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SIM05 Anaphylaxis 
management policy

Version 1.3 – 12 December 2016

Stott’s College (a division of Acknowledge Education Pty Ltd) intends to provide a safe and supportive environment in 
which students at risk of anaphylaxis can participate equally in all aspects of school life. In achieving this, the school 
will comply with Ministerial Order 706 and all associated guidelines.

The school will engage with parents/guardians of students at risk of anaphylaxis, developing risk minimisation 
strategies and management strategies for the students. The school will also take reasonable steps to ensure each 
staff member has adequate knowledge about allergies, anaphylaxis and the school’s expectations in responding to  
an anaphylactic reaction.

The school will require from parents/guardians, and display in staff working areas, Individual Action Plans (ASCIA 
Action Plan) for students at risk of anaphylactic reaction. Individual Anaphylaxis Management Plans for those 
students will also be developed in consultation with parents/guardians and the school.

The school considers that management of students at risk of anaphylaxis is a shared responsibility of parents/
guardians and the school to take all reasonable steps to:
 1. Share information regarding the student’s medical condition
 2. Prevent an anaphylactic incident; and
 3. If such an incident occurs, to respond in a timely, informed and appropriate manner

Individual Anaphylaxis Management Plans

The VCE Principal will ensure that an Individual Anaphylaxis Management Plan is developed, in consultation with  
the student’s parents/guardians, for any student who has been diagnosed by a medical practitioner as being at risk  
of anaphylaxis.

The Individual Anaphylaxis Management Plan will be in place as soon as practicable after the student enrols, and 
where possible before their first day of school.

The school will use the plan available at  
http://www.education.vic.gov.au/school/principals/health/Pages/anaphylaxisschools.aspx

The Individual Anaphylaxis Management Plan will set out the following:

• Information about the student’s medical condition that relates to allergy and the potential for anaphylactic reaction,  
 including the type of allergy/allergies the student has (based on a written diagnosis from a medical practitioner)

• Strategies to minimise the risk of exposure to known and notified allergens while the student is under the care  
 or supervision of school staff, for in-school and out-of-school settings including in the school common areas,  
 excursions, or at special events conducted, organised or attended by the school

• The name of the person(s) responsible for implementing the strategies

• Information on where the student’s medication will be stored

• The student’s emergency contact details

• An ASCIA Action Plan
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The VCE Principal will then implement and monitor the student’s Individual Anaphylaxis Management Plan. The 
student’s Individual Anaphylaxis Management Plan will be reviewed, in consultation with the student’s parents/
guardians in all of the following circumstances:

• annually

• if the student’s medical condition, insofar as it relates to allergy and the potential for anaphylactic  
 reaction, changes

• as soon as practicable after the student has an anaphylactic reaction at school

• when the student is to participate in an off-site activity, such as excursions, or at special events conducted,  
 organised or attended by the school (e.g. class parties, elective subjects, cultural days, fetes, incursions) 
 
 It is the responsibility of the parents to:

• provide the ASCIA Action Plan

• inform the school in writing if their child’s medical condition, insofar as it relates to allergy and the potential  
 for anaphylactic reaction, changes and, if relevant, provide an updated ASCIA Action Plan

• provide an up-to-date photo for the ASCIA Action Plan when that plan is provided to the school and when  
 it is reviewed

• provide the school with an EpiPen that is current and not expired for their child

Communication Plan

AE will develop and maintain a Communication Plan to provide information to all school staff, students and parents/
guardians/carers about anaphylaxis and the Anaphylaxis Management Policy. The Communication Plan includes 
strategies for advising school staff, students and parents/guardians/carers on how to respond to an anaphylactic 
reaction by a student in various environments including:

•  during normal school activities including in the classrooms and all other areas of the school buildings

•  during off-site or out of school activities, including on excursions, school camps and at special events conducted  
 or organised by the school

The Communication Plan includes procedures to inform volunteers and casual relief staff of students with a medical 
condition that relates to allergy and the potential for anaphylactic reaction and their role in responding to an 
anaphylactic reaction by a student in their care. 

