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ANAPHYLAXIS POLICY - Victoria 
 
PURPOSE 
 
It is the intention of Indie School to provide, as far as practicable, a safe and supportive environment in 
which students at risk of anaphylaxis can participate equally in all aspects of School life. The School will 
fully comply with the Victorian Ministerial Order 870 (MO870) and the associated Guidelines related to 
anaphylaxis management, as published and amended by the Department of Education and Training 
from time to time. 
 
The School will engage with parents/carers 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, and display in staff working areas, Individual Action Plans (ASCIA 
Action Plan) for students at risk of anaphylactic reaction. Individual 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: 
 

a. Share information regarding the student’s medical condition; 
b. Prevent an anaphylactic incident; and 
c. If such an incident occurs, to respond in a timely, informed and appropriate manner. 

 
STAFF TRAINING 
 
The following school staff will be appropriately trained: 
 

 School staff, who conduct classes attended by students diagnosed of being at risk of 
anaphylaxis, will receive and successfully complete the ASCIA Anaphylaxis e-training for 
Victorian Schools followed by a competency check by the School Anaphylaxis Supervisor within 
the past two years. 

 Any other school staff as determined by the Principal, will receive and successfully complete the 
ASCIA Anaphylaxis e-training for Victorian Schools followed by a competency check by the 
School Anaphylaxis Supervisor. 

 
These staff will also attend school based briefings 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 the 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 qualified in 

the use of an Adrenaline Autoinjector device;  
 the School’s general first aid and emergency response procedures; and 
 the location of, and access to, Adrenaline Autoinjector that have been provided by Parents or 

purchased by the School for general use. 
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The Principal (or their Delegate) will also identify two school staff members (including the Lead 
Teacher/s) who have successfully completed Anaphylaxis e-training within the past 12 months to 
undertake a School Anaphylaxis Supervisor Training Course (Course in Verifying the Correct Use of 
Adrenaline Autoinjector Devices 22303VIC). 
 
The School Anaphylaxis Supervisor will: 
 

 lead the school based briefings to occur twice per calendar year; 
 ensure that a current and full list of students at risk of anaphylactic reactions is maintained; and 
 ensure Individual Management Plans and ASCIA Action Plans are current (and are available to 

staff to be followed in the event of an emergency response to an anaphylactic reaction). 
 

Briefings to staff will be conducted by a member of School who has successfully completed the School 
Anaphylaxis Supervisor Training Course.  Where a School Anaphylaxis Supervisor leaves the school 
another staff member will be trained to replace that supervisor.  
 
In the event that the relevant training and briefing has not occurred, the Principal (or their Delegate) 
will develop an interim Individual Anaphylaxis Management Plan in consultation with the Parents of any 
affected student with a medical condition that relates to allergy and the potential for anaphylactic 
reaction. 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. 
 
The Principal (or their Delegate) 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. 
 
Note: While Indie School’s First Aid policy provides for staff training in First Aid (Provide First Aid – 
HLTAID003), this course does not meet the requirements of MO870. Similarly, the ASCIA e-training 
course does not replace the need to ensure that appropriate numbers of staff are trained as First Aid 
Officers. 
 
INDIVIDUAL ANAPHYLAXIS MANAGEMENT PLANS 
 
The Principal (or their Delegate) will ensure that an Individual Anaphylaxis Management Plan is 
developed, in consultation with the student’s Parents, for any student who is 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 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 yard, at camps and excursions, or at special events conducted, organised or 
attended by the School as set out in guidelines within this policy; 

 the name of the person(s) responsible for implementing the strategies; 
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 information on where the student's medication will be stored; 
 the student's emergency contact details; and 
 an ASCIA Action Plan for Anaphylaxis as provided by a medical practitioner to the parents of the 

child when that child is diagnosed as being at risk of anaphylaxis. 
 
School Staff will 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 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; 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 (eg. class parties, elective 
subjects, cultural days, fetes, excursions). 

