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Procedure for First Aiders Arranging Hospital Transportation 
As a First Aider you may, at times, be responsible for arranging transportation for a person that has become ill or injured at the University.  Depending on the severity of the person’s condition you will have to make a decision whether to call an ambulance or arrange for a taxi to convey them to hospital.  Once this decision is made the following procedures must be followed.
Calling an Ambulance

1. Dial 999 and ask for the Ambulance Service.

2. State the name of the building where the ambulance is required, together with the floor and room number. If the person requiring treatment is outdoors, state the location on campus.

3. State the number of persons involved, and if possible, details of their condition.

Confirm that the Ambulance Service has all the information it requires before you terminate the call.

4. Telephone the Security Control Room (internal extension 3200 or externally 342086) and inform them that you have called an ambulance, giving details of why it is required and where it is expected to arrive.

5. Go to the scene of the incident and confirm that an ambulance has been summoned.

A Safety and Security Officer will normally attend to assist in guiding the ambulance staff to the location of the casualty. However, if they are unable to undertake this, ensure that there is someone at the entrance of the building to guide the Ambulance staff.
Calling a Taxi

In the event that a taxi is required to transport a person to hospital the following procedure must be followed.
1. Telephone the Security Control Room (internal extension 3200 or externally 342086) and inform them that you are a First Aider and require a taxi ordering for the transportation of a person to hospital.  
2. Give your name and state the name of the building where the taxi is required.  A Security Officer will then arrange a taxi to take the person to hospital. 
3. Provide the person who is to be conveyed to hospital details of the Security telephone number 01642 342086 if they wish to arrange a return journey to campus – return journeys to home are not provided. 
