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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 Website 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 using/updating organisations website(s) to
employees, volunteers and service users. We also accept responsibility for all other people
who may be affected by our activities.

4. Logging in to WP

4.1 Make sure an account has been created

4.2 Open the browser and input;

4.2.1 https://www.fourpillarsuk.org/wp-
login.php?redirect to=https%3A%2F % 2Fwww.fourpillarsuk.org%2Fwp-
admin%2Fedit.php%3Fpost type%3Dpage&reauth=1

4.3 Enter User name and Password

4.4 Click log in

5. Adding/removing Media

5.1 To add media

5.1.1 Go to Media on the left-hand panel
5.1.2 Click Add new

5.1.3 Click select files;

5.1.4 Select image/document to import
5.2 To remove media;

5.2.1 Click on image

5.2.2 Scroll to bottom of popup box and
5.2.3 Click delete permanently

5.3 To copy link to an image/document;
5.3.1 Open image

5.3.2 Click “copy URL to clipboard” under File URL in popup box

6. Updating pages

6.1 Go to pages on the left-hand panel

6.2 Find the required page

6.3 Click Edit with Elementor

6.4 Edit required information and click update

6.5 Exit page by clicking three lines — exit — Wordpress in top left corner (this may be by the
org logo)
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7. Update the menu

7.1 Hover the mouse over “appearance” in the left-hand panel and wait for the popup box
7.2 Move the curser to menu and click

7.3 Select the menu you wish to edit and click select

7.4 Use the side panel “add menu items” to add new

7.4.1 Select add to menu

7.5 Rename or remove items by selecting them in the “menu structure”

7.6 Re-order the menu by dragging the item into place

7.6.1 Menu’s can have 3 tiers

8. Responsibilities

Overall and final responsibility for Website 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:
e 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
e 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

9. 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.

10.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

11.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.



12.Procedure Development

Four Pillars board of trustees shall endeavor to progressively develop the charities
procedure on Website 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 using/updating organisations website(s).

13.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.



