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Anaphylaxis Management Policy 
 
St Bernard’s College is committed to a culture of “zero tolerance” for child abuse. We promote a 
culture that prioritises the safety and wellbeing of all young people and continue to respond positively 
and proactively to Ministerial Order 1359 in relation to related policies, procedures, strategies, risk 
mitigation and our responsiveness to emerging issues. St Bernard’s College is committed to the 
establishment of a culturally safe environment in which the diverse and unique identities and 
experiences of Aboriginal and Torres Strait Islander young people are respected and valued. 

Rationale 

St Bernard’s College places a high priority in providing duty of care for all students and 
therefore has developed this policy to ensure the ongoing management of procedures to 
minimise the potential harms of those students at risk of anaphylaxis and to comply with 
Ministerial Order No. 706 and associated Anaphylaxis guidelines for Victoria. As far as 
practicable, the College will provide a safe and supportive environment in which students 
at risk or anaphylaxis can participate equally in all aspects of school life.  

Principles 

• The College will provide, as far as practicable a safe and supportive environment in which 
students at risk of anaphylaxis feel safe and know that they will be attended to with due 
care when experiencing an anaphylactic reaction. 

• The College will engage with parents and caregivers of students who are at risk of 
anaphylaxis, in assessing risks and developing risk minimisation strategies and 
management strategies for identified students. 

• The College will ensure that all staff members are trained regarding allergies, 
anaphylaxis and the College’s policies and procedures about responding to an 
anaphylactic reaction. 

• Support for students with an anaphylactic condition will be provided in a way that does 
not compromise their privacy. 

• The College will assist student with the administration of prescribed medications or 
health care procedures where this support cannot reasonably be undertaken by the 
students.  

Definitions 

Anaphylaxis is a severe, rapidly progressive and potentially life-threatening allergic 
reaction. The most common allergens in children are peanuts, tree nuts (e.g., cashews), 
eggs, cow's milk, fish, shellfish, sesame seeds/oil, wheat, soybean, kiwi fruit, certain insect 
stings, medications and contact with latex. Although these are the most common allergens, 
any food can trigger an allergic reaction. 

Anaphylaxis prevention in schools requires knowledge of those students who have been 
diagnosed at risk, awareness of triggers (allergens), and prevention of exposure of these 
triggers.  Partnership between the College and parents are important in ensuring a safe 
environment for the student.  
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ASCIA Action Plan (Australasian Society of Clinical Immunology and Allergy) is completed 
by the student’s medical practitioner. It outlines the student’s known severe allergies and 
the emergency procedures to be taken in the event of an allergic reaction. The ASCIA Action 
Plan is to be included in the student’s Individual Anaphylaxis Management Plan developed 
by the College for each student diagnosed as being at risk of anaphylaxis (see Appendices 
2,3,4 and 5 for templates).  

College means the main College site in Essendon and any registered campuses or school 
boarding premises operated by St Bernard’s College, including Resurrection House Campus 
and Santa Monica.  

Emergency treatment is where adrenaline is given through an EpiPen auto-injector to the 
muscle of the outer mid-thigh to which is the most effective first aid treatment for 
anaphylaxis.  

Individual Anaphylaxis Management Plan is developed by the College for each student 
diagnosed as being at risk of anaphylaxis. The plan includes the student’s ASCIA Action 
Plan which details the student’s allergies, symptoms and the emergency response to 
administer the student’s adrenaline autoinjector should the student display symptoms of 
an anaphylactic reaction.  

Implementation 

The Principal (or delegate) will ensure that an individual Anaphylaxis Management that 
includes information as required under Ministerial Order 706, Clause 7.1.3 (a to f) is 
developed, where the College Nurse consults with the student’s parents, for any student 
who has been diagnosed by a medical practitioner as being at risk of anaphylaxis or a 
medical condition that relates to allergy and the potential for an anaphylactic reaction. The 
Principal delegates the implementation of this policy to the College Nurse who reports on 
this and compliance with Ministerial Order 706 to the Principal.  

In relation to the Santa Monica school boarding premises, the activities conducted at that 
site are supervised by staff of the College.  

Appendix 1 presents St Bernard’s template for the development of an Individual Anaphylaxis 
Management Plan for students. 

It is the responsibility of the College Nurse to: 

• Ensure the Individual Anaphylaxis Management Plan is in place as soon as practicable 
after the enrolment of a student who has been diagnosed as being at risk of anaphylaxis, 
and where possible before his first day of school, with an interim plan to be developed 
in the meantime. 

• Ensure that an Individual ASCIA Action plan and required medications are provided by 
the students' parent/caregiver for any student who has been diagnosed by a medical 
practitioner as being at risk of anaphylaxis and is included in the student’s Individual 
Anaphylaxis Management Plan.  

