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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 Group 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 setting up a Group to employees, volunteers and 
service users. We also accept responsibility for all other people who may be affected by our 
activities. 
 

4. Principles of procedure 

4.1 Setting up a group 
4.2 If you have identified a need for a specific group; 
4.2.1 Follow Proposal Procedure 
4.3 Once approved by the board 
4.3.1 Secure funding (funding team) 
4.3.2 Design Poster (Graphics) 
4.3.3 Write blurb about group for website and social media 
4.3.4 Advertise group (Social Media and Communications) 
4.3.5 Order fliers 

 

5. Running a group 

5.1 Those wishing to attend a group session must first register on Spond via our website 

www.fourpillarsuk.org/groups 

5.1.1 There application is approved 

5.1.2 The service user is added to spond 

5.1.3 Spond notification sent of next session 

5.2 At least 1 member of staff must be present throughout the session 
5.3 We encourage Volunteers to run the session(s) by engaging, creating activities, 

supporting, promoting 
5.4 Follow Customer Service Policy, One-to-One Policy and other local policies whilst 

Service Users are attending group sessions 
5.5 Listen to group needs/ideas/wants and find compromise where possible 
5.6 It’s important Service Users feel; 
5.6.1 Listened too 
5.6.2 Reassured 
5.6.3 Included 
5.7 Follow up any suggestions by speaking to your line manager 
5.8 Try to ensure group sessions end on a positive note, this encourages the Service User 

to come back 
5.9 Ask the service users to complete a feedback form 

 

 

http://www.fourpillarsuk.org/groups
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6. Responsibilities 

Overall and final responsibility for Group 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 

• 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 Group 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 committee’s statement on reporting setting up a Group. 

 

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. 
 


