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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 signing in 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 signing in service users to employees, volunteers 
and service users. We also accept responsibility for all other people who may be affected by 
our activities. 
 

4. Signing in Service Users individually 

4.1 when a service user (SU) arrives, greet them at your earliest convenience, welcome 
them into the service, following the customer service policy 

4.2 Ask if they have visited the service before 
4.3 If the SU has not visited the service before, explain the sign in form on the tablet and 

why this form is required. (The form is required, as it assists us in getting funding to keep 
services open) 

4.4 Complete questions within section 1,8 and 9 for the SU and ask them to complete 
questions 2 to 7 and then submit. This ensures the answers are anonymous.  

 

5. Signing in Service Users at an event/outreach 

5.1 It is not possible to sign every service user in at an external event/activity 

5.2 Therefore it is up to the staff/volunteer members to record interactions 

5.3 At a group or activity. Carry out a head count as people arrive and keep a note 

5.4 Whilst carrying out general outreach (stalls) keep a head count of how many people 

interact with you (this is not how many people pick up a leaflet, but how many people 

you talk to) 

5.5 After the event, or if you know others will not arrive; 

5.6 Open multiple attendees sign-in form 

5.7 Complete questions as a whole group 

6. Signing in Service Users in QuEST 

6.1 Some questions in QuEST are different due to funder demands 
6.2 When meeting a young person for the first time explain the signing in procedure 
6.2.1 Complete questions 1 & 2 and pass them the tablet 
6.3 If engaging with a SU on a regular basis i.e. provide ongoing one-to-one:  
6.3.1 Complete questions 1 & 2 and ask them to answer question 3 
6.3.1.1 If they answer yes to question 3 pass them the tablet and ask they complete the 

remaining questions 
6.4 You may assist the young person in answering the sign in questions if that would help 

them 

 

7. What we do with data  

7.1 It is important we are not just collecting data and doing nothing with it 
7.2 Data collected through sign-in forms are used in quarterly reports. To gather that data 

please follow the Quarterly report procedure 
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7.3 No individuals data collected through sign-in forms or otherwise is ever shared with third 
parties. See GDPR & data collection policy 

 

8. Responsibilities 

Overall and final responsibility for title on site 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 

• 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 

 

9. Risk Assessment 

The trustees of Four Pillars will ensure that all risk assessments are undertaken for any part 
of the charities 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: 

• 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 signing in 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 reporting signing in procedure. 

 

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. 
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