 
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 Adrenaline Autoinjector that is current and not expired for their 
child; 

• replace an Adrenaline Autoinjector if it is used or is out of date; and 
• inform school staff in writing of any changes to emergency contact details. 

 
PREVENTION STRATEGIES 
 
All staff members are responsible for understanding the school policies and ensuring the welfare of 
students with a medical diagnosis of an allergy which may lead to an anaphylactic reaction.   The Lead 
Teacher/s will inform CRTs, volunteers and other school staff about the Anaphylaxis Policy and have the 
following risk minimisation and prevention strategies in place: 
 
Classrooms (General): 
 

• Staff are on site from 8.30am until 4.30pm. Reception is open until 5.00pm; 
• each staff member will be given a copy of the student’s Individual Anaphylaxis Plan; 
• additionally, each Individual Anaphylaxis Management Plan and ASCIA Action Plan will be placed 

in the Staff Room and at Reception; 
• all staff are to be informed of the location of the student’s Adrenaline Autoinjector and the 

location of first aid kits that contain the general use adrenaline autoinjector; 
• staff should minimise the use of food treats as a reward for students; 
• be aware of the possibility of hidden allergens in food and other substances used in cooking if 

the student is participating in baking or hospitality courses; 
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• have regular discussions with students about the importance of washing hands, eating their own 

food and not sharing food; 
• volunteers and casual relief staff of students with a medical condition that relates to allergy and 

the potential for anaphylactic reaction are informed by the Lead Teacher/s of the identity of a 
student and their role in responding to an anaphylactic reaction by a student in their care; and 

• fellow students will be made aware through classroom discussion about who to contact if they 
believe another student may be affected by an anaphylaxis emergency. 

 
School Grounds: 
 

• Sufficient supervision of a student who is at risk of anaphylaxis by a staff member who is trained 
in the administration of an Adrenaline Autoinjector; 

• lawns are mowed regularly and bins covered; and 
• a communication plan is in place so information can be retrieved quickly and the Lead Teacher 

informed. 
 
During special events including incursions, sports, cultural days, fetes or class parties and excursions: 
 

• Ensure duty staff are trained in the administration of the Adrenaline Autoinjector; 
• consult with parents in advance to either develop an alternative food menu or request the 

parents to send a meal for the student; 
• parents and other students should be informed in advance about foods that may cause allergic 

reactions and request that they avoid providing students with treats whilst at a special school 
event; 

• for each field trip or excursion a risk assessment should be undertaken for each individual 
student attending who is at risk of anaphylaxis reactions.   Each staff member must be able to 
identify any student at risk attending the field trip or excursion; and 

• prior to any school trip the school should consult with the student’s parents to ensure the 
Individual Management Plan is up to date.  

 
On Camps and In Remote settings: 
 

• Ensure staff are trained in the administration of the Adrenaline Autoinjector; 
• the student’s Adrenaline Autoinjector, Individual Anaphylaxis Management Plan, the ASCIA 

Action Plan a mobile phone must be taken on the camp.  If mobile phone access is limited an 
alternative method of communication for an emergency situation should be considered as part 
of the communication plan developed for the camp; 

• the roles and responsibilities of all staff attending the camp should be clear and emergency 
response procedures and communication plans should be checked prior to the camp; 

• local emergency services and hospitals must be contacted prior to the camp advising full medical 
condition of the student and the location of camp activities.  Ensure emergency contact 
information is distributed to all staff prior to the camp; 

• parents of other students should be informed in advance about foods that may cause allergic 
reactions and request that they avoid providing students with treats whilst attending a school 
camp; 

• prior to the camp a risk assessment should be undertaken for each individual student attending 
who is at risk of anaphylaxis reactions.   A risk management plan should be developed especially 
where medical assistance may be some distance from the camp site.  This should be developed 
in consultation with parents and the camp owners/operators prior to the camp; 
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• prior to the school trip the school should consult with the student’s parents to ensure the 

Individual Management Plan is up to date; and 
• the school first aid kit to be taken on camp should include an Adrenaline Autoinjector for general 

use in case of an unexpected allergic reaction. 
 

