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Medical Emergency Procedure for Tutors 

1. Purpose 

This procedure outlines the actions tutors must take in the event of a medical incident 
involving a student that requires medical attention during teaching sessions. The priority at all 
times is the safety, dignity and wellbeing of all students. 

If a student becomes unwell or injured and requires medical attention, the tutor must: 

1. Stop the session immediately 

2. Assess the situation calmly 

o Do not move the student unless they are in immediate danger 

o Reassure the student and keep them comfortable 

3. Request first aid support immediately 

o Contact trained first aider (Asta Jakobsdottir or Sarah Baganz) 

 

3. Informing Key Members of Staff  

The following members of staff must be informed as soon as possible: 

Sarah Thilo - Designated Safeguarding Lead 

Helen Mandy- Training Lead 

If the incident is serious, these staff members should be contacted immediately by phone, 
not email. 

 

4. Safety Plan for the Affected Student 

While medical assistance is being arranged or provided: 

• Stay with the student at all times until relieved by: 

o A qualified first aider or 

o Emergency medical services 

• Follow the student’s individual safety or medical plan, if one is in place 

• Maintain the student’s privacy and dignity 

• Record: 

o Time of incident 

o Symptoms observed 



o Actions taken 

o Names of staff involved 

Parents/Carers/Next of Kin must be informed by key staff member (3) as soon as it is 
appropriate to do so. 

5. First Aid and Emergency Support 

First Aid 

• Only staff with current first aid training may administer first aid 

• Tutors must not attempt first aid unless trained 

Designated First Aiders: 

• Asta Jakobsdottir 

• Sarah Baganz 

 

Emergency Services – West Sussex 

• Emergency (Ambulance / Police / Fire): 999 

o Call immediately if the student: 

▪ Is unconscious 

▪ Has breathing difficulties 

▪ Is having a seizure 

▪ Has sustained a serious injury 

▪ Is at immediate risk 

• NHS 111 

o For urgent medical advice when the situation is not life-threatening 

6. Managing the Other Students 

If the affected student cannot be moved: 

1. The tutor must safely relocate the remaining students to another room  

2. Students must: 

o Be kept calm and reassured 

o Remain supervised at all times 

o Not be given details about the incident 

3. Where possible: 

o Another staff member should supervise the group 



o Normal activities should resume to reduce anxiety 

If relocation is not possible, students should be positioned: 

• Away from the incident 

• Calmly seated and supervised 

• With clear instructions to ensure their safety 

 

7. Post-Incident Actions 

After the incident: 

• Complete an Incident Report Form as soon as possible 

• Submit the report to Sarah Thilo 

• Participate in any required review or follow-up 

• Any safeguarding concerns must be reported in line with the organisation’s 
Safeguarding Policy 

 

8. Review and Training 

• All tutors must be familiar with this procedure 

• Regular training and updates will be provided 

• This policy will be reviewed annually or following a serious incident 

 

  



Medical Emergency and Incident Response Policy (Students) 

Private College 

1. Policy Statement 

The College is committed to safeguarding the health, safety and wellbeing of all students. 
This policy sets out the procedures that tutors and teaching staff must follow in the event of a 
medical incident involving a student that requires medical attention during teaching sessions. 

This policy applies to all tutors, lecturers, and teaching staff, whether permanent, 
temporary or visiting. 

2. Scope 

This policy applies to: 

• All on-site teaching activities 

• All students enrolled at the College 

• All medical incidents occurring during teaching sessions or supervised learning 
activities 

 3. Definitions 

A medical incident is defined as any situation where a student becomes unwell or injured 
and requires first aid, medical assessment, or emergency medical treatment. 

4. Immediate Actions by the Tutor 

If a medical incident occurs during a teaching session, the tutor must: 

1. Stop the teaching session immediately 

2. Remain calm and assess the situation 

3. Do not move the student, unless they are in immediate danger 

4. Reassure the student and ensure their comfort 

5. Request first aid assistance immediately from a qualified first aider 

Tutors must not administer first aid unless they hold current, valid first aid certification. 

5. Notification of Key Staff 

The following members of staff must be informed immediately of any medical incident 
requiring attention: 

Designated First Aiders: 

• Asta Jakobsdottir 

• Sarah Baganz 

• Helen Mandy -Training Director 

• Sarah Thilo -Designated Safeguarding Lead 



6. Student Safety and Care Plan 

While medical assistance is being arranged or provided: 

• The affected student must be supervised at all times 

• Any existing Individual Safety Plan or Medical Plan must be followed 

• The student’s dignity and privacy must be respected 

• Details of the incident must be noted, including: 

o Time and location 

o Nature of the incident 

o Actions taken 

o Staff involved 

• Next of kin must be informed by Helen Mandy or Asta Jakobsdottir 

 as soon as appropriate. 

 

7. First Aid and Emergency Medical Support 

First Aid 

• Only staff with current first aid training may provide first aid 

• Designated First Aiders include: 

• Asta Jakobsdottir 

• Sarah Baganz 

 

Emergency Services (West Sussex) 

• Emergency Services (Ambulance / Police / Fire): 999 

o Call immediately if the student: 

▪ Is unconscious 

▪ Has breathing difficulties 

▪ Is having a seizure 

▪ Has sustained a serious injury 

▪ Is at immediate risk 

• NHS 111 

o For urgent medical advice where the situation is not life-threatening 

 



8. Management of Other Students 

If the affected student cannot be moved: 

1. The tutor must relocate the remaining students to another room or supervised area 
where possible 

2. Students must be: 

o Calmly reassured 

o Supervised at all times 

o Kept away from the incident 

3. Students must not be given details of the medical incident 

4. Where possible, supervision should be handed over to another member of staff 

If relocation is not possible, students must be positioned safely away from the incident and 
supervised until the situation is resolved. 

9. Recording and Reporting 

Following the incident: 

• An Incident Report Form must be completed as soon as possible 

• The report must be submitted to Sarah Thilo 

• Any safeguarding concerns must be reported in line with the College Safeguarding 
Policy 

10. Training and Review 

• All tutors must be familiar with this policy 

• The College will ensure adequate first aid cover is available 

• This policy will be reviewed annually or following a serious incident 


