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VOLUNTEER INTERVIEW PROCESS

YOUR ORGANISATION'S NAME HERE 

Interviews don't need to be very formal, but they do need to give both the organisation and the volunteer an opportunity to get to know each other before either decides to go any further

For the volunteer, the interview is an opportunity to: 

· ask questions about the volunteer opportunity and the organisation 

· decide if they'd like to volunteer for the organisation

For the organisation, the interview is an opportunity to: 

· describe the volunteer opportunity and the responsibilities the volunteer would need to take on in more detail 

· assess the potential volunteers ability to perform in the role 

· discuss with the volunteer details such as start dates, training, supervision and volunteer expenses

· give a positive impression to the volunteer of the organisation

· discuss any information on the Self Declaration Form, so you can understand the context and decide if the information disclosed is relevant to the position. Don't forget this information is confidential and must only be shared with those interviewing the volunteer. You should also refer to your Recruitment of Ex-Offenders Policy to ensure you are not unfairly discriminating against people with convictions. 

Preparing for the interview itself`:

· Who should do the interview? The Named Contact is probably essential, but perhaps also the Chair of the organisation or another office holder? Remember that you will be discussing confidential information.

· Where should you hold it?

· When would suit you and the volunteer?

· What sort of questions do you want to ask? Looking at the information given on application form might be a good start

· Avoid asking closed questions to which the candidate can simply answer 'Yes', 'No', or 'That's right'

· Ask open questions, such as those starting with 'what', when', why', 'where' and 'how'. 

· Ask one question at a time

Other areas to consider:

· Have a list of the sort of jobs that the volunteer might be asked to do

· If there are issues in the application form that interest or concern you this is the time to discuss them

· If there is conviction or non conviction information in the self-declaration form you need to talk about these and decide if the information given/convictions will prevent you from offering the volunteering opportunity. You will also need to explain this to the volunteer

· Reassue the volunteer that the interview is as much for their benefit as the organisations, they can always decide not to volunteer

· Allow time during each interview for the volunteer to ask questions and make sure that the interviewer has sufficient information about the volunteer opportunity to answer any reasonable question.

Don't forget that all personal information is confidential and should be stored securely

Interview sheet over page/…

Interview Sheet

Name of volunteer:
     
Interviewers:
     
Date:

     
Please spend a moment of your time to introduce yourself and highlight your experience.

	Question 1:     
Brief outline of answer:     



	Question 2:     
Brief outline of answer:     



	Question 3:     
Brief outline of answer:     



	Question 4:     
Brief outline of answer:     



General comments from interview: 

	     


Offer the volunteer opportunity?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