• Purchase additional adrenaline autoinjectors for general use and as a back-up to those 
supplied by parents, with regard to the number of enrolled students who are at risk of 
anaphylaxis and the campus where they are based.  

•  Ensure that there are always clearly marked general use EpiPen’s available to staff.  

o Essendon Campus - general use EpiPens are located around the College as 
documented on the MySBC First Aid page and one is kept in the College 
sickbay for all students at all times and within their expiry dates. 

o Resurrection House Campus - general use EpiPens are located around the 
Campus as documented on the MySBC First Aid Page and one is kept in the 
Campus sickbay for all students at all times and within their expiry dates.  
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o Santa Monica – general use EpiPens are located in the sickbay and the common 
dining area for all students at all times and within their expiry dates. The 
locations of the EpiPen’s are also documented on the MySBC First Aid Page. 

• At all locations, monitor the currency of adrenaline autoinjectors which have a limited 
shelf life, usually within 2–18 months. They must be replaced at the school’s expense, 
either at the time of use or expiry, whichever comes first. 

• Remind parents/caregivers via email one month prior to when Individual ASCIA Action 
plans and EpiPen’s expire. 

• Ensure student EpiPen’s are stored within the College’s sickbays in a clear and organised 
manner within a safe temperature range. 

• Provide staff taking students offsite with a detailed health report of all students in 
attendance after parental consent has been provided. 

• Ensure staff accompanying students offsite sign out the EpiPen’s from the 
College/Resurrection House Campus reception upon leaving the College grounds and 
sign them back in upon returning. 

• Ensure all staff members are anaphylaxis trained in accordance with Ministerial Order 
706 and supporting documentation stored in a centralised location. 

• Deliver the twice-yearly briefing to staff on Anaphylaxis Awareness. 

• Complete the Annual Risk Management Checklist (Appendix 8) with the Principal and 
implement any necessary changes as required. 

• Ensure the Anaphylaxis Communication Plan (Appendix 7) is implemented in 
consultation with the Assistant Principal (Student Wellbeing) to provide information to 
all staff (including canteen staff), students and parents/caregivers about anaphylaxis 
and the development of the College’s anaphylaxis management strategies. The 
communication plan includes information about what emergency management steps are 
taken to respond to a student’s anaphylactic reaction in any part of the College such as 
the classroom or yard, as well as on school excursions or camps and special event days.  

• Volunteers and casual relief staff will be informed about students at risk of anaphylaxis 
and of their role in responding to an anaphylactic reaction by a student in their care.  

Each students' Individual Anaphylaxis Management Plan will be reviewed by the College 
Nurse in consultation with the student's parent/caregiver: 
• Annually. 

• If the student’s conditions change. 

• Immediately after a student has an anaphylactic reaction whether it is at school or out 
of school hours. 

• When a student is to participate in an offsite activity such as camps and excursions, or 
at special events conducted, organised, or catered by the College.  

It is the responsibility of staff to: 

• Implement and monitor the student’s Individual Anaphylaxis Management Plan that 
includes: 

o The student’s allergies 
o Locally relevant risk minimisation or prevention strategies 
o Names of people responsible for implementing risk minimization and 

prevention strategies 
o Storage of medication  
o Student’s emergency contact details  
o The student’s ASCIA action plan 
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• Know and understand the requirements of this policy and the Emergency Response 
Procedures (Appendix 6) and their role to responding to an Anaphylactic reaction. 

• Know how to identify students at risk of anaphylaxis, where to locate their Individual 
Anaphylaxis Management Plan (which includes the ASCIA Action Plan) and follow it in 
the event of an allergic reaction. 

• Know the location of students’ EpiPens and those for general use 

• Successfully complete Anaphylaxis training in accordance with Ministerial Order No. 
706. 

It is the responsibility of the parent/caregiver to: 

• Provide the College with an Individual ASCIA Action Plan for Anaphylaxis which has been 
completed by a medical practitioner upon enrolment and whenever and Action plan is 
updated. 

• 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 (within the expiry date) and renew the EpiPen as 
directed by the College Nurse. 

• Provide any listed medications that may also be required on the Individual ASCIA Action 
Plan for Anaphylaxis. 

• Inform the school in writing if their son's medical condition changes, and if relevant 
provide an updated Individual ASCIA Action Plan. 

If an EpiPen and/or ASCIA Action Plan is not provided, school attendance may be suspended 
until these are provided by the parent/caregiver. 

Responsibility will not be taken for EpiPen’s of students that are not accompanied by an 
ASCIA Action plan. 

