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Anaphylaxis policy, procedures and guidelines  

Aims of this policy 

The aim of this policy is to describe to parents, carers and staff the measures taken by the school to protect those 

children who may need to receive the administration of an adrenaline auto-injector. 

This policy – and the procedures and guidelines outlined within it – only outlines the causes and symptoms of 

anaphylaxis. Staff receive detailed training from a qualified nurse annually. 

What is anaphylaxis? 

Anaphylaxis is a severe allergic reaction to any allergen, including foods such as nuts, shellfish and dairy products and 

non-foods such as wasp and bee stings and certain medicines. The symptoms of anaphylaxis can be identified by 

effects on the respiratory system, cardiovascular system, gastrointestinal system, skin, nervous system or 

genitourinary system.  

In the event of an episode of anaphylaxis, is important to administer an adrenaline auto-injector immediately before 

calling the emergency services to request an ambulance. 

How will I know when and how to administer an adrenaline auto-injector? 

All qualified first aiders and teaching assistants have been trained by the school nursing team about anaphylaxis and 

the administration of adrenaline auto-injectors. There is a schedule incorporating annual refresher training. 

How will I know which children might need an adrenaline auto-injector? 

At the beginning of each academic year, a poster containing a photograph of pupils who have known allergies will be 

displayed around the school in the staff room, medical room, school office and kitchen (Appendix A). 

Where are adrenaline auto-injectors stored? 

Pupils with prescribed adrenaline auto-injectors are requested to have one in school. This is stored in a named tray in 

the medical room. Adrenaline auto-injectors are stored in a sealed pack containing the name of the child, their 

photograph and a signed copy of the school’s consent form for the use of emergency adrenaline auto-injector (epi-

pen) (Appendix B).   

In addition to prescribed adrenaline auto-injectors, we have made the decision for keeping one emergency adrenaline 

auto-injector on site which is located in a clearly identifiable location within the school’s medical room. 

Adrenaline auto-injectors are check regularly by a named first aider and outdated injectors are sent home for parents 

or carers to dispose of. The named first aider asks parents or carers for replacements prior to the expiry date. 

The named member of staff is Ann O’Donnell. 
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How we manage adrenaline auto-injectors in school.  

 Parents or carers must sign the school’s consent form for the use of emergency adrenaline auto-injector (epi-

pen) (Appendix B) 

 Pupils who have a prescribed adrenaline auto-injector will have a medical care plan which will be written by a 

named nurse and signed by parents or carers 

 Adrenaline auto-injectors will be brought into school via the school office where it will be checked that: 

 it is in its original container 

 it is labelled with the child’s full name 

 the name of the drug is labelled clearly 

 it contains and expiry date (which is logged) 

 contain a label stating the dispensing pharmacist’s details 

 The adrenaline auto-injector will be stored in the school’s medical room in an accessible tray labelled with the 

child’s name in a sealed pack containing: 

 the name of the child 

 their photograph 

 a signed copy of the school’s consent form for the use of emergency adrenaline auto-injector (epi-

pen) (Appendix B) 

 Immediate access to adrenaline auto-injectors is essential and, for this reason, no child with a prescribed 

adrenaline auto-injector will be allowed to be in school or attend school trips if: 

 the parents or carers of the child have not signed copy of the school’s consent form for the use of 

emergency adrenaline auto-injector (epi-pen) (Appendix B) AND 

 their prescribed adrenaline auto-injector has not been provided by their parents or carers  

 Adrenaline auto-injectors are designed for emergency use only; as such, the emergency services should be 

contacted every time an adrenaline auto-injector has been administered to request an ambulance 

 Staff who have been trained in anaphylaxis treatment will take the lead in administering adrenaline auto-

injectors and another member of staff should support them with this 

 Staff will record when the adrenaline auto-injector was administered on the school’s record of medicine 

administered to an individual child 

 Parents or carers will be notified via a letter that their child’s adrenaline auto-injector has been administered 

(Appendix C) or that the school’s emergency adrenaline auto-injector has been administered (Appendix D) 
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Implementation of policy, procedures and guidelines  

The School Operations Officer is responsible for leading the development and strategic direction of the school’s 

anaphylaxis policy, procedures and guidelines. 

The implementation of this policy, procedures and guidelines is the responsibility of all trained staff. 

Reviews 

 Date of publication: January 2018 

 Reviewed:  October 2019 

 Review date:  October 2021 
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Appendix A 

Adrenaline auto-injector 

EPI PEN 
Location: Medical Room 

 

 
John Smith 

Year Group 

Class 
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Appendix B 

Consent form for the use of emergency adrenaline auto-injector (epi-pen) 

For a child showing symptoms of anaphylaxis 

The school will not administer medicine to your child unless you complete and sign this document, and the school has 

a policy that the staff can administer medicine. 

Date for review to be initiated by Ann O’Donnell (school office) 

Name of school Someries Infant School 

Name of child  

Date of birth  

Class  

Medical condition or illness Anaphylaxis 

 

I confirm that my child has been diagnosed with an allergy which could cause anaphylaxis and has been prescribed an adrenaline 

auto-injector (epi-pen) 

My child has a working, in-date adrenaline auto-injector (epi-pen), clearly labelled with their name, which they will bring with 

them to school every day. 

In the event of my child displaying symptoms of anaphylaxis, and if their adrenaline auto-injector (epi-pen) is not available or is 

unusable, I consent for my child to receive adrenaline from an emergency adrenaline auto-injector held by the school for such 

emergencies. 

Contact details 

Name  

Emergency contact telephone number  

Relationship to child  

 

 

Signature: ______________________________________________  Date: ______________________________ 
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Appendix C 

Letter to inform parents or carers of emergency adrenaline auto-injector (epi-pen) use 

 

Dear Parent or Carers, 

Re: Use of emergency adrenaline auto-injector (epi-pen) 

Name of child  

Date   

Class  

 

Dear___________________________________, 

 

This letter is to formally notify you that _______________________________ showed symptoms of anaphylaxis today. This 

happened when __________________________________________________________________________________________. 

A member of staff administered their adrenaline auto-injector (epi-pen).  

They did not have their own adrenaline auto-injector (epi-pen) with them, so a member of staff administered the emergency 

adrenaline auto-injector.  

 
Yours sincerely, 

 

Mr Michael Scott 

Head Teacher  
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Appendix D 

Letter to inform parents or carers of emergency adrenaline auto-injector (epi-pen) use 

 

Dear Parent or Carers, 

Re: Use of emergency adrenaline auto-injector (epi-pen) 

Name of child  

Date   

Class  

 

Dear___________________________________, 

 

This letter is to formally notify you that _______________________________ showed symptoms of anaphylaxis today. This 

happened when __________________________________________________________________________________________. 

A member of staff administered their adrenaline auto-injector (epi-pen).  

Their own adrenaline auto-injector (epi-pen) was not working, so a member of staff administered the emergency adrenaline 

auto-injector (epi-pen). 

 
Yours sincerely, 

 

Mr Michael Scott 

Head Teacher 

 


