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Management of Anaphylaxis, Asthma, Allergies and Medical 

Alert Information Procedures 

1. Aim  
 
Support students who are anaphylactic and/or have asthma, allergies or specific medical needs, 
whilst aligning with the CEWA Student Safety and Wellbeing Policy. 
 

Sources of Authority  

CECWA Policy 3.0 Community Policy 

Executive Directive Student Safety and Wellbeing 

2. Scope  

This procedure applies to students, teachers, caregivers and wider community members. 

3. Definition 
 
Student Safety and Wellbeing guides the creation of cultures of safety and wellbeing where students 
feel safe and can flourish in their learning and development. The executive directive ensures all 
CEWA employees have the knowledge and skills to promote student wellbeing, and respond and 
intervene in matters where the behaviour, safety or mental health of students is concerned. 

4. Procedure 
 

4.1  ANAPHYLAXIS 

4.1.1 Duty of Care - Anaphylaxis 

Anaphylaxis is potentially life threatening and requires an emergency response.  St Peter’s Primary 
School takes a proactive approach when dealing with students who are anaphylactic and, in order to 
do this, it is essential that we have knowledge of any student who is at risk, together with the health 
care procedures in place to deal with an attack. Although St Peter’s Primary School is an Allergy 
Aware school, we are unable to totally eliminate certain risks and guarantee a totally allergen free 
environment. 

The standard of care owed to individual students varies and, when considering this standard of care, 
schools and teachers take into consideration the needs of all students.  As part of our duty of care, our 
school and teachers are obliged to comply with reasonable requests for assistance in the 
administration of medication, for example, health care assistance with the administration of EpiPens 
and other medications during an acute anaphylactic attack. 

It is essential that to fulfil this duty of care in complying with reasonable requests, all staff are regularly 
educated in the administration of EpiPens for use in an anaphylaxis situation.   
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4.1.2 School’s Responsibility – Anaphylaxis 

• Current EpiPen available in the Front Office. 

• Ensure updated medical information is provided by parents/carers on all students in the school 
to ensure the school is aware of all students with anaphylaxis.  

• Keep a record of students with anaphylaxis. 

• Keep a copy of Student Anaphylaxis Records in the school office, plus discretely display in staff 
room, canteen, sick room and in playground duty bags.  

• Ensure Student Anaphylaxis Records are easily accessible to the teachers responsible for each 
student with anaphylaxis.  

• Provide staff, and canteen. with a list of students in their care who have anaphylaxis.  

• Provide the student with “red crosses” to attach to the hat and collars of all school wear. 

• Educate all staff in the administration of anaphylactic medication (EpiPen/Anapen) and how to 
aid to a student in an emergency situation. 

• Although confidentiality is vital, it is equally important that all staff are aware of those students 
in their care who have anaphylaxis. Teachers need to have easy access to relevant medical 
records if a student requires emergency care (for example, a severe anaphylactic attack). 

• Promote education of possible allergic reactions of children with allergies, educate children in 
possible triggers and put in place strategies to reduce the chance of reactions (eg, encourage 
children to wash hands). 

• Promote community awareness of being an Allergy Aware school that encourages consideration 
of foods being consumed on school grounds. 

• Request parents to provide an annual review of student action plans. 

4.1.3 Parents’ Responsibility - Anaphylaxis 

• Parents are responsible for advising the school of their child/ren’s medical conditions, and work 
with the school to ensure that the school meets their child/ren’s health care needs. 

• School Education Act 1999 s16(c)(i)(ii) requires that the parent or person responsible for the 
student provides information to the school for ‘the long-term and day-to-day care, welfare and 
development of the child’. 

• At the beginning of each school year, parents/carergivers will be required to provide the school 
with an updated Action Plan for Anaphylaxis (Appendix 1) for their child/ren. Although the School 
will contact parents/carers regarding updating a student’s Action Plan at the beginning of each 
school year, it is also the responsibility of parents/carers to notify the school, in writing, if there 
are any changes to these plans. 

• Parents must immediately advise the school of any change in emergency contact details. 

• Parents must ensure their child/ren has/have a valid EpiPen at school. 

• Parents need to assist in the education of their child/ren in developing an awareness of peers and 
possible triggers in their environment and take precautionary measures to prevent exposure to 
reactions. 

• Parent/carer should educate their child/ren to manage his/her allergy and teach them to self-
administer their Epipen. This is age appropriate. 

• Parents need to ensure that the “red crosses” provided by the school are attached to the student 
hat and collar of all school wear. 



Page | 3 
 

4.1.4 Student’s Responsibility - Anaphylaxis 

• Students in K to PP will have their EpiPens stored in a common area available to staff, in the Early 
Childhood area. 