It is the responsibility of the Principal to ensure that relevant school staff are:

• trained; and 

•  briefed at least twice per calendar year

Prevention Strategies

The school will ensure that risk minimisation and prevention strategies are in place for all relevant in-school and 
out-of-school settings, which include (but are not limited to) the following:

• during classroom activities (including class rotations, specialist and elective classes)

• between classes and other breaks

• in canteens

• during recess and lunchtimes
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• before and after school

• special events including incursions, sports, cultural days, fetes or class parties, excursions and camps

Classrooms

 1. Copy of the student’s Individual Anaphylaxis Management Plan kept in the staffroom 
 2. Liaise with parents about food-related activities ahead of time
 3. Never give food from outside sources to a student who is at risk of anaphylaxis
 4. Treats from other students in class should not contain the substances to which the student  
  is allergic
 5. Products labelled ‘may contain traces of nuts’ should not be served to students allergic to nuts.  
  Products labelled ‘may contains milk or egg’ should not be served to students with milk or  
  egg allergy
 6. Ensure all cooking utensils, preparation dishes, plates and knives/forks etc. are washed and  
  cleaned thoroughly after preparation of food and cooking
 7. Regular discussions with students about the importance of washing hands, eating their own  
  food and not sharing food
 8. The VCE Principal should inform relief teachers, specialists teachers and volunteers of the  
  names of any students at risk of anaphylaxis, the location of each student’s Individual  
  Anaphylaxis Management Plan and EpiPen, the school’s Anaphylaxis Policy and each person’s  
  responsibility in managing an incident

School Common Areas

 1. Sufficient supervision of a student who is at risk of anaphylaxis by a staff member who is trained  
  in the administration of EpiPens
 2. EpiPens and Individual Anaphylaxis Plans are easily accessible from the school grounds
 3. A communication plan is in place for staff on staff duty so medical information can be retrieved  
  quickly and all staff are aware how to inform the First Aid Coordinator if an anaphylactic reaction  
  occurs during recess or lunch time
 4. Staff on duty can identify those students at risk of anaphylaxis

Special Events

 1. Sufficient staff who have been trained in the administration of an EpiPen are supervising students
 2. Avoid using food in activities or games
 3. Consult parents/guardians in advance for special events to either develop an alternative food  
  menu or request the parent to send a meal for the student at risk
 4. Students should be informed in advance about foods that may cause allergic reactions in  
  students at risk and request that they avoid providing students with treats whilst they are at  
  a special school event
 5. Party balloons are not to be used if a student is allergic to latex

Excursions/Camps/Tours

 1. Risk Assessment for each individual student attending
 2. Staff trained in administering an EpiPen are to attend
 3. Appropriate methods of communication must be discussed
 4. Identify the location of the EpiPen (that is, who will carry it, how will it be delivered to the student?)
 5. Individual Anaphylaxis Management Plans and EpiPens are to be easily accessible and staff must  
  be aware of their location
 6. Risk assessment of the excursion/camp/tour must be completed prior to departure
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 7. Staff in charge should consult parents/guardians of anaphylactic students in advance to discuss  
  issues that might arise, to develop an alternative food menu or request the parent provide a meal  
  (if required)
 8. Review the Individual Anaphylaxis Management Plan prior to departure to ensure that it is  
  up to date and relevant to the particular excursion/camp/tour

Location of EpiPen

EpiPens are to be stored in the staff room located on  
Level 2, 168 Exhibition Street, Melbourne 3000.
 
School Management and Emergency Response – Staff Procedures

An anaphylaxis reaction is a potentially life threatening event and immediate, decisive action is required.