It is the responsibility of the student to: 

• Be aware of surroundings and alert staff of any possible risk factors. 

• Understand their own management plan. 

Staff Training  

All staff will be briefed once each semester by the College Nurse. The briefing will address: 

• the College’s anaphylaxis management policy and students  

• the causes, symptoms, and treatment of anaphylaxis  

• the identities of students diagnosed at risk of anaphylaxis and the location of their 
medication and Individual Anaphylaxis Management Plans at each campus 

• how to use an auto-adrenaline injecting device, including practice with a trainer device 

• the College’s first aid and emergency response procedures.  

Teachers and all other College staff who conduct classes which have students at risk of 
anaphylaxis, or who give instruction to students at risk of anaphylaxis, must have 
completed up-to-date anaphylaxis management training course in the in the three years 
prior (22579VIC, 22578VIC or 10710NAT) and participated in a twice-yearly briefing.  

The College Nurse in consultation with the Principal and Assistant Principal (Student 
Wellbeing) will identify the number of College staff to be trained based on a risk assessment 
of the College and Resurrection House Campus and Santa Monica, as well as identifying 
staff who are required to complete this training. Training will take place before the student’s 
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first day at College. Where this is not possible, an interim plan will be developed in 
consultation with the parents, followed by training and a briefing as soon as possible.  

At all times while the student is under the care or supervision of the College, the Principal 
via the College Nurse will ensure that there are enough staff present and supervising the 
activity who have up-to-date training in anaphylaxis management. This includes activities in 
the classroom, yard, school buildings, another campus, special event days and offsite 
excursions including to Santa Monica.  

Storage and Accountability for Adrenaline Auto-injectors (EpiPens) 

Parents are responsible for supplying the College with an Adrenaline Auto-injector to be 
kept onsite at each campus.  

Students’ individual EpiPens are kept in the College Essendon Campus sickbay and the 
sickbay at Resurrection House Campus and the sickbay at Santa Monica.  

Each campus of the College carries spare Adrenaline Auto-injectors on site in the sickbay.  
These are for emergencies when the student’s own device cannot be located or when a 
student is participating in an offsite excursion and staff are required to ensure the provision 
of first aid treatment.  

Emergency Management Procedures  

The College’s first aid and emergency management procedures plan will be followed in 
responding to a student's anaphylactic reaction. The procedures are derived from ASCIA 
Action Plans. Copies of the procedures will be prominently displayed in classrooms and 
in/around other College facilities, including the canteen (see Appendix 2, 3 4 and 5). 

Appendix 6 presents details of the College's emergency management procedures as these 
apply for different campus areas and for offsite activities. 

Risk Management and Prevention  

The College’s strategies for risk prevention and minimisation are outlined in the Individual 
Anaphylaxis Management Plan (Appendix 1). 

Evaluation 

The Evaluation of this policy will be done by the Wellbeing Leadership Team under the 
direction of the Assistant Principal (Student Wellbeing). It will occur at the end of each year 
which will involve the completion by the Principal and College Nurse of an Anaphylaxis Risk 
Management Checklist outlined in Appendix 8. 

Related Policies 

• First Aid Policy 

Policy Review 

Ratified: May 2022 

Last Reviewed: April 2022 (update Nov 2022) 

Next Review Date: April 2023 
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Appendix 1 

 
 
 
 

Individual Anaphylaxis Management Plan 
 

This plan is to be completed by the principal or nominee on the basis of information from the student's 
medical practitioner (ASCIA Action Plan for Anaphylaxis) provided by the Parent. 

It is the Parents' responsibility to provide the College with a copy of the student's ASCIA Action Plan for 
Anaphylaxis containing the emergency procedures plan (signed by the student's Medical Practitioner) and an 
up-to-date photo of the student - to be appended to this plan; and to inform the school if their child's medical 
condition changes. 

School St Bernard’s College Phone 9289 1000 
Student  
DOB  Year level  
Severely allergic to: 
  

Other health conditions 
  

Medication at school 
  

EMERGENCY CONTACT DETAILS (PARENT) 
Name  Name  
Relationship  Relationship  
Home phone  Home phone  
Work phone  Work phone  
Mobile  Mobile  
Address  Address  

EMERGENCY CONTACT DETAILS (ALTERNATE) 
Name  Name  
Relationship  Relationship  
Home phone  Home phone  
Work phone  Work phone  
Mobile  Mobile  
Address  Address  
Medical practitioner 
contact 

Name  
Phone  

Emergency care to be 
provided at school 

As Per Action Plan 

Storage of EpiPen® Stored at front administration 
 

ENVIRONMENT 
To be completed by Principal or nominee. Please consider each environment/area (on and off school site) the 
student will be in for the year, e.g., classroom, canteen, food tech room, sports oval, excursions and camps etc. 
Name of environment/area: Classroom 
Risk identified Actions required to minimise the risk Who is responsible? Completion date? 
Knowledge of student 
at risk of anaphylaxis 

Medical Alert on student profile in 
SYNERGETIC to alert classroom teachers 
he is at risk of anaphylaxis. 