For Overseas Excursions: 
 

• All staff accompanying students on the overseas excursion must be trained in managing an 
anaphylactic reaction and administering an Adrenalin Autoinjector; 

• prior to overseas travel the school should prepare a full plan in consultation with parents, travel 
providers and accommodation and other providers at the excursion destination to respond 
appropriately in the event of a diagnosed student travelling overseas on a school excursion;   

• prior to the excursion the school should consult with the student’s parents to ensure the 
Individual Management Plan is up to date; 

• a communication plan should be developed with the parents and within the school for an 
emergency response in the case of an anaphylactic reaction; 

• the school should ensure that parents have purchased appropriate travel insurance for their 
child in case of hospitalisation in the event of an anaphylactic reaction; 

• prior to the overseas travel the school should assess the capacity of the parents to travel 
overseas in an emergency to be with their child if deemed necessary; and 

• the school first aid kit to be taken on the excursion should include an Adrenaline Autoinjector 
for general use in case of an unexpected allergic reaction. 

 
School Management and Emergency Response: 
 
A complete and up to date list of students identified as having a medical condition that relates to allergy 
and an anaphylactic reaction will be maintained by the school. 
 
In the event of an anaphylactic reaction, the student’s ASCIA Action Plan must be followed together 
with the school’s general first aid and emergency response procedures. 
  
If an Adrenaline Autoinjector is administered, the School must: 
 

 Immediately call an ambulance 000; 
 Lay the students flat and elevate their legs. Do not stand or walk. If breathing is difficult for 

them, allow to sit but not stand. 
 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. 

 In the rare situation where there is no marked improvement and severe symptoms are present, 
a second injection may be administered after five minutes, if a second Adrenaline Autoinjector 
is available. 

 Then contact the student’s emergency contacts. 
 Notify the Lead Teacher and Deputy Principal of the incident. 

 
Also refer to the Indie School “First Aid Policy” and “The Management of Student Illness Policy”.   
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Communication Plan  
 
The Indie School Anaphylaxis Communication Plan can be found on the website www.awcc.edu.au and 
at Reception. 
 
The Principal (or their Delegate) will ensure that relevant School Staff are trained; and briefed at least 
twice per calendar year. 
 
Adrenaline Autoinjectors for General Use 
 
The Principal (or their Delegate) will ensure that the school purchases Adrenaline Autoinjector(s) for 
general use and as a back up to those supplied by parents of a diagnosed student. 
 
The Principal (or their Delegate) will determine the number of additional Adrenaline Autoinjector(s) 
required. In doing so, the Principal (or their Delegate) will take into account the following relevant 
considerations: 
 

• the number of students enrolled at the School diagnosed as being at risk of anaphylaxis; 
• the accessibility of Adrenaline Autoinjectors that have been provided by parents of students 

diagnosed as being at risk of anaphylaxis; 
• the availability and sufficient supply of Adrenaline Autoinjectors for general use in specified 

locations at the School, including in the school yard, and at excursions, camps and special events 
conducted or organised by the School; and 

• the replacement of Adrenaline Autoinjectors for general use when the expiry date is imminent 
and/or identified during the Annual Risk Management Assessment (checklist) as expired, 
whichever is first. 
 

Note: Adrenaline Autoinjectors for General Use are available for purchase at any chemist. No 
prescriptions are necessary. 
 

ANNUAL RISK MANAGEMENT CHECKLIST 
 
The Principal (or their Delegate) will complete an Annual Risk Management Checklist as published by 
the Department of Education and Training to monitor compliance with the school’s obligations. 
 

