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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 Sexual Health Resource Provision 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 creating providing sexual health resources to 
employees, volunteers and service users. We also accept responsibility for all other people 
who may be affected by our activities. 
 

4. Sourcing Resources 

4.1 Condoms, lube, are ordered through NHS via a form located in  
4.1.1 365/Staff Documents/Staff Files/Services and  
4.1.2 emailed to gram.freecondoms@NHS.SCOT 
4.2 Info cards, How-to-guide and other resources are accessed through 
4.2.1 www.hpac.durham.gov.uk 
4.2.2 A login will be required.  Please see line manager first 
4.3 Sanitary products are ordered through C-Fine, please contact the main desk for 

assistance when items are needed 
4.4 When items are running low and/or you are aware of a need for bulk ordering please 

follow guidance above 
 

5. Providing resources within SEARCH 

5.1.1 Condoms, Lube, sanitary products, leaflets and information are all available within 
our Social Equality and Resources Community Hub (SEARCH) for people to help 
themselves.  

5.1.2 There is no limit to what an individual service user can take. However, should 
staff/volunteers notice miss-use of the service this should be reported to the CEO 
(e.g. you suspect someone taking bulk in order to sell on) 

5.1.3 Sexual Health resources are usually placed inside private rooms, such as toilets. 
This enables individuals to get what they need without fear of being seen or judged 

5.1.4 Staff within SEARCH should ensure stocks are replenished, in date and have not 
been tampered with on a regular basis 

 

6. Resource packs for outreach 

6.1 Outside of SEARCH resources are made available to the public at events/stalls/activities 
6.2 These items should be in discrete packaging and handled following the Fraser 

guidelines, available online.  
6.3 To achieve this, Four Pillars policy is to have condoms & lube in ‘Resource packs’ 
6.4 Each Resource Pack should contain; 
6.4.1 2 x condoms 
6.4.2 1 x lube 
6.4.3 1 x How to guide 
6.4.4 1 x Info card 
6.4.5 1 x Resource Pack-Wrap 
6.4.6 In 1 x clear bag 
6.5 Clear bags are ordered in bulk through Amazon. Please see line manager first 

http://www.hpac.durham.gov.uk/
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6.6 Resource Pack-Wrap’s are designed and printed inhouse; 
6.6.1 These are located at 365/Staff-Documents/Staff Files/Resources/resource packs 
6.7 When items are running low and/or you are aware of a need for bulk ordering please 

follow guidance above 
 

7. Preparing Packs 

7.1 Plan in advance and seek support from other staff/volunteers 
7.2 Ensure you have all the materials you need before commencing 
7.3 Layout the resources and discuss with team what works for you 
7.3.1 Production line 
7.3.2 Co-production 
7.4 Ensure the condoms, lube, info is inside the Pack-wrap and that it is placed inside the 

bag and sealed 
 

8. Distributing Packs 

8.1 Do Not distribute Pack to anyone under 18 years old without first having a discussion 
8.1.1 See Fraser guidelines  https://gpnotebook.com/en-

gb/simplepage.cfm?ID=x2016060775520544321&linkID=78198 
8.2 Distribute pack at 
8.2.1 Events 
8.2.2 Stalls 
8.2.3 Awareness sessions 
8.3 Be open and loud about giving away free condoms 
8.3.1 Do not do it quietly – this increases stigma around sexual health 
8.4 When attending events such as ‘Freshers’ young people will laugh and joke 
8.4.1 This is usually due to embarrassment  
8.5 Laugh with the young person whilst maintaining facts 
8.5.1 “It’s better to have a condom and be safe than to regret not having one” 
8.5.2 “Just don’t leave it in your wallet” 
8.6 Sometimes the giving away of resource packs sparks a conversation 
8.7 Use this opportunity to discuss important topics around sexual health, HIV awareness, 

STI’s, etc 
8.8 Listen to the service user, they may start to open up about other issues 
8.9 Don’t be afraid to go to the side to discuss matters, this is why we work in pairs 
8.10 Refer to other Four Pillars services if applicable 
 

9. Responsibilities 

Overall and final responsibility for Sexual Health Resource Provision 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 

https://gpnotebook.com/en-gb/simplepage.cfm?ID=x2016060775520544321&linkID=78198
https://gpnotebook.com/en-gb/simplepage.cfm?ID=x2016060775520544321&linkID=78198
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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 

 

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. 

 

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 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 Sexual Health Resource Provision 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 providing resources. 

 

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. 
 