College nurse Upon enrolment 
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Collection of epi-pen Making staff and students aware of epi-
pen locations  

College nurse/ 
school staff 

Ongoing 

Food related activities Liaise with parents about food related 
activities ahead of times  

Classroom 
teacher/homeroom 
teacher 

Ongoing 

Name of environment/area: Canteen 
Risk identified Actions required to minimise the risk Who is responsible? Completion date? 
Knowledge of student 
at risk of anaphylaxis 

Display a colour photo of students at 
risk of anaphylaxis along with their 
allergen 

College 
nurse/Canteen Staff 

Beginning f school 
year 

Food related activities Ensure cooking equipment and surface 
areas are wiped down thoroughly with 
warm soapy water regularly 

Canteen Staff Ongoing 

Collection of Epi-Pen Making staff/students aware of epi-pen 
locations  

College Nurse Checked each term 

 Have a general use anaphylactic kit 
located in canteen 

College Nurse Checked each term 

Name of environment/area: Excursions 
Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

Knowledge of student 
at risk of anaphylaxis 

A student health report is generated 
through SYNERGETIC and forwarded to 
the supervising teacher to alert them 
that student is at risk of anaphylaxis 

College nurse Pre-excursion 

Buying Lunch Educate Students  Parent ongoing 
Collection of Epi-Pen Anaphylaxis kits and general use kits are 

signed out by the supervising staff 
member to be taken on the excursion 

College nurse/ Class 
Teacher 

Checked each term 

Name of environment/area: Camps 
Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

Knowledge of student 
at risk of anaphylaxis 

A student health report is generated 
through synergetic and forwarded to 
the camp staff to alert risk of 
anaphylaxis  

College nurse/Camp 
Coordinator 

Pre-camp 

Trained staff 
availability 

Staff participating at the camp are clear 
about their roles and responsibilities in 
the event of an anaphylactic reaction 

Camp staff/school 
staff  

Ongoing 

Collection of Epi-Pen Making staff/students aware of epi-pen 
locations and procedure for collection 

Camp Coordinator Duration of camp 

Exposure to insects 
which may cause 
anaphylaxis 

Students with anaphylactic responses to 
insects should always wear closed shoes 
and long-sleeved tops when outdoors   

 Duration of camp 

Name of environment/area: Food Technology 
Risk identified Actions required to minimise the risk Who is responsible? Completion date? 

Knowledge of student 
at risk of anaphylaxis 

A colour photo of all students at risk of 
anaphylaxis are displayed along with 
their allergen 

College Nurse Upon enrolment  
ongoing 

Collection of epi-pen Making staff and students aware of epi-
pen locations  

College nurse/Food 
staff 

ongoing 

Food related activities Inform students of all ingredients 
remove/replace where necessary 

Food staff Ongoing 

 Ensure cooking equipment and surface 
areas are wiped down thoroughly with 
warm soapy water regularly 

Students /Food Staff ongoing 
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This Individual Anaphylaxis Management Plan will be reviewed on any of the following occurrences 
(whichever happen earlier): 
• 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; and 
• when the student is to participate in an off-site activity, such as camps and excursions, or at special events 

conducted, organised or attended by the School (e.g. class parties, elective subjects, cultural days, fetes, 
incursions). 

I have been consulted in the development of this Individual Anaphylaxis Management Plan. 

I consent to the risk minimisation strategies proposed. 

Risk minimisation strategies are available at Chapter 8 - Prevention Strategies of the Anaphylaxis Guidelines 
Signature of parent: 
  

 
 

Date:   

I have consulted the Parents of the students and the relevant School Staff who will be involved in the 
implementation of this Individual Anaphylaxis Management Plan. 

Signature of Principal (or nominee): 
 

 

Date:   
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Appendix 2: Individual ASCIA Action Plan (EpiPen) 
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Appendix 3: Individual ASCIA Action Plan (Anapen) 
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Appendix 4: ASCIA Action Plan for General Use/Emergency Response Poster  
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Appendix 5: Individual ASCIA Action Plan for Allergic Reactions 
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Appendix 6 

 

Anaphylaxis Emergency Response Procedures 

1. When in the Classroom/School Buildings/Gymnasium  

• The teacher/staff member is to remain with the student at risk and calmly direct 
two students to calmly go and notify the College Nurse (in person or via phone) 
or nearest staff member.  

