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Clear and accurate communication between all parties is vital in circumstances when a pupil 

is unwell or injured in school or during a school visit.  While it is impossible to set a 

procedure for all situations, the following protocol should be followed as a guideline. 

 

In school: 

1. The pupil’s sickness or injury is not serious:   

o A decision needs to be made whether or not to call the parents/carers to take 

the pupil home.   

o Seek advice from the school nurse.  

o Consult with the Headteacher (or member of the Senior Leadership Team - 

SLT) before the parent is called to collect the pupil. 

o When the pupil is collected, they must be “ticked out” on the appropriate clip 

board and the office informed. 

 

2. Should an ambulance need to be called:  

o Inform the school office and the Headteacher (or member of the SLT).  

 

The school office (or – if after office hours, the person in charge) will: 

o Call for an ambulance (if this has not already been done).  Give ARA address 

i.e. Bengarth Rd, Northolt, UB5 5LQ and make it clear that the call is from 

JCS inside the ARA building. 

o The office staff will complete an “Ambulance called” sheet recording what 

time called, who called and who for.  This will be put up by the door controls 

and clock in the office. 

o Inform ARA Reception (Ext 7000) and ARA Security (7975 – Bengarth Rd 

gates, 7935 Compton Cres gates) to direct ambulance to JCS main entrance. 

o Inform parent/carers. 

o Direct a member of staff to stand at the JCS main entrance to signal the 

ambulance and direct paramedics to pupil. 

o Print pupil’s details from records to take to hospital if needed. 

o Print health care plan if necessary for ambulance team 

 

Out of school (e.g. on an educational visit): 

1. Pupil is unwell: 

o The trip leader will make the decision whether it is necessary for the pupil to 

return to school.  In consultation with the Headteacher (or member of SLT) the 

parent may be called either to collect their pupil from the venue or from 

school. 

2. If it is necessary to call an ambulance: 

o Ensure that correct address and location is given 

o Inform the School Office and Headteacher (or member of SLT) 

o Inform parents/carers. 

o Ensure pupil’s details are given to paramedics on arrival. 

o Communicate clearly and effectively with school to update situation. 
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