
 

 

 

Make sure your Office details are correct to avoid card delays  

As outlined in the Sentinel Scheme rules, the contact information for your sponsor including all local 
Office address details must be kept up-to-date.  
 
Incorrect details can lead to a delay in the delivery of Sentinel cards. This could result in the loss of 
shifts and the potential of your organisation not receiving important emails from the Sentinel Team 
or other associated updates. 

Here are the steps you can follow in your Sponsor Administration login to check and amend your 

organisation’s address and contact information. 

1. Choose the ‘My Account’ tab and click the Edit My Contacts/Offices icon 

 

2. Under the ‘Details’ tab, check your organisations email address – this is the main email 

address we will use to send out updates or contact you regarding other Sentinel issues. 

 



 

 

 

 

3. Use the ‘Office’ tab to include the details of the main office and also any local office 

addresses. Select add to include an additional address or click to highlight an existing office 

name and then click edit to amend the postal address for this location – this is the address 

that cards ordered against that office will be posted to so be sure to include a contact name 

/ FAO details and make sure the address is correct. 

 

 
 

 

 

 

 

 

 



 

 

 

 

4. Finally, use the ‘Contacts’ tab to check, add or amend your office contact telephone number. 

Select add to include an additional office contact or click to highlight an existing office 

contact and then click edit to amend. 

 

 

 