• The notified staff will then render assistance in the location of the student at risk 
with the Student’s EpiPen and the College spare EpiPen (where possible).  

• The actions that follow will depend on the nature of the emergency. Contacting 
000 may be an appropriate response for a medical emergency or possibly an 
incident needing police assistance.  

2. When on Yard Duty 

All yard duty teachers are required to carry a designated first aid kit collected from the 
staffroom. In the event of a suspected anaphylactic reaction, nearest staff member or 
student will be directed to obtain the closest general use EpiPen or student’s individual 
EpiPen, whichever is in closer proximity. When an emergency arises, the teacher is to 
remain at scene of the incident and provide assistance by administering the EpiPen. The 
staff member on yard duty should send two students or a member of staff to Front 
Reception to inform the College Nurse. 

3. When Off Campus on a Day Activity 

It is the responsibility of the staff in charge of the day activity, to ascertain the medical 
needs of the students attending the activity and to attain the MAP of the respective 
students. The College Nurse must be informed of any off-campus activity seven days 
prior in order to prepare the relevant medication/medical kits. This staff member leading 
the activity must collect any required medications from the College Nurse prior to 
departing the College. At the end of the excursion, the staff member is to return any 
medical aids obtained to the College Nurse. 
 
If an emergency occurs during the activity, the staff member in charge will take the 
appropriate action to ensure the student or students at risk receive the appropriate help 
required by following the medical action plan. Contacting 000 may be an appropriate 
response for a medical emergency or possibly an incident needing police assistance.  

4. When on Extended Off Campus Activities such as Camps 

Staff attending an extended off Campus activity will be briefed by the College Nurse 
prior to departure. When students are on an extended off campus activity the staff 
member in charge is to bring with them a copy of the medical action plans of any student 
with a medical or health need and discuss with the student about them bringing with 
them any medical aids they may require, the medical action plan and where the medical 
aids and medical action plan will be stored during the off-campus activity.  This 
preparation is undertaken in conjunction with the College Nurse. If an emergency occurs 
during the activity, the staff member in charge will take the appropriate action to ensure 
the student or students at risk receive the appropriate help required. Contacting 000 
may be an appropriate response for a medical emergency or possibly an incident 
needing police assistance. 
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Appendix 7 

 

 

 

 

Anaphylaxis Communication Plan 

The Anaphylaxis Communication Plan will ensure all members of the St Bernard’s College 
community are aware of the procedures for the prevention and management of anaphylaxis 
at school, or outside school on school related activities. 

The Principal, in consultation with the Assistant Principal (Wellbeing) and the College Nurse 
will ensure that the provision of information to all school staff, students and parents about 
anaphylaxis and the school's anaphylaxis management policy is done at an appropriate 
time.  This communication plan links to Appendix 6, Anaphylaxis Emergency Response 
Procedures about responding to an anaphylactic reaction of a student in various 
environments including: 

• during normal school activities including in the classroom, in the school yard, in all 
school buildings and sites including gymnasiums and halls 

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

Staff 

The Principal, in consultation with the Assistant Principal (Wellbeing) and the College Nurse, 
ensures that the school staff are adequately trained: 

• by completing the Australasian Society of Clinical Immunology and Allergy e-training 
every 2 years and 2 staff per school or campus also completing 22579VIC every 3 years 
or 

• by completing the 22578VIC or 110710NAT course every 3 years 

The College Nurse maintains records of this training. 

The Principal ensures that all staff are briefed once each semester by the College Nurse.  
The briefing will address: 
• the College’s anaphylaxis management policy and students  
• the causes, symptoms and treatment of anaphylaxis  
• the identities of students diagnosed at risk of anaphylaxis and where their medication 

is located  
• how to use an auto-adrenaline injecting device  
• the College’s first aid and emergency response procedures.  

Teachers and other College staff who conduct classes in which students are at risk of 
anaphylaxis attend, or who give instruction to students at risk of anaphylaxis, must have 
up-to-date anaphylaxis management training The College Nurse in consultation with the 
Principal and the Assistant Principal (Wellbeing) will identify the College staff to be trained 
based on a risk assessment.  Training will take place prior to the start of the academic year. 
Where this is not possible, an interim plan will be developed. 
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At all times while the student is under the care or supervision of the College, including on 
excursions and special event days, the Principal via the College Nurse will ensure that there 
is enough staff present who have up-to-date training in anaphylaxis management. 

All volunteers and Casual Relief Teachers (CRTs) are briefed as part of their induction 
process and then on an annual basis, by the College Nurse, of students who are at risk of 
anaphylaxis and of their role in responding to an anaphylactic reaction experienced by a 
student in their care.  CRTs are advised where they can access further information in the 
First Aid section of MySBC. 

