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To be completed for all newly identified risks
For further guidance on completing this form please refer to Guidelines for Completing a Risk Assessment Form (available on the Trust’s intranet) or contact your directorate Risk Lead


	ID
	
	Title
	Phone contact between volunteers and service users

	Department / Directorate
	Voluntary Services

	Description of risk
	It may be appropriate at times for volunteers to call service users, for example in areas where volunteers support patients through their treatment. The risks involved include;
· A volunteer having a service users’ personal details
· Storage of service users data by a volunteer
· GDPR issues e.g. consent to data being used for this purpose
· Costs incurred by volunteer using their own phone 
· Service users becoming aware of volunteers’ personal contact number – service users could then continue to contact volunteer against their wishes

	Existing controls in place when risk was identified
	Volunteers sign confidentiality agreement on commencement of volunteering, undertake mandatory training which includes Information Governance and this is repeated annually.

	Initial Risk Score i.e. with existing controls in place
	Consequence (1-5)
	2

	
	Likelihood (1–5)
	3

	
	Risk Score (1 – 25)
	6

	Action Plan to reduce the risk to an acceptable level

	Description of actions 
	Cost
	Responsibility
(Job title)
	Completion
Date

	Volunteers to be advised around security of service users’ information and not to take notes which detail any personal information.
	0
	Relevant department lead
	Ongoing

	[bookmark: _GoBack]Service users must consent for their information to be shared with the volunteer and be used for this purpose to meet with GDPR regulations. This must be documented by the department conducting the service.
	0
	Relevant department lead
	Ongoing

	If possible, a Trust phone to be provided or calls made from Trust premises. If volunteer to use own phone they must be able to use their own free minutes as a process is not in place to reimburse them.
	0
	Relevant department lead
	Ongoing

	Volunteer to be advised to dial 141 before the service users’ number which will withhold the volunteer’s number.
	0
	Relevant department lead
	Ongoing

	Guidance to be provided for staff and volunteers detailing the above.
	0
	Vol Serv Mgr
	30/04/20

	Target Risk Score i.e. after full implementation of action plan
	Consequence (1-5)
	2

	
	Likelihood (1–5)
	1

	
	Risk Score (1 – 25)
	2

	
	Date for completion
	30/04/20

	Rationale for Target score
	Should the actions and guidance detailed above be followed the likelihood of a breach of data becomes Rare and the consequences remain Minor.


	Assessment undertaken by:
Name
	
Job title

	Emma Scott
	Voluntary Services Manager

	
	

	
	

	Date of assessment 
	30/04/2020
	Date of next review
	30/04/2022

	Risk Approved by (Group):  
	
	Date
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