
 
 

HEALTH AND SAFETY 
 
SIGNING IN/OUT 
 
The following procedures are to be followed to ensure compliance 
with Health and Safety and Fire Regulations, and for the general 
well being and safeguarding of staff and students. 
 
You will need to sign in at reception.  Trinity reception or SLT on 
duty will give you a visitor badge. If you can leave a mobile number 
for emergency contact please do this as you sign in.   
 
Students must be signed in and out on a physical register.  The 
signing in registers are important as will be used as a register in 
the event of emergency evacuation.  
 
In an emergency contact the Trinity SLT on site (mobiles to be 
available) who will support.  They have radios and can contact the 
duty first aider quickly.   
 
The school will be open between 8am and 4pm.   
 
INTRUDERS  
 
Should you encounter an intruder on site you should not place 
yourself at risk, you must judge whether to politely challenge by 
asking to have sight of their visitors badge or by enquiring about 
their business on site. If however you do not feel able to challenge 
please alert the Trinity SLT for back up. 
 
It is good practice during closure times to carry a charged mobile 
phone for emergencies.  This will provide a more robust back up 
system and should an emergency occur, a more responsive 
backup. 
 
To assist in the identification of intruders staff should wear their ID 
badges at all times. 
 
 
 
 



 
FIRE PROCEDURES DURING SCHOOL CLOSURE PERIODS 
 
The signing in and out register will be the fire list during the closure 
periods. The register will be collected by a nominated person who 
should ensure that in their absence a substitute is in place. 
 
The Site Team/Trinity SLT will act as Fire Officer and will liaise 
with the fire brigade regarding missing people in the event of a fire. 
It is therefore imperative that the registering system is used 
correctly to ensure all staff and students are accounted for. 
 
Staff and students should congregate in the following fire assembly 
points during the closure period:  
 
Visitor Car Park in front of the Main Entrance 
 
Students will be led to the assembly point above by the groups 
assigned teacher. Please use the nearest safe exit to vacate the 
building – check the fire orders on the classroom, and other room, 
doors. The student signing in sheets will be used as the register. 
 
The Site Team/Trinity SLT will check staff off against the signing in 
register. A substitute must be identified in their absence. 
 
The Site Team/Trinity SLT or nominated person in his absence will 
advise staff when it is safe to return to the buildings. 
 
 
 

 

 

 


