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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 team quarterly report 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 

Our procedure is to provide guidance on how to conduct a Team Quarterly Report to 
employees, volunteers and service users. We also accept responsibility for all other people 
who may be affected by our activities. 
 

4. Completing Quarterly Report Data  

4.1 Locating Quarterly Report 
4.1.1 Staff\ Business Channels\All\Reporting\Reports Template\Quarterly Report 

Template\Team.doc 
4.2 Open Located Report 
4.2.1 Select File 
4.2.2 Click Save As   
4.2.3 Select Files – Four Pillars 
4.2.4 Select Documents, All, Reporting, FY#, Q# 
4.2.5 Type File Name – Quarterly Report – Team – Q# 
4.2.6 Save  
4.3 Update Main Page (Service/ Service Area/ Date/ Etc.) 
4.4 Section 1 Overview 
4.4.1.1 1.1 Expected Outcomes For This Period ; This should be data copied from section 

1.3 of last Month’s Quarterly Report. (Including cross over year on year) 
4.4.1.2 If New Service Leave Blank 
4.4.2 1.2 Key achievements/challenges during this period; This is what has/hasn’t 

worked In the past 3 months 
4.4.3 1.3 Expected Outcomes next period ; What are your goals for the next 3 months. 

Ideally this should align with Service Work Plan 
4.5 Section 2, Data  
4.5.1 2.1 Statistics & Evaluation information ; This is data pulled from Excel Sheet, see 

data procedure for how to collate the necessary data, copy selected data from excel. 
Scroll to the bottom of the word document and right click, select paste as picture. 
Right click again and select cut, scroll back to 2.1 and paste picture.  

4.5.2 2.2 Data Analysis  
Use this section to better explain the data in section 2.1, consider comparing with 
previous quarter/year.  

4.6 Section 3, Service Outcomes 
4.6.1 3.1 Service Work Plan ; This is defined as the beginning of the service and should 

not change unless agreed with by C.E.O & Board 
4.6.2 3.2 Achievements against the work plan this quarter ; This is measurable against the 

work plan per quarter 
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4.6.3 3.3 Achievements against the work plan this year Ideally this is data against 3.1 since 
April of the current year, Occasionally this may stretch over multiyear if a short 
project.   

4.7 Section 4, Access & Referrals  
4.7.1 5.1 Service Awareness ; Where did people access the service? List areas, venues 

activities etc. as required 
4.7.2 5.2 Service Exit Information ; Where did you refer people too (including internal 

referrals)  
4.8 Section 5, Other Relevant Information ; Any other information you feel needs recording 

for this period such as ;  

• Funding  

• Progression 

• Yearly Report  

• Other 
4.9 The above is a general guide, some team reports require additional/different information; 

i.e. EAST will require funding and financial information. Guides on how to complete 
additional information can be found within templates. 

 

5. Due Date(s) 

5.1 Quarterly reports are due without exception; 
Q1 – July 10th – Reporting April-June  
Q2 – October 10th – Reporting July-September 
Q3 – January 10th – Reporting October-December 
Q4 – April 10th – Reporting January-March  

 

6. Where Information Goes  

6.1 Each team quarterly report is used to inform the organisational Quarterly report 
completed by the CEO. The format of that report is set out differently.  

6.2 The CEO submits their Quarterly report to the Board of Trustees no later than 7 days 
before the Quarterly Board Meeting, which takes place in the last week of the same 
reporting month  

6.3 When a Yearly report is due (April) this is submitted alongside the Quarterly Report, not 
in addition (This is to allow review of the quarter at a later date, if necessary) 

6.4 The board review each quarterly report at the board meeting and use this to influence 
decisions and directions of the organisation.  

6.5 The Board review the Yearly report in April, this is agreed/adapted and made public no 
later than 31st of December each year.   

 

7. Responsibilities 

Overall and final responsibility for the team quarterly report is shared collectively by the 
trustees. 
 
The trustees delegate the responsibility of following this procedure to the management team. 
 
The trustees 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 
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• 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 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 

• 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 
 

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 

The trustees shall endeavor to progressively develop the charity’s procedure on Team 
Quarterly Report’s 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 Team Quarterly Reports  

 

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. 
 


