Section 1:  Personal Details



	Name: ________________________________
Role: ______________________________
Team: ________________________________
Supervisors Name: _______________________
	Starting date: __________________
Date of last review: ___________

Date of this review: ___________


	Section 2:  Further topics for discussion



	How was your Induction?  Did you find it easy to settle in and why?

Comment on changes in duties or responsibilities since last review

Discuss any aspects of the job which are unclear or cause problems






	Section 7:  Objectives / Goals for the next 6 months

Objectives should be specific, measurable, achievable, relevant and have a timescale.  These can be personal goals or role related, or a mixture of both.



	


	Section 8:  Reviewer’s overall comments



	Signature: _________________________________________  Date: _____________________


	Section 9:  Volunteers comments



	My role and this review report have been discussed with me.

Signature: _________________________________________Date: _____________________




Copy to volunteer ( Original to Manager’s files (
Volunteer’s comments on line management process and relationship with manager/ team/ wider (insert your organisation name here) 















































Consider any additional support/training/resources 















































Discuss any challenges in the coming months arising from the role and consider how they will be dealt with
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