Resources: 
• Anaphylaxis Guidelines for managing severe allergies in Victorian schools 

http://www.education.vic.gov.au/school/teachers/health/Pages/anaphylaxisschl.aspx#link3  
• Anaphylaxis Management in Victorian Schools kit held in the school staff room. 
• ASCIA Action Plan for Anaphylaxis’ template An example can be downloaded from 

http://www.education.vic.gov.au/school/teachers/health/Pages/anaphylaxisschl.aspx 
Also available at this site are: A School Anaphylaxis Supervisor Checklist, A Facilitators Guide for 
Anaphylaxis Management Briefings, An updated Anaphylaxis Briefing Presentation, An updated 
Annual Risk Management Template 

• Annual Risk Management Checklist as provided in the school’s “School Anaphylaxis Supervisor’s” kit 
• A video is available for viewing plus online training from ASCIA e-training 

https://etrainingvic.allergy.org.au/ 
• Royal Children's Hospital Anaphylaxis Advisory Line – available from 8.30am - 5.00pm, Monday to 

Friday. Phone 1300 725 911 or (03) 9345 4235. 
• Australasian Society of Clinical Immunology and Allergy (ASCIA) 
• ASCIA Guidelines – for prevention of food anaphylactic reactions in schools, preschools and childcare 

centres 
• Allergies & Anaphylaxis Australia 
• SchoolNuts - Food Allergy & Anaphylaxis Education (video) 

http://www.awcc.edu.au/
http://www.education.vic.gov.au/school/teachers/health/Pages/anaphylaxisschl.aspx#link3
http://www.education.vic.gov.au/school/teachers/health/Pages/anaphylaxisschl.aspx
https://etrainingvic.allergy.org.au/
http://www.rch.org.au/allergy/advisory/Anaphylaxis_Support_Advisory_Line/
http://www.allergy.org.au/
http://www.allergy.org.au/health-professionals/anaphylaxis-resources
http://www.allergyfacts.org.au/living-with-the-risk#schools
http://www.mcri.edu.au/schoolnuts
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ANAPHYLAXIS COMMUNICATION PLAN 

 
This plan should be read in conjunction with the School’s Anaphylaxis Policy. It relates to the prevention 
and management of anaphylactic events at School or outside School on School related activities.  
 
At the time of enrolment or (if later) diagnosis, the Lead Teacher and Welfare Officer will familiarise 
themselves with the medical needs of a student with anaphylaxis. It is expected that parents will advise 
the school without delay when a student is diagnosed by a medical practitioner as being at risk of 
anaphylaxis.  
 
An Anaphylaxis Communication Plan will be developed and placed in agreed locations around the 
School.  
 
Indie School’s Anaphylaxis Policy and Communication Plan will be published on the School’s website and 
intranet site.  
 
INDIVIDUAL ANAPHYLAXIS MANAGEMENT PLANS  
 
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. This should include:  
 

 information about the diagnosis, including the type of allergy or allergies the student has (based 
on a diagnosis from a medical practitioner); 

 strategies to minimise the risk of exposure to allergens while the student is under the care or 
supervision of school staff, for in-school and out-of-school settings including camps and 
excursions; 

 the name of the person/s responsible for implementing the strategies; 
 the student’s emergency contact details; and  
 information on where the student’s medication will be stored.  

 
LOCATION OF EPIPENS® AND STUDENT PHOTO’S  
 
A current up to date photo and EpiPen® will be provided by the parent. The EpiPen® will be located in 
the following locations: 
 

Location EpiPen® Location Student’s Action Plan Location 
Wodonga School With the student  

School First Aid room  
Reception  

School Staff Room  
School First Aid Room  
Reception 

 
CRT/ VOLUNTEER / ACTIVITIES STAFF  
 
Anaphylaxis information will be provided to all Relieving/Volunteer staff regarding students and this will 
be provided by the Lead Teacher. This information will be an Action Plan for Anaphylaxis which will 
contain the student’s photo, name and date of birth, allergens to be avoided, contact details and the 
action required if the student has a mild or serious reaction.  
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RESPONDING TO AN ANAPHYLACTIC REACTION 
 

In any response to an Anaphylactic Reaction the student’s ASCIA Action Plan must be followed. 
 

