Volunteer Data Safety Guidelines

Dear [Volunteer Name],
Thank you for your commitment to our organization. As a volunteer, you play a crucial role in

assisting us to achieve our mission. To ensure the safety and confidentiality of the data we
handle, please adhere to the following guidelines:

Data Privacy

« Never share personal information of clients or colleagues without consent.
o Ensure that all personal data is stored securely and is accessible only to authorized
individuals.

Data Security

e Use strong, unique passwords for all accounts related to your volunteer work.
« Encrypt sensitive data when storing or transmitting it.

Incident Reporting

e Report any data breaches or security incidents immediately to your supervisor.
« Document any suspected breaches as per organizational protocol.

Your cooperation is essential for maintaining the integrity and confidentiality of our data. If you
have any questions regarding these guidelines, please feel free to contact us.

Thank you for your attention to these important matters!
Sincerely,
[Your Name]

[Your Position]
[Organization Name]