Stage 1 
 1. Stay with the student
 2. Send a staff member/student to collect the Anaphylaxis First Aid Bag from the Staff Room
 3. Advise staff member to contact parent/guardian/legal custodian of student

Stage 2
 1. Follow the Individual Anaphylaxis Management Plan
 2. If mild to moderate reaction give medication (if prescribed) and monitor for any signs  
  of anaphylaxis

Stage 3 
 1. If a SEVERE REACTION is observed contact 000 immediately – if contact with 000 is not possible  
  proceed to step 2
 2. Receive instruction from emergency services to administer the EpiPen – if contact with  
  emergency services is not possible administer EpiPen
 3. Record time of injection – VERY IMPORTANT!
 4. If contact has not been made with 000 (emergency services) continue to attempt contact

Stage 4 
 1. Lay person flat and elevate legs. If breathing is difficult, allow student to sit but DO NOT STAND
 2. Reassure the student experiencing the reaction as they are likely to be feeling anxious and  
  frightened as a result of the reaction and the side effects of the adrenaline. Watch the student  
  closely in case of a worsening condition. Ask another staff member to move other students away  
  and reassure them elsewhere.
Stage 5
 1. Further EpiPen may be given, after 5 minutes, if severe symptoms persist

Stage 6
 1. Notify the Principal 9663 3399

Remember

Whenever an EpiPen is utilised in treating an individual, the time of use must be recorded and an ambulance must be 
called immediately. Remain in contact with emergency services at all times. If symptoms persist, you may be 
instructed to administer a second ‘same dose’ injection, which can be given after 5–10 minutes.
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EpiPens

The school will purchase spare EpiPens for general use and as a backup to those supplied by parents. Students are 
discouraged from providing the school with autoinjectors other than EpiPens, as staff training has focussed on 
EpiPens.

The number of spare EpiPens will be determined by the VCE Principal using a risk management approach taking into 
account the following:

• the number of students enrolled at the school who have been diagnosed as being at risk of anaphylaxis

• the accessibility of EpiPens that have been provided by parents of students who have been diagnosed as being  
 at risk of anaphylaxis

• the availability and sufficient supply of EpiPens for general use in specified locations at the school, including 
 (but not limited to): in the school yard, and at excursions, camps and special events conducted or organised  
 by the school

EpiPens have a limited life, usually expiring within 12-18 months, and will need to be replaced at the school’s expense, 
either at the time of use or expiry, whichever is first.
 
Staff Training

In accordance with MO706, Stott’s College has adopted the following training regime:

All VCE staff are to undertake ASCIA Anaphylaxis e-training for Victorian Schools followed by a competency check by 
the School Anaphylaxis Supervisor, to be completed every two years. The certificate of completion is to be stored in 
the Anaphylactic Register.

Also, two school staff (as selected by the VCE Principal), are required to undertake Course in Verifying the Correct Use 
of Adrenaline Autoinjector Devices 22303VIC. This is to be completed every 3 years and to be recorded in the 
Anaphylactic Register.

In addition, all staff to participate in a briefing, to occur twice per calendar year (with the first briefing to be held at the 
beginning of the school year) on:

• the school’s Anaphylaxis Management Policy

• the causes, symptoms and treatment of anaphylaxis

• the identities of students with a medical condition that relates to an allergy and the potential for anaphylactic  
 reaction, and where their medication is located

• how to use an adrenaline autoinjector, including hands-on practise with a trainer and adrenaline  
 autoinjector device

• the school’s general first aid and emergency response procedures

• the location of, and access to, adrenaline autoinjectors that have been provided by parents or purchased by the  
 school for general use

The briefing must be conducted by a member of the school staff nominated as the school Anaphylaxis Supervisor who 
has successfully completed an anaphylaxis management training course in the last two years.

In the event that the relevant training has not occurred for a member of staff who has a child in their class at risk of 
anaphylaxis, the VCE Principal will develop an interim Individual Anaphylaxis Management Plan in consultation with 
the parents/guardians of any affected student. Training will be provided to relevant school staff as soon as practicable 
after the student enrols, and preferably before the student’s first day at school.
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The VCE Principal will ensure that while the student is under the care or supervision of the school, including 
excursions, yard duty, camps and special event days, there is a sufficient number of school staff present who have 
successfully completed an anaphylaxis management training course.
 
Annual Risk Management Checklist

The VCE Principal will complete an annual risk management checklist as published by the Department of Education 
and Early Childhood Development to monitor compliance with their obligations.
Refer to http://www.education.vic.gov.au/school/teachers/health/Pages/anaphylaxisschl.aspx
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