Classrooms 
 

In the event of an anaphylactic reaction in the classroom, the teacher is to immediately implement the 
student’s emergency procedures plan. A reliable student should be sent to Reception to bring the 
EpiPen® and to alert the School’s Anaphylaxis Supervisor (Lead Teacher). The teacher is to stay with the 
student who is experiencing the reaction. All subject teachers and staff having contact with a Student 
with Anaphylaxis will have completed an accredited Anaphylaxis Course and regular refresher training. 
 

School Grounds 
 

Teachers should not leave a student who is experiencing an anaphylactic reaction unattended. The 
teacher must direct a reliable student to bring the EpiPen® or contact the Reception desk so that they 
may alert the School’s Anaphylaxis Supervisor (Lead Teacher).  
 

Special Event Days, Excursions and Camps 
 

Prior to leaving the School for any event, excursion or camp the teacher in charge will consult with the 
Lead Teacher to identify any student with Anaphylaxis. The Lead Teacher will provide a medical 
summary identifying the student’s anaphylaxis symptoms and the known allergens which may affect 
him and information regarding any other medical issues. In the event of an anaphylactic reaction away 
from school the teacher is to immediately implement the student’s emergency procedure plan, call an 
ambulance, and then notify the school. The Principal and Deputy Principal should be notified without 
delay. They will arrange for parents or guardians to be notified. 
 

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 activities:  
 

•  completion of an Incident / Accident Report form including full details of the event and what 
occurred;  

•  collection of the student’s personal effects (if he/she is transported by ambulance and does not 
have them) for return to School;  

•  debrief with students directly involved as witnesses to the event;  
•  debrief of staff involved;  
•  communication with the Deputy Principal or Principal as appropriate regarding the particulars 

of the incident, actions taken and outcomes;  
•  Lead Teacher/Deputy Principal to discuss with parents (later) what occurred and ask them to 

seek medical advice on how it may be prevented in future;  
•  Deputy Principal and Lead Teacher to review the student’s individual management plan; and 
•  Implement updated risk prevention strategies (where applicable). 

 

ADMINISTRATION OF AN EPIPEN® 
 

•  Lay person flat, do not stand or walk. If breathing is difficult allow to sit.  
•  Give Epipen®  
•  Phone ambulance (call 000).  
•  Contact family or emergency contact.  
•  A further adrenalin dose may be given if there is no response after 5 minutes (use a non- 

prescription adrenalin auto injector if required).  
•  Note the time of administration and advise paramedics when they arrive. Hand the paramedics 

the used adrenalin auto injector(s).  
• If in doubt of how to use an Epipen®, use an adrenalin auto injector.   
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ANAPHYLAXIS MANAGEMENT PLAN 
 

This plan is to be reviewed by the Principal or his delegate on the basis of information from the student’s 
medical practitioner provided by the parent/guardian. The form is to be issued to parents/guardians of 
the student and returned to the School without delay where it is known that the student is at risk of 
anaphylaxis. 
 

School: Indie School 

Phone: 02 6043 8200 

Student’s Name:  

Date of Birth: Year Level: 

Severely Allergic to: 

Other Health Conditions: 

Medication at School: 

Parent/Carer (1) Parent/Carer (2) 

Name: Name: 

Relationship: Relationship: 

Home Phone: Home Phone: 

Work Phone: Work Phone: 

Mobile: Mobile: 

Address: 
 

Address: 

Other emergency contacts (if parent guardian/carer not available): 

Medical practitioner contact: 

Emergency care to be provided at school: (as per school policy) 

EpiPen® Storage: 

The following Anaphylaxis Management Plan has been developed with my knowledge and input 
and will be reviewed on: 

 
Signature of Parent: 

 
Date: 

 
Signature of Principal (or delegate): 

 
Date: 

 
Lead Teacher/School Anaphylaxis Supervisor: 

 
Date: 
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