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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 Spond 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 volunteer.

3. Statement of procedure

Our procedure is to provide guidance on setting up and using Spond to employees,
volunteers and service users. We also accept responsibility for all other people who may be
affected by our activities.

4. What is the Spond app and why do we use it

4.1 Four Pillars uses the app Spond for both service users and volunteers.

4.2 Spond enables individuals to sign up to our groups which

4.2.1 Gives them push notifications of the next group session

4.2.2 Send direct messages to each other, without leaving the app or passing on personal
information (i.e. phone numbers, email addresses)

4.2.3 Allows us to send “group” messages to inform everyone of sudden closures (i.e. due
to bad weather)

4.2.4 Allows us to send new/ad-hoc event details such as WAD, TDoR events to our
service users.

4.2.5 Spond for volunteers allows us to offer shifts through push notifications meaning
volunteers never miss out on an opportunity.

4.2.6 Gives direct line of communications between our volunteers and the volunteer
manager straight through the phone

5. How to set up individuals on Spond

5.1 Once a group is created Spond will issue a code to access the group

5.2 A direct link can be sent to individuals that do not already have the Spond app

5.2.1 This will allow them to register their details (name, number, email, address & age)

5.3 Spond is set to automatically accept new members following steps 5.2

5.4 If the individual already has Spond registered then they can open the app and click
groups (usually in the bottom center)

5.5 Input the code for the given group (available on request) and an admin can
accept/approve them into the group

5.5.1 This is not always instant as admin do not get an instant notification for this.

5.6 Admin will periodically (usually once a week) go into the back office of Spond

5.6.1 To approve new members

5.6.2 Merge duplicated members accounts

5.6.3 Request missing information (email addresses/mobile numbers)

5.6.4 Process name or group change requests

5.6.5 Collect stats for reports (i.e. number of members to each group)

6. How to set up events/shifts on Spond

6.1 Open represented group (i.e. 4 Inclusion, Volunteer)

6.2 Click Event (to create new event)

6.3 Select either Event or Recurring event

6.4 Recurring events:

6.5 Select all to add all current members in the group to the new event



6.6 Click next

6.7 Write title of event

6.8 Write description of the event

6.9 Select “host” if appropriate

6.10 Select date and time of the event (select end time if applicable)
6.11 If recurring select repeat option (weekly, monthly etc)

6.12  Stop repeating..

6.13 Select notification period

6.14 Select 2more options”

6.15 Automatic reminder (select 48 hours BEFORE)

6.16 Set maximum number of participants (i.e. Volunteer shifts 3)
6.17 Click create

7. Duplicating the event

7.1 Select the event you want to duplicate

7.2 Click the 3 dots on the right-hand side

7.3 Select either duplicate of duplicate recurring

7.3.1 |If repeating event must click recurring in order to continue the recurring event

7.4 Select “use existing recipients” if staying within the current group

7.5 Select “new recipients” if cross sharing an event through multiple groups, select group
that you wish to share with

7.6 Change details within the text box, if necessary

7.7 Confirm details are correct and select create

8. Monitoring communications on Spond

8.1 Admin have the ability to monitor group page communications for appropriate content

8.2 Ensures that people are not using the app to promote businesses, services, or miss-
information

8.3 And gives admin the ability to remove said post

8.4 This adds a level of safety for our members (i.e. if someone gets on to the app or wrong
group that shouldn’t be there and posts inappropriate age related content for the group)

8.5 Admin does not have the ability to monitor private messages

8.6 Individuals will have to screen capture and report messages they deem inappropriate

8.7 Admin have the discretion to view communications and remove individuals from groups
should they deem it necessary

9. Responsibilities
Overall and final responsibility for Spond procedure is shared collectively by the trustees.

The trustees delegate the responsibility of following this procedure to the management team.

The management will:
e Arrange for the implementation of this procedure in consultation with staff and
volunteers
e 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:
e Follow this procedure
o Co-operate with the management to ensure that the requirements of relevant
statutory provisions are complied with
e Report potential or actual hazards as soon as possible



10.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.

11.Premises
The management team will ensure that for all premises used by Four Pillars whether owned,
leased or rented are:
e 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

The trustees shall endeavour to progressively develop the charity’s procedure on Spond
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 charity’s statement on
reporting setting up and using Spond.

14.Review

The effectiveness of this procedure will be reviewed annually by a member of the Four
Pillars board of trustees. 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.