The College Nurse addresses new school staff (including administration and office staff, 
canteen staff, sessional teachers and specialist teachers) at the time of induction on 
anaphylaxis management information, processes and their role in responding to an 
anaphylactic reaction experienced by a student in their care. 

Students 

Peer support is an important element of support for students at St Bernard’s College and 
especially for those at risk of an anaphylaxis reaction. 

School staff raise awareness through fact sheets and posters displayed in hallways, 
canteens, and classrooms. Teachers can discuss the topic with students in class, with a few 
key messages about anaphylaxis such as the following: 

1. Always take food allergies seriously — severe allergies are no joke. 
2. Don't share your food with friends who have food allergies. 
3. Wash your hands after eating. 
4. Know what your friends are allergic to. 
5. If a school friend becomes sick, get help immediately even if the friend does not want 

you to. 
6. Be respectful of a school friend's adrenaline autoinjector. 
7. Don't pressure your friends to eat food that they are allergic to. 

It is important to be aware that a student at risk of anaphylaxis may not want to be singled 
out or be seen to be treated differently. Also, staff are aware that bullying of students at risk 
of anaphylaxis can occur in the form of teasing, tricking a student into eating a particular 
food or threatening a student with the substance that they are allergic to, such as peanuts. 
This is not acceptable behaviour and is not tolerated. Discussions with students involved so 
they are aware of the seriousness of an anaphylactic reaction are undertaken as part of the 
wellbeing management of students.  Any attempt to harm a student diagnosed at risk of 
anaphylaxis is treated as a serious and dangerous incident and dealt with in line with the 
school’s anti-bullying policy. 

Parents/Caregivers 

The College communicates with all parents at enrolment and in the first weeks of 
attending the College about anaphylaxis.  The College is aware that parents of a child who 
is at risk of anaphylaxis may experience considerable anxiety about sending their child to 
school. The College Nurse is available to discuss and allay these concerns while developing 
an open and cooperative relationship with them so that they can feel confident that 
appropriate management strategies are in place at school. 

Parents are responsible for providing the ASCIIA plan signed by the family GP. 

The College raises awareness about anaphylaxis on a bi-annual manner through College 
communication channels such as parent information sessions, the College newsletter, on 
the College website and at College assemblies.  This awareness and support from the 
school community is a vital part of the management processes. 
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Post-Incident Action 

It is expected that after an incident has occurred and has been resolved, that staff 
members involved will engage in the following communication processes: 
• Completion of an Incident form accessed on MySBC including full details of the event 

and what occurred 
• Collection of the student’s personal effects (if the student is transported by ambulance) 

for return to school reception 
• Debrief with students directly involved as witnesses to the event assisted by Assistant 

Principal (Student Wellbeing) 
• Debrief of staff involved assisted by Assistant Principal (Student Wellbeing) 
• Communication with Principal, Assistant Principal (Student Wellbeing) and College 

Nurse, as appropriate, regarding the particulars of the incident, actions taken and 
outcomes 

• Discuss with parents (later) what occurred and ask them to seek medical advice on how 
it may be prevented in future (this may be delegated to Assistant Principal (Student 
Wellbeing) or the College Nurse. 

• Review the student’s Individual Management Plan by the Principal, Assistant Principal 
(Student Wellbeing) and the College Nurse. 

• Implement updated risk prevention strategies (where applicable). 

Further information and resources 

• Royal Children's Hospital Anaphylaxis Advisory Line provides advice and support on 
implementing anaphylaxis legislation to schools, early childhood education and care 
services and Victorian children's services. The Anaphylaxis Advisory Line is available 
between the hours of 8:30am to 5pm, Monday to Friday. Phone 1300 725 911 (toll free) 
or 03 9345 4235. Further information is available at Anaphylaxis Support Advisory Line. 

• Australasian Society of Clinical Immunology and Allergy (ASCIA.) is the peak medical 
body for allergy and immunology. ASCIA provides information about allergies for health 
professionals, schools, and the broader community. ASCIA anaphylaxis e-training 
provides ready access to anaphylaxis management education throughout Australia. 

• Allergy & Anaphylaxis Australia is a national non-profit organisation that raises 
awareness of allergy and anaphylaxis in the Australian community. A range of resources 
are available from the online store on the Allergy & Anaphylaxis Australia website. A free 
online curriculum resource is also available. Further information is available at the Allergy 
& Anaphylaxis Australia website. 

• Royal Children's Hospital, Department of Allergy and Immunology provide information 
about allergies and the services provided by the hospital. Further information is available 
at the Royal Children's Hospital website. 

