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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 Mailchimp 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 how to use Mailchimp 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 Mailchimp is used to send information emails to specific audiences/groups 
 

5. Group Sign Up Process 

5.1 Service user will complete online form to register for a group 
5.2 Check answers are correct within the excel document and that they have given 

permission to be added to mailing list for future updates 
5.2.1 If Yes: Add service user to Mailchimp following 6.1 – 6.9  

 

6. Adding New Users  

6.1 Login to Mailchimp 
6.2 Click on Audience/Audience Dashboard 
6.3 Click on Manage Audience (right hand side of screen) then add subscriber 
6.4 Enter email address (copy and paste where possible) 
6.5 Enter remaining details (if possible):  
6.5.1 First Name 
6.5.2 Last Name 
6.5.3 Email Display Name (persons first name) 
6.5.4 Address 
6.6 Select email type – HTML 
6.7 Click on Tags (if joining a group or service) click the + button and select relevant tag 
6.8 Select – This person gave me permission 
6.9 Select – update If this person is already in my audience  
6.10 Click Subscribe 

 

7. Creating a new Campaign (new email) 

7.1 Select Create 
7.2 Click email – regular, enter Campaign name and click begin 
7.3 Click Add Recipients 
7.3.1 Click choose an audience/select Four Pillars Contacts 
7.3.2 Click Segment or Tag on right hand side and select group required 
7.3.3 In the box under the Merge tag click personalize and select FNAME from drop down 

box and press save 
7.4 From: should always read mail@fourpillarsuk.org 
7.4.1 Enter subject (usually “update or name of group”) 
7.5 Click Design email and Basic 1 Column 
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7.6 Click on the box on the left-hand side to edit the document, a text box will come up on 
the right. 

7.7 Delete all text except for the header and the first line of text 
7.8 Put in a new header and add the new text under the first line, then delete the original first 

line 
7.9 If you are happy with the text click save and close then continue  
7.9.1 A test email can be sent to your inbox to see how the email will look to the recipient, 

this is good if you have added images etc.  
7.10 Press send and close 

 

8. To use an email template for Groups 

8.1 Select Campaigns/Email templates and scroll down to the required Group and select the 
arrow next to Edit 

8.2 Select create campaign 
8.3 Click add Recipients 
8.3.1 Click choose an audience/select Four Pillars Contacts 
8.3.2 Click Segment or Tag on right hand side and select group required 
8.3.3 In the box under the Merge tag click personalize and select FNAME from drop down 

box and press save 
8.4 From: should always read mail@fourpillarsuk.org 
8.5 If you need to change the Subject click edit then press save 
8.6 At Content select text box/select Edit Design and check information is correct or change 

text if needed 
8.6.1 save and close then click continue. 
8.7 Ensure you are happy with email 
8.7.1 A test email can be sent to your inbox to see how the email will look to the recipient, 

this is good if you have added images etc.  
8.8 Click send and close 

 

9. Responsibilities 

Overall and final responsibility for Mailchimp 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 

 

10. 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. 
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11. 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 
 

12. 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. 

 

13. Procedure Development 

Four Pillars board of trustees shall endeavor to progressively develop the charity’s 
procedure on Mailchimp 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 how to use Mailchimp. 

 

14. 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. 
 


