School Allergy Safety Procedure
Supporting the CLPT Allergy Awareness Policy

School: Manor Hill First School
School Allergy Lead:  Neil Tapp/Lindsay Harris
Deputy Allergy Lead: Julie Johnson
Date implemented: 01/09/2026
Review date: 01/09/2027

1. Purpose
This procedure sets out how Manor Hill First School implements the Creative Learning Partnership Trust Allergy Awareness Policy within our own setting.
It should be read alongside the Trust Allergy Awareness Policy and reflects the specific arrangements within this school.

2. School Allergy Lead/Deputy Allergy Lead responsibilities:
· Maintaining the allergy register.
· Ensuring Individual Healthcare Plans are current.
· Organising annual staff training.
· Checking expiry dates of medication.
· Reviewing incidents and near misses.
· Liaising with parents.
· Reporting incidents to the Trust. 
3. Allergy Register
The allergy register is kept:
 Arbor
☐ MyConcern
☐ Medical Tracker
☐ Other ___________________
Paper copies are located:
· School Office
· Staff Room
· Kitchen
· Other – Classroom Emergency Pack
The register is reviewed:
☐ Weekly
 Half Termly
☐ Termly

4. Individual Healthcare Plans
Healthcare Plans are held:
 School Office
 Classroom 
☐ Medical Room
☐ Electronic System - Arbor
Plans are reviewed:
· Every September
· Following any allergic reaction
· Whenever parents notify school of changes
· Before residential visits

5. Medication
Prescribed medication
Location(s)
In the medical room next to the main school office – in a locked box or fridge if required

Who checks expiry dates?
The school office checks expiry dates on medicines handed in on completion of the parental consent form.
Items in classrooms are checked by teachers and the allergy lead in school

Frequency
☐ Monthly
 Half Termly for classroom items

Spare Adrenaline Auto Injectors
Stored:  Fridge located in the school Medical Room

Person responsible:  Julie Johnson

Expiry dates checked:  Half termly 


6. Staff Training
Annual training is completed during:
 September INSET
☐ January
☐ Other
New staff receive training during induction before working with pupils.
Supply staff receive:
 Allergy briefing sheet
☐ Staff handbook
☐ Allergy register
☐ Emergency procedures
Training records are kept by:   Julie Johnson


7. Daily School Procedures
Staff will:
Class teachers
· Know pupils with allergies.
· Check activities before using food or allergenic materials.
· Ensure medication accompanies pupils where required.
· Inform supply staff.
Lunchtime staff
· Supervise eating arrangements.
· Encourage handwashing.
· Prevent food sharing.
· Report concerns immediately.
Office staff
· Maintain medical records.
· Contact parents when required.
· Call emergency services if directed.
First Aiders
· Respond to allergic reactions.
· Administer emergency medication.
· Complete incident records.

8. Catering Arrangements
School meals are provided by:  Aspens

The kitchen:
· Holds allergen information.
· Prevents cross contamination.
· Communicates menu changes.
· Liaises with parents where appropriate.

9. Food Brought Into School
Our school approach:
☐ No food rewards
 Birthday treats only by agreement and individually wrapped items
☐ Healthy snack only
 Packed lunches
Nut aware approach
Other arrangements:


10. Educational Visits
Before every visit staff will:
· Check the allergy register.
· Review Healthcare Plans.
· Carry prescribed medication.
· Take spare AAIs.
· Ensure trained staff attend.
· Inform venues of allergies.
· Complete an allergy risk assessment where required.

11. Clubs and Wraparound Care
The following clubs receive allergy information:
 Breakfast Club
 After School Club
☐ Sports Clubs
☐ Holiday Club
☐ External Providers
Lead person responsible:
Julie Johnson/Wendy Keeble

12. Visitors and Contractors
Visitors supervising pupils will receive:
☐ Allergy briefing
☐ Emergency procedures
☐ Medical information where necessary
Contractors without pupil contact will not routinely receive pupil medical information.

13. Emergency Procedure
If anaphylaxis is suspected:
1. Administer adrenaline immediately.
2. Call 999.
3. Send for second AAI.
4. Inform the office.
5. Contact parents.
6. Stay with the pupil.
7. Complete incident reporting.
Emergency kits are located:
In the Medical room by the main school office

14. Incident Reporting
Following every allergic reaction or near miss:
· First aid is provided.
· Parents informed.
· Incident form completed.
· Headteacher informed.
· Trust Allergy Lead notified.
· Healthcare Plan reviewed.
· Learning shared with staff.

15. Communication with Parents
Parents are expected to:
· Notify school of new allergies.
· Provide in-date medication.
· Update Healthcare Plans.
· Inform school of any changes.
School communicates through:
☐ Website
☐ Arbor
☐ Newsletters
☐ Parent meetings

16. Annual Compliance Checklist
Each September the School Allergy Lead will confirm:
	Requirement
	✓

	Allergy register updated
	☐

	All IHPs reviewed
	☐

	Staff training completed
	☐

	Supply staff briefing available
	☐

	Spare AAIs checked
	☐

	Prescribed AAIs in date
	☐

	Emergency kits checked
	☐

	Staff know emergency locations
	☐

	Educational visit procedures reviewed
	☐

	Website policy published
	☐



