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STEP TWO
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Enter and Confirm your
Email and create a

Password...

When signing up use your personal email address. Remember, you
can keep recording your volunteering hours and gaining awards
until you reach 25 years old. If you use your school, college or
university email address you can’t access your account once you
leave education.

If you don’t have a personal email address, we encourage you to
create one. You can ask a friend or family member for help or
contact us at BCA if you need support in doing this, please phone
us on 0300 1247522  and ask for 
Stephanie, our Volunteering 
Development Lead. Having 
your own personal email 
address will  also help if you 
are looking for work as it is 
better to use one for job seeking. 

Top Tip
Make the password easy for

you. Keep it short with numbers
you will remember, such as an
item or person you see every
day and a memorable date.
Write this down on ‘notes’ on

your phone.

...then select
Sign up



Complete the Volunteer
Sign up Form

STEP THREE
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You must check the box
to accept the terms &
conditions to continue

setting up your account.
You can select terms &

conditions to read what
you are consenting to.

Once complete 
Submit details

Top Tip
Triple-check your spelling as this is
how your name will appear on your
certificates. If you would like middle
names on your certificates, put this

in the First name box. 



STEP FOUR

Welcome to your account home page! You can look around by
selecting any of the options on the left-hand side. 

The bottom of your page shows the organisation that is available to
support you with any issues you may be having with your account,
in the Scottish Borders this is Borders Community Action.

You can start adding your volunteering information once you are in
a role and completing volunteering hours. You can enter this as and
when you volunteer or put in the hours in a bulk amount.

If you have signed up to the Saltire Awards and haven't yet found
anywhere to volunteer we can help find you an opportunity. Please
email volunteering@borderscommunityaction.org.uk for support.
.
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Explore your account!

...then My Volunteering -
log hours to start

recording your hours
Select My Volunteering...

mailto:volunteering@borderscommunityaction.org.uk


STEP FIVE

Your account will look like this before logging your volunteering
hours.
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Select Add an
organisation to enter the

details of your
volunteering role

If you have a code from a
group administrator (a

certificate from a
volunteering organisation
before signing up), select
Claim award with code to
enter the code and get a
downloadable version of

the award.



STEP SIX
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Start by entering the details of your volunteering including the full
name of the organisation you volunteer for, we have put an
example below.

Please do not just write ‘Volunteer’ in the My volunteer role section.
Write what you do, such as Social Centre Volunteer, Fundraising
Volunteer, Gardener, Volunteer Tutor, Classroom Support, Activity
Assistant Volunteer etc. If you are unsure of what to write, please
speak to the organisation you are volunteering for.

Top Tip
Double-check the spelling of the
organisation and role name as

this will appear on your
certificate.

Complete details of your
volunteering

Select one of the UN
Sustainable Development

Goals, a logo will be included
on your certificate by doing so.

 We have chosen one from the
drop-down list for you to see.
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Please make sure that when you are filling in the details of your
volunteer manager you include their correct email address and
phone number so we can contact them to confirm your hours. 

Complete your Volunteer
managers details



Add in your volunteering
hours

Once you reach a
milestone go to

My Awards

Select Claim this
certificate

STEP SEVEN
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We will send an automic email out to your volunteer manager and
as soon as they have confimred yours hours – you will be able to
download and print your award. 
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You can see how long
you have until your next

award!



Borders Community Action

BordersTSI

BordersCA

Follow us on: 

Help and Support 

We can also help you with finding volunteer opportunities.

0300 1247522

saltire@borderscommunityaction.org.uk

If you need support with your Saltire account please contact us:

volunteering@borderscommunityaction.org.uk

www.borderstsi.org.uk

Please visit our website or get in touch with our Volunteering Team: 
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