• EpiClub provides a wide range of resources and information for managing the use and 
storage of the adrenaline autoinjector device EpiPen. They also provide a free service that 
sends a reminder by email, SMS, or standard mail prior to the expiry date of an EpiPen. 
Further information is available at the EpiClub website 

  

tel:1300725911
tel:0393454235
https://www.rch.org.au/allergy/advisory/anaphylaxis_Support_advisory_line/
https://www.allergy.org.au/
https://allergyfacts.org.au/
https://allergyfacts.org.au/
https://www.rch.org.au/allergy/
https://www.epiclub.com.au/
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Appendix 8 

 
 
 

Annual Risk Management Checklist 

School Name:  
Date of Review:  
Who completed 
this checklist? 

Name: 
Position: 

Review given 
to: 

Name 
Position 

Comments: 

 
 
 
 
 
 

General Information 
1. How many current students have been diagnosed as being at risk of 

anaphylaxis, and have been prescribed an Adrenaline Autoinjector? 
 

2. How many of these students carry their Adrenaline Autoinjector on 
their person? 

 

3. Have any students ever had an allergic reaction requiring medical 
intervention at school? 

 Yes      No 

a. If Yes, how many times?  

4. Have any students ever had an Anaphylactic Reaction at school?  Yes      No 

a. If Yes, how many students?  

b. If Yes, how many times  

5. Has a staff member been required to administer an Adrenaline 
Autoinjector to a student? 

 Yes      No 

a. If Yes, how many times?  

6. Was every incident in which a student suffered an anaphylactic reaction 
reported via the Incident Reporting System? 

 Yes      No 

 
SECTION 1: Individual Anaphylaxis Management Plans 

7. Does every student who has been diagnosed as being at risk of 
anaphylaxis and prescribed an Adrenaline Autoinjector have an 
Individual Anaphylaxis Management Plan and ASCIA Action Plan 
completed and signed by a prescribed Medical Practitioner? 

 Yes      No 

8. Are all Individual Anaphylaxis Management Plans reviewed regularly 
with Parents (at least annually)? 

 Yes      No 

9. Do the Individual Anaphylaxis Management Plans set out strategies to 
minimise the risk of exposure to allergens for the following in-school 
and out of class settings? 

 

a. During classroom activities, including elective classes  Yes      No 
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b. In canteens or during lunch or snack times  Yes      No 

c. Before and after School, in the school yard and during breaks  Yes      No 

d. For special events, such as sports days, class parties and extra-
curricular activities 

 Yes      No 

e. For excursions and camps  Yes      No 

f. Other  Yes      No 

10. Do all students who carry an Adrenaline Autoinjector on their person 
have a copy of their ASCIA Action Plan kept at the School (provided by 
the Parent)? 

 Yes      No 

a. Where are they kept? 

 

 

 

11. Does the ASCIA Action Plan include a recent photo of the student?  Yes      No 

 

SECTION 2: Storage and Accessibility of Adrenaline Autoinjectors 

12. Where are the student(s) Adrenaline Autoinjectors stored? 

 

 

 

 

13. Do all School Staff know where the School’s Adrenaline Autoinjectors 
for General Use are stored? 

 Yes      No 

14. Are the Adrenaline Autoinjectors stored at room temperature (not 
refrigerated)? 

 Yes      No 

15. Is the storage safe?  Yes      No 

16. Is the storage unlocked and accessible to School Staff at all times? 

Comments: 

 

 

 

 Yes      No 

17. Are the Adrenaline Autoinjectors easy to find? 

Comments: 

 

 

 Yes      No 

18. Is a copy of student’s Individual Anaphylaxis Management Plan 
(including the ASCIA Action Plan) kept together with the student’s 
Adrenaline Autoinjector? 

 Yes      No 

19. Are the Adrenaline Autoinjectors and Individual Anaphylaxis 
Management Plans (including the ASCIA Action Plans) clearly labelled 
with the student’s names? 

 Yes      No 
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20. Has someone been designated to check the Adrenaline Autoinjector 
expiry dates on a regular basis? 

Who?………………………………………………………………………………………
… 

 Yes      No 

21. Are there Adrenaline Autoinjectors which are currently in the 
possession of the School and which have expired? 

 Yes      No 

22. Has the School signed up to EpiClub or ANA-alert (optional free 
reminder services)? 

 Yes      No 

23. Do all School Staff know where the Adrenaline Autoinjectors and the 
Individual Anaphylaxis Management Plans are stored? 

 Yes      No 

24. Has the School purchased Adrenaline Autoinjector(s) for General Use, 
and have they been placed in the School’s first aid kit(s)? 

