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1. Purpose

This procedure is to be accepted and observed by all members, staff and volunteers within
Four Pillars. Breaches of the procedure may be regarded as gross misconduct.

2. Ownership

This is the Activity Leadership Procedure of Four Pillars. The ownership of this procedure is
to that of the Four Pillars board of trustees, who discharges its implementation to the
management of Four Pillars. The management may discharge duties to a nominated
member of staff or volunteer.

3. Statement of procedure

When leading a community activity, volunteers will need to be aware of the standards to
which their conduct will be held. This document seeks to provide the necessary steps that a
volunteer will need to take before leading such a activity.

4. Principles of procedure

4.1 Our aim is to empower volunteers to setup and run activities for Four Pillars, in order to
do so, some basic good practice will apply

4.2 Volunteers must be aware of the procedures that directly impact their role

4.2.1 Volunteers should have access to, and a working knowledge of the policies and
procedures that are in place to protect both themselves and service users. Examples
of the policies which could be necessary for a volunteer activity leader to know may
include (but may not be limited to) our Volunteer Policy, Activities & Event Planning,
Confidentiality Policy, Risk Management Policy, Lone Working Policy, Risk
Assessments

5. Preparing for the event/activity

5.1.1 Ensure your proposed activity is wanted/needed and will be utilised in the location,
day and time in which you propose
5.1.2 Write a proposal and submit to the Volunteer manager (template available on
request)
5.1.2.1 Wait for approval before commencing any further
5.2 Find a suitable venue for the activity, this can be discussed with the LGBT+ Outreach
Support Team
5.2.1 Submit an internal event form (link will be provided upon request) to ensure all
departments are aware of the activity for promotion, assistance, safety, etc.
5.3 Have the contact details for the venue and relevant Four Pillars staff member
5.3.1 This to ensure good lines of communication between Four Pillars and any venue in
question. Due to the isolated nature of many Aberdeenshire, Moray and greater
Grampian venues, any change in plan such as a venue closure or weather warning
could result in time wasted travelling both for Volunteers and for the service users
looking to attend, as well as potential risk of injury.
5.4 With improved communication in mind, Volunteers should share the contact information
and event plan with their Four Pillars supervisor.
5.4.2 VENUE NAME | VENUE ADDRESS | CONTACT/MEMBER OF STAFF NAME | VENUE
PHONE NUMBER | TIME AND DATE OF ACTIVITY | ACTIVITY

FOUR PILLARS CONTACT NAME | NUMBER | EMAIL
FOUR PILLARS CEO NAME | NUMBER | EMAIL



4. Delivering the event/activity

4.1 Volunteers should make sure they arrive at least 20 minutes before the start time of the

event

4.2 They should check in with the buildings staff and ensure safety protocols are in place

e.qg. fire exits/alarms, etc.

4.3 Volunteers should be dressed appropriately for the activity they are carrying out, whilst

looking professional

4.4 Volunteer should record data as participants arrive (this varies based on the activity

please see staff member in charge)

4.4.2 Volunteer Activity Leaders will be responsible for the recording of activity attendance.
This is done via a simple online form and takes almost no time at all, but is essential
in ensuring that we can continue to provide these services as well as prioritise which
activities/workshops are the most well attended. The better record of support we
have, the easier it will be to justify further funding applications in future and keep the
service running smoothly.

4.5 Volunteer activity leaders do not provide one-to-one support

4.5.2 Whilst Volunteer Activity Leaders may often find themselves providing conversational
support and a listening ear during the course of an event, they must remain mindful
of the training and background checks required to provide in-depth one-to-one
support.

4.5.3 A one-to-one is defined as ‘a chat held in private’, away from other members of the
group and usually in a private room

4.5.4 As such, the role of the Volunteer Activity Leader would be to signpost or refer a
service user directly to an outreach worker. Making it clear that they are not qualified
if someone tries to engage in an in-depth support session is not only for the
protection of service users, but of volunteers themselves. Whilst this will be a tricky
line to walk, Volunteer Activity Leaders could provide some support in helping the
service user complete an online request form to ensure it gets to the right place, and
may even wish to follow up with staff to ensure the request has been received and is
being taken care of.

4.6 Volunteers should announce the end of the session with 15 minutes warning

4.6.1 This is to ensure people finish up what they are doing, use facilities if needed and
say their good byes. This will assist in ensuring you finish on-time, which could be
essential to the host venue

4.7 Before leaving ensure you have captured all necessary data, including feedback form

4.8 Ensure everything is tidy and that staff on premises know you are leaving

4.8.1 It's good practice to inform the volunteer manager that you are going to be traveling
at this point.

5. Responsibilities

Overall and final responsibility for Activity Leadership Procedure is shared collectively by the
trustees.

The trustees delegate the responsibility of following this procedure to the management team.

The management will:
e Arrange for the implementation of this procedure in consultation with staff and
volunteers

e Arrange for the adequate instruction and training of staff and volunteers in all matters
related to this procedure

¢ Arrange for the contents of this procedure to be known to all staff and volunteers

The staff and volunteers of Four Pillars have a duty to:
e Follow this procedure



e Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
o Report potential or actual hazards as soon as possible

6. Risk Assessment
The trustees will ensure that all risk assessments are undertaken for any part of the charity’s

activities to which they are applicable, copies of these risk assessments are available upon
written request.

7. Premises

The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:

Health and safety compliant

A full risk assessment has been completed

Insurances are in place and displayed

Fences are erect and secure at all times, if applicable

Gates are manned at all times, if applicable

Any potential danger is reported to the management

8. Reports

The delegated manager/person in charge at each event shall be responsible for making any
necessary reports relating to this procedure or ensuring that others make such reports.

9. Procedure Development

The trustees shall endeavour to progressively develop the charity’s procedure on Activity
Leadership Procedure use in response to risks and hazards identified. Specific procedures
and policies so developed shall be appended to this document and form part of the charity’s
statement on reporting leading a activity.

10.Review

The effectiveness of this procedure will be reviewed annually by a member of the Four
Pillars board of trustees. If appropriate, action will be taken as necessary to update our
procedure to ensure effective delivery on the objectives laid out at the start of this document.



