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1. Introduction 
Children frequently sustain minor head injuries, but it is nonetheless important that 
procedures are in place for reporting any head injury, and that there is clear understanding 
of what symptoms and signs should be looked for in children who have hit their head whilst 
at school.  
 
2. Definitions 

•   Head injury is a trauma to the head that may or may not include injury to the brain. 
•     Concussion is the sudden but short-lived loss of mental function that occurs after 

a blow or other injury to the head (a blow to the head, face or neck, or a blow to 
the body which causes a sudden jarring of the head may cause a concussion). 
Please note that there is no such thing as mild concussion. 

 
3. Action in the Event of a Head Injury 

3.1 If after a head injury a child remains unconscious or fits, an ambulance should be called 
immediately and the parents contacted.  
 
3.2 If after a head injury a child suffers from any of the following symptoms medical advice 
must be sought and, if advised, the child should be taken to see either their GP or to A&E by 
the parents or by school staff:  
 

• Loss of consciousness 

• Vomiting 

• Sleepiness 

• Fits or abnormal limb movements 

• Persisting dizziness or difficulty walking 

• Strange behaviour or confused speech 
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In the above circumstances an entry must be made in the accident book and an incident 

report form (AIR1) must be completed and forwarded to the SET H&S Team. 

Email: chris.lloyd@se-trust.org 

 The SET H&S Officer will notify the HSE under the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations (RIDDOR) if applicable. 

 

3.3 If the head injury has not resulted in hospitalisation or any of the behavioural patterns 
detailed in section 2.2 and appears to have been a minor bump (visible or not) then in ALL 
cases the child will, after appropriate treatment, be given:  
 

• A “I bumped my head sticker” or “Red” wristband as appropriate, which will be 

securely placed on their person; 

• A copy of a letter* providing the parent/carer with details of how their child 

bumped its head and how it was treated (if the child is booked into the school 

Nursery then the copy of the letter will be handed to the person in charge of the 

Nursery that afternoon to then pass to the parent/carer); 

• The original letter will be placed on file in the ‘bumped head’ folder; 

• The incident will be recorded in the accident book; 

• The person who records the incident must inform the class teacher or whoever is 

teaching the child next and this will continue where the child may be taught by a 

number of different teachers (the sticker or wristband) should be enough to 

remind all staff) and 

• a phone-call/email/text to the parent informing them immediately about the 

incident; 

• the class teacher whenever possible will contact the parent/carer at the end of 

the school day to report on the child’s condition, but will make arrangements for 

someone else to do so if they are not available; 

* If a child sustains a head injury whilst at school, the following information should be 
recorded by the person recording the incident in the letter addressed to the parents/carer: 

 

• Was the child behaving in an unusual way before the injury? 

• What happened to cause the injury? 

• If they fell, how far did they fall? 

• What did they hit their head against? 

• Did the child lose consciousness? If so, for how long? 

• How did they appear afterwards? 
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• Did they vomit afterwards? 

• Was the child observed to have any other problem after the injury? 

This is because it is possible for a more serious internal injury to occur with no obvious 
symptoms for several hours. School staff must remain vigilant and take the appropriate action 
if the child develops a problem. It may be that the child becomes unwell after school and the 
information will be helpful to parents if they need to see a doctor.  
 
This policy is monitored by the SET Health and Safety Officer and will be reviewed annually 
unless significant changes or events take place that render the policy invalid. In these 
circumstances the policy may be reviewed earlier.  
 

 