 Yes      No 

25. Where are these first aid kits located? 

 

 

 

 

26. Is the Adrenaline Autoinjector for General Use clearly labelled as the 
‘General Use’ Adrenaline Autoinjector? 

 Yes      No 

27. Is there a register for signing Adrenaline Autoinjectors in and out when 
taken for excursions, camps etc? 

 Yes      No 

 

SECTION 3: Prevention Strategies 

28. Have you done a risk assessment to identify potential accidental 
exposure to allergens for all students who have been diagnosed as 
being at risk of anaphylaxis? 

 Yes      No 

29. Have you implemented any of the prevention strategies in the 
Anaphylaxis Guidelines? If not record, why? 

 

 

 

 Yes      No 

30. Have all School Staff who conduct classes with students with a medical 
condition that relates to allergy and the potential for anaphylactic 
reaction successfully completed an Anaphylaxis Management Training 
Course in the three years prior and participated in a twice yearly 
briefing?  

 Yes      No 

31. Are there always sufficient School Staff members on yard duty who 
have successfully completed an Anaphylaxis Management Training 
Course in the three years prior? 

 Yes      No 

 

SECTION 4: School Management and Emergency Response 

32. Does the School have procedures for emergency responses to 
anaphylactic reactions? Are they clearly documented and 
communicated to all staff? 

 Yes      No 

33. Do School Staff know when their training needs to be renewed?   Yes      No 
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34. Have you developed Emergency Response Procedures for when an 
allergic reaction occurs? 

 Yes      No 

a. In the classroom?  Yes      No 

b. In the school yard?  Yes      No 

c. In all School buildings and sites, including gymnasiums and halls?   Yes      No 

d. At school camps and excursions?  Yes      No 

e. On special event days (such as sports days) conducted, organised 
or attended by the School? 

 Yes      No 

35. Does your plan include who will call the Ambulance?  Yes      No 

36. Is there a designated person who will be sent to collect the student’s 
Adrenaline Autoinjector and Individual Anaphylaxis Management Plan 
(including the ASCIA Action Plan)? 

 Yes      No 

37. Have you checked how long it will take to get to the Adrenaline 
Autoinjector and Individual Anaphylaxis Management Plan (including 
the ASCIA Action Plan) to a student from various areas of the School 
including: 

 Yes      No 

f. The classroom?  Yes      No 

g. The school yard?  Yes      No 

h. The sports field?  Yes      No 

38. On excursions or other out of school events is there a plan for who is 
responsible for ensuring the Adrenaline Autoinjector(s) and Individual 
Anaphylaxis Management Plans (including the ASCIA Action Plan) and 
the Adrenaline Autoinjector for General Use are correctly stored and 
available for use? 

 Yes      No 

39. Who will make these arrangements during excursions? 

………………………………………………………………………………………… 
 

40. Who will make these arrangements during camps? 

………………………………………………………………………………………… 
 

41. Who will make these arrangements during sporting activities? 

………………………………………………………………………………………… 
 

42. Is there a process for post incident support in place?  Yes      No 

43. Have all College staff who conduct classes that students with a medical 
condition that relates to allergy and the potential for an anaphylactic 
reaction and any other staff identified by the Principal, been briefed 
on: 

 

i. The College’s Anaphylaxis Management Policy?  Yes      No 

j. The causes, symptoms and treatment of anaphylaxis?  Yes      No 

k. The identities of students with a medical condition that relates 
to allergy and the potential for an anaphylactic reaction, and 
who are prescribed an Adrenaline Autoinjector, including where 
their medication is located? 

 Yes      No 

l. How to use an Adrenaline Autoinjector, including hands on 
practise with a trainer Adrenaline Autoinjector? 

 Yes      No 

m. The College’s general first aid and emergency response 
procedures for all in-school and out-of-school environments? 

 Yes      No 
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n. Where the Adrenaline Autoinjector(s) for General Use is kept?  Yes      No 

o. Where the Adrenaline Autoinjectors for individual students are 
located including if they carry it on their person? 

 Yes      No 

 

SECTION 5: Communication Plan 

44. Is there a Communication Plan in place to provide information about 
anaphylaxis and the School’s policies? 

 

p. To School Staff?  Yes      No 

q. To students?  Yes      No 

r. To Parents?  Yes      No 

s. To volunteers?  Yes      No 

t. To casual relief staff?  Yes      No 

45. Is there a process for distributing this information to the relevant 
School Staff? 

 Yes      No 

u. What is it? 

 

 

 

 

46. How is this information kept up to date? 

 

 

 

 

47. Are there strategies in place to increase awareness about severe 
allergies among students for all in-school and out-of-school 
environments? 

 Yes      No 

48. What are they? 
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