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1. Purpose 

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

2. Ownership 

This is the Data Collection 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 unpaid worker. 
 

3. Statement of procedure 

Our procedure is to provide guidance on Data Collection to employees, volunteers and 
service users. We also accept responsibility for all other people who may be affected by our 
activities. 
 

4. Where data is Collected 

4.1 Data is usually collected by way of Microsoft forms  
4.1.1 Sign-in form – used for one-to-one/Hub/Groups 
4.1.2 Training Sign-in form – used by Training Team 
4.1.3 Event Sign-in form – used for Engagements/Pop-ups/Events 
4.1.4 QuEST Sign-in form – used for one-to-one 
4.1.5 QuEST Group Sign-in form – used for Training/school visits/Assemblies/Groups 
4.1.6 Feedback form for organisation 
4.2  Data from completed forms are automatically stored in excel files in relevant 

departments for records. 
4.3 This data needs to be converted into collection data for reports.  See section 5 below for 

procedure 

 

5. Converting data 

5.1 Open relevant stored data as outlined in Section 4 above 
5.2 Open Data sheet for relevant record 
5.2.1 Staff/Business Channels/All/DATA/YR# 
5.3 With both pages open input relevant “Total” figures for each tab (i.e. LOC event 

month/location/activity/engagement) on to the DATA sheet 
5.4 Each Data sheet automatically collates quarterly information.  Once data has been 

inputted into relevant fields; 
5.5 Select Quarter data field (Column M-U) 
5.6 Right click and copy 
5.7 Paste in Quarterly report following Quarterly Report procedure. 
5.8 Additional tabs are in each Data Source to allow you to breakdown relevant data for 

further reports and/or funding needs. 
5.9 Data in each “team” is automatically copied to Organisational data which allows for 

Organisational Quarterly and Yearly reports. 
5.10 Quarterly and Yearly graphs are also available towards the back of the excel for 

graphical purposes. (This is usually used for Yearly reports) 
5.10.1 Do not open or use Organisational Data unless authorised to do so. 
5.11 All forms, data, reports are duplicated and renamed for each Financial Year to 

ensure information is not crossed over or lost. 
5.12 For data needed/stored that is not done through the above procedure, e.g. financial 

data, please get guidance/training from management before proceeding. 
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6. Responsibilities 

Overall and final responsibility for Data Collection Procedure is shared collectively by Four 
Pillars Trustees, 
 
Four Pillars trustees delegate the responsibility of following this procedure to the 
management team. 
 
The Committee will: 

• Arrange for the implementation of this procedure in consultation with staff and 
volunteers 

• 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: 

• Follow this procedure 

• Co-operate with the management to ensure that the requirements of relevant 
statutory provisions are complied with 

• Report potential or actual hazards as soon as possible 

 

7. Risk Assessment 

The trustees of Four Pillars 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. 

 

8. 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 
 

9. 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. 

 

10. Procedure Development 

Four Pillars board of trustees shall endeavor to progressively develop the charity’s 
procedure on Data Collection 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 committee’s statement on reporting data collection. 

 

11. Review 

The effectiveness of this procedure will be reviewed annually by a senior member of Four 
Pillars staff. 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. 
 


