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VSO Supporter Groups Guidance: Volunteer Contact Details and Data Protection

VSO can provide our Supporter Groups with contact details for volunteers in their area so they can get in touch with them to:

· offer support to the volunteer.

· encourage the volunteer to get involved with the supporter group.

VSO Supporter Groups are unique in being able of offer this support to volunteers and provide an ongoing link to VSO in their local area. 

Personal details of volunteers fall under the 1998 Data Protection Act. VSO shares this information with VSO Supporter Groups for specified and agreed purposes, which are to increase involvement in the Supporter Group and/or to support VSO volunteers.  VSO is able to share volunteer details with VSO Supporter Groups because the groups are part of VSO and not a third party organisation.

The Data Protection Act 1998 means that VSO is legally obliged to protect any personal information they hold. This applies equally to all VSO staff and VSO Supporter Groups. Unlawful disclosure of data is a criminal offence. It is important that this data is handled with care and within the legislation of the Data Protection Act 1998. 

In processing this data, each individual VSO Supporter Group is bound by the Data Protection Act 1998 and VSO’s Data Protection Policy.   
You must:

· Take care that the data is stored safely and not open to misuse.  

· Use the information only for the purposes stated above and below
· Offer support to the volunteer

· Encourage the volunteer get involved with the supporter group
You must not:

· Give personal details to third parties without the individual's consent. 
This includes giving details to local media or talking about the volunteers to anyone outside of the VSO Supporter Group, including potential donors. 
If you ensure you stick to these simple rules then there should be no problems with VSO continuing to share volunteer data with VSO Supporter Groups. 

If you have any questions please contact VSO on:

020 870 7500

supportergroups@vso.org.uk 

dataprotectiondesk@vso.org.uk 

You can also find further information about Data Protection here:
Information Commissioners Office www.ico.gov.uk
VSO’s full Data Protection Policy Statement is overleaf.

Data Protection Policy Statement

VSO is committed to meeting its obligations under the Data Protection Act of 1998.  VSO will strive to observe the current legislation in all collection and processing of subject data and will meet any subject access request in compliance with legislation.  VSO will only use data in ways relevant to carrying out its legitimate purposes and functions as an international charity in a way that is not prejudicial to the interests of individuals.  VSO will take due care in the collection, storage and disclosure of any sensitive data.   VSO staff will do their utmost to keep all data accurate, timely and secure.

In order to conduct its legitimate business as an international charity and to meet its stated goals, VSO will share its data with VSO staff, National Overseas Partners and selected contractors, and will work to ensure that all staff understand they are required to observe UK data protection legislation when handling data transferred overseas from London.


All VSO staff, whether permanent or temporary, and voluntary workers, must be aware of the requirements of the Data Protection Act when they collect or handle data about an individual.  VSO staff must not disclose data except where there is subject consent, or legal requirement.  Data sent to outside agencies must always be protected by a written contract.  All collection and processing must be done in good faith.

The Data Protection Desk (based in the Chief Executive’s Office) will keep records of all complaints by data subjects and the follow up.  It will also keep a record of all data access requests.    There will be a repository of all VSO statements of Data Protection legislation compliance and information about any contacts made with the Office of the Information Commissioner (OIC).  This information will be available to staff and data subjects on request.

VSO will inform subjects of any processing, disclosure or overseas transfer that does not fall within VSO’s purpose in a way that any individual supplying could be expected to understand.  VSO will keep Notification (registration), as legally required by the OIC, up to date. 


Principles of data protection outlined in the Data Protection Act:

Anyone processing personal data must comply with the eight enforceable principles of good practice. They say that data must be:

· Fairly and lawfully processed;

· Processed for limited purposes;

· Adequate, relevant and not excessive; 

· Accurate;

· Not kept longer than necessary;

· Processed in accordance with the data subjects rights;

· Secure;

· Not transferred to countries without adequate protection;

� VSO Framework for Managing Supporter Groups – item 1 and 2
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This information supports items 27 and 28 of the VSO Framework for Supporter Group Management.


