INFORMATION TO COLLECT ON VOLUNTEERS

	Information
	Collection Method
	Purpose

	Name, contact details, emergency contact, date of birth, health issues or support needed, references
	Application Form
	Contacting the Volunteer, identification and understanding their needs

	Motivation, how they heard about the opportunity, areas of interest, skills experience or knowledge, availability
	Application Form and Interview Process
	Improve recruitment, matching and placing Volunteers effectively

	Hours pent volunteering and activities undertaken
	Optional time-sheet
	To quantify the amount of hours Volunteers help out and to understand the cost-benefit ratio of volunteering

	Amount and type of expense incurred
	Expenses claim form
	To reimburse Volunteers for out-of-pocket expenses and to understand the cost-benefit ratio of volunteering

	Suggestions for improving activities, complaints, feedback or evaluation of Volunteer placement
	Volunteer Survey, Exit Interviews , Feedback Forms
	To improve Volunteer Management, understand the impact and outcomes of volunteering and to create a high quality Volunteer experience which helps the Centre/Club meet its goals


