Leeds University Union
Volunteering Post-Project Form
This form is to be completed as soon as possible when you get back from a project. You must send a copy of the form to volunteering@luu.leeds.ac.uk and file another copy in your project handover folder. 

This form is for our own records:

· The volunteer information goes onto our volunteer database – to keep track of volunteer hours and to determine how many projects the volunteer has taken part in (for deposit returns)

· The comments are for other project coordinators, and yourselves, for future use
Please note that volunteer hours should be the total time that a volunteer puts into the project so this also includes hours spent organising.  

	Project Name:
	
	Project Date:
	


	Project Overview:

	


Volunteers – volunteer hours

	Insert Volunteer's Name
	Insert Volunteer's Volunteer Hours

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Incidents
	How many incident forms have you used?
	Incident:
Safeguarding:

Physical Contact:



	Have you handed your incident forms to your Dev Co?
	y/n


First Aid Kits

	Did you use any equipment from the first aid kits?
	y/n

	Have you replenished the first aid kits?
	y/n


Feedback
	Have you sent off feedback forms?
	y/n


Finance

	Have you reclaimed your expenses? 
	y/n

	Have you returned all cash advances/receipts?
	y/n


Reflective Log

What activities did you do?:

	1) What went really well?

	


	2) What didn’t go as well?

	


	3)What would you do differently?

	


	4) Did the volunteers make any suggestions/comments? If so, what were they?

	


	5)Do you have any other comments?

	


Handover
	Have you put a copy of this form into your handover folder? 
	y/n

	Have you put your financial records into your handover folder?
	y/n


