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

4. If you\ have a proposal 

4.1 Proposal are used for; 
4.1.1 Events 
4.1.2 Fundraising 
4.1.3 Groups 
4.1.4 Projects 
4.1.5 Services 
4.2 Proposals are not needed for small events\activities carried out by LOST  
4.3 Write proposal. Staff Files\Business Channel\All\Proposal\Template 
4.4 Save to Staff Files\Business Channel\All\Proposals\New *before typing 
4.5 Share with your Line Manager once finished 
4.6 Discuss proposal with line manager 
4.6.1 Manager will arrange time for this 
4.7 If Proposal is low cost/easy to implement the line manager can make the decision 
4.8 If Proposal is higher cost (over £500) approval is needed from board of trustees 
4.8.1 CEO will present to the board 

 

5. If approved  

5.1 Speak with your line manager about how to implement the change 
5.2 Move Proposal to approved folder for future reference 
5.3 Work with staff\volunteers to carry out what was proposed 
5.4 This could mean following other local Policies\Procedures 
5.5 The CEO will update the Board of Trustees that the proposal has gone ahead 

 

6. If unapproved 

6.1 If the proposal is not accepted, the line manager will explain why, discuss options, 
alternatives, and/or encourage a different route/service 

6.2 The proposal can be updated and re-submitted following section 4 above if; 

6.2.1 A recommendation to adapt the proposal to meet policies and procedures has been 

identified 

6.2.2 A recommendation in the type of activity/delivery has been identified 

6.2.3 A recommendation in the location of the activity/group/event 

6.2.4 A recommendation in the service user reach and/or participation 

6.2.5 A recommendation in the staff/volunteer/resources needed 

6.2.6 A change in price/funding has been identified 

6.2.6.1 A new funding source has been identified 
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6.2.7 A new demand in services from service users/needs 

6.2.8 Any other recommendation seen fit by the Board of Trustees  

6.3 If the proposal can not be updated to meet the criteria of re-submission; 

6.3.1 The proposal is moved to Proposals/Declined for reference.  

6.3.2 Declined proposal can be re-addressed at a later date if new circumstances mean it 

now fits the re-submission criteria 6.2 above 

7. Responsibilities 

Overall and final responsibility for Proposal 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 
elated 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 

 

8. 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. 

 

9. 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 
 

10. 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. 

 

11. Procedure Development 

Four Pillars board of trustees shall endeavor to progressively develop the charity’s 
procedure on Proposal 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 making\accepting proposals. 
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12. 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. 
 


