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This process supports volunteers who choose to step back, pause, or end their involvement. It ensures they feel appreciated, respected, and supported — and that the organisation learns from their experience.
1. Purpose of the Exit Process
The exit process exists to:
· Ensure volunteers feel valued when they leave
· Provide a smooth, respectful transition
· Gather feedback to improve the volunteer experience
· Maintain accurate records
· Protect safety, safeguarding, and data integrity
· Keep the door open for volunteers to return in future
Volunteers can leave at any time — no pressure, no judgement.
2. Reasons Volunteers May Leave
Volunteers step back for many reasons, including:
· Changes in personal circumstances
· Health or wellbeing needs
· Work or family commitments
· Moving away
· Feeling ready for a break
· Wanting to try a different role
· Simply completing the time they intended to give
All reasons are valid — we support volunteers whatever their situation.
3. How Volunteers Can Let Us Know
Volunteers can tell us they want to step back by:
· Speaking to the Volunteer Lead
· Emailing the organisation
· Mentioning it during a check‑in
· Letting an Event Lead know
We ask for as much notice as possible, but we understand that life happens.
4. Exit Conversation
A short, friendly conversation is offered — not required.
The purpose is to:
· Thank the volunteer
· Check on their wellbeing
· Understand their experience
· Ask if they’d like to stay connected
· Identify any improvements we can make
Questions may include:
· What did you enjoy most?
· What could we improve?
· Did you feel supported?
· Would you volunteer again in future?
This is always optional and handled with kindness.
5. Exit Survey (Optional)
Volunteers may be offered a simple online survey covering:
· Their experience
· Training and support
· Suggestions for improvement
· Whether they’d like to stay on the mailing list
· Whether they’d consider returning
This helps us learn and grow.
6. Practical Steps
When a volunteer leaves, we will:
· Update volunteer records
· Remove access to systems (if applicable)
· Collect any equipment or materials
· Confirm removal from WhatsApp groups or mailing lists (if requested)
· Thank the volunteer formally
· Record any feedback
This ensures safety, data protection, and good governance.
7. Thanking the Volunteer
Every volunteer receives a warm thank‑you, which may include:
· A personal message
· A card
· A mention at a volunteer meeting
· An invitation to stay connected
We want volunteers to leave feeling appreciated.
8. Staying Connected
Volunteers can choose to:
· Join our mailing list
· Attend community events
· Stay in social groups
· Return to volunteering later
· Support us as ambassadors
Leaving a role doesn’t mean leaving the community.
9. Re‑Joining in the Future
If a volunteer wants to return:
· They are welcomed back warmly
· A short refresher induction is offered
· Training is updated if needed
· A new role can be discussed
We make returning easy and positive.
10. Exit Due to Concerns or Safety Issues
In rare cases where a volunteer must be asked to step back due to:
· Safeguarding concerns
· Repeated boundary issues
· Behaviour that risks safety or wellbeing
· Serious breaches of policy
The process will be:
· Fair
· Respectful
· Transparent
· Documented
· Led by the Volunteer Lead and/or Board
Support is offered where appropriate.
11. Record‑Keeping
We keep secure records of:
· Date of exit
· Reason for leaving (if shared)
· Feedback
· Any safeguarding or safety notes
· Whether they wish to stay connected
All data is handled in line with UK GDPR.
12. Review of the Exit Process
This process is reviewed annually or sooner if:
· Volunteer needs change
· Feedback suggests improvements
· Policies are updated

