EXAMPLE DOCUMENT


Volunteers Exit Interview Form

Name:  
    Current Role:  


Team:
    Location:  


Start Date:  
  End Date:


Supervisor:


· Consider whether someone other than the Supervisor should conduct the interview.

· Consider whether the interview should be conducted away from the office.

· Explain why the interview is taking place.  ‘(insert your organisation’s name here) is sorry to lose you and wants to learn any lessons from your departure’.

· Explain that the interview is confidential although insights gained will inform (insert your organisation’s name here) reviews of policy and practice.

· Explain that information given during the interview will not affect future references or offers of re-employment.

What did you like most about your role and why?

What did you like least about your role and why?

Was your workload fair?

Were your duties clearly defined?  Is the task description accurate?

Did you receive adequate training, both on-the-job and specialised?

What do you think of (insert your organisation’s name here)’s approach to equality?

Any suggested improvements to the role?

Did you think morale in your department was:  Very good       Good           Fair        Poor        

Were safety procedures properly followed?

How would you rate your supervisor:  Very good            Good           Fair            Poor       

Why did you decide to leave (insert your organisation’s name here)?

If you are taking up another volunteering role where will you be working?

What type of work will you be doing?  Is it better for you? If so why?

Any other comments?

Reason for leaving in opinion of interviewer:

Comments and suggested future action:

Signature:  
   Date:   