• Students in Years One to Six are responsible for carrying their Epipen at all times whilst on school 
grounds/during school activities. This includes classrooms, specialist classrooms, playgrounds, 
church, excursions etc. 

• Students with allergies need to develop an awareness of peers and possible triggers in their 
environment and take precautionary measures to prevent exposure to reactions. 

4.1.5 Recommended Storage of EpiPens - Anaphylaxis 

Following consultation with Anaphylaxis Australia, it is recommended that parents supply their 
child/ren with a clearly labelled hands-free insulated bag in which the EpiPen can be encased. These 
are available through Anaphylaxis Australia at allergyfacts.org.au, follow the link to the Product 
Catalogue. 

4.1.6 Student Anaphylaxis Record 

As referred to earlier, all students with anaphylaxis should have a standard record completed by the 
student’s doctor (Action Plan for Anaphylaxis - Appendix 1). 

It is recommended that the following information be on record and that this information is updated 
at the beginning of each year: 

• Usual medical treatment whilst at school (medication taken on a regular basis when the student 
is ‘well’ or as pre-medication prior to exercise). 

• An anaphylactic first aid plan detailing medications to be used when anaphylactic symptoms 
develop at school.  This should include how to recognise worsening symptoms and what to do 
during an acute attack. 

• Written authority by parent/carer for school staff to administer the prescribed medication. 

• A list of known or suspected triggers for anaphylaxis. 

• Name, address and telephone number of an emergency contact, and the student’s doctor.  

4.1.7 Sports Days, Excursions and School Camp - Anaphylaxis 

It is the responsibility of the parent to educate the child/ren of any individual allergies/needs, plus 
investigate possible triggers for their child/ren in alternative environments.   

Parents are expected to educate and remind their child/ren of possible dangers while on excursions, 
camps and sports days. Parents should ensure that their child/ren has/have his/her EpiPen accessible 
and packed for these events. A reminder by the parents to the classroom teacher is also 
recommended. A list of current emergency contact numbers of parents is essential. 

4.1.8 Anaphylaxis Education of Staff 

All staff employed at St Peter’s Primary School will be educated in anaphylaxis symptoms, together 
with the steps involved in administering an EpiPen. This training occurs at the St Peter’s Induction Day 
and at regular training sessions. 

https://allergyfacts.org.au/
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4.2  ASTHMA 

4.2.1 Duty of Care - Asthma 

The school takes a proactive approach to dealing with students who are asthmatic. In order to do this, 
it is essential that we have knowledge of all children in the school who are asthmatic, together with 
the health care procedures in place to deal with an asthma attack. 

The standard of care owed to individual students varies and, when considering this standard of care, 
schools and teachers take into consideration the needs of all students. As part of our duty of care, our 
school and teachers are obliged to comply with reasonable requests for assistance in the 
administration of medication, for example, health care assistance with the administration of Ventolin 
and other medications during an asthma attack. 

It is essential that to fulfil this duty of care in complying with reasonable requests, all staff are regularly 
educated in the administration of Ventolin for use in an asthmatic situation. 

4.2.2 School’s Responsibility 

• Ventolin and puffers are available in the Front Office. 

• Ensure updated medical information is provided by parents/carers on all students in the school to 
ensure the school is aware of all students with asthma (Appendix 2 and 3).  

• Keep a copy of Student Asthma Records in the school office. 

• Ensure Student Asthma Records are easily accessible to the teachers responsible for each student 
with asthma.  

• Provide staff with a list of students in their care who have asthma.  

• Educate all staff in the administration of asthma medication (Ventolin) and how to provide aid to 
a student in an emergency situation. 

• Although confidentiality is vital, it is equally important that all staff are aware of those students in 
their care who have asthma. Staff need to have easy access to relevant medical records if a student 
requires care. 

• Request parents provide an annual review of student action plans. 

• Advise parent/caregiver when asthma medication is administered to student. 

4.2.3 Parents’ Responsibility  

• Parents are responsible for advising the school of the student’s medical condition and for working 
with the school to ensure the school meets the student’s health care needs. 

• School Education Act 1999 s16(c)(i)(ii) requires that the parent or person responsible for the 
student provides information to the school for ‘the long-term and day-to-day care, welfare and 
development of the child’. 

• At the beginning of each school year, parents/caregivers will be required to provide the school 
with an updated Asthma Action Plan (Appendices 2 and 3) for their child/ren, completed by their 
doctor. Although the School will contact parents/carers regarding updating a student’s Asthma 
Action Plan at the beginning of each school year, it is also the responsibility of parents/caregivers 
to notify the school, in writing, if there are any changes to these plans. 

• Parents must immediately advise the school of any change in emergency contact details. 

• Parents must ensure their child has medication (eg, Ventolin) at school to take to sport classes, 
etc. 
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• Parent/carer should educate their child to manage his/her asthma and teach them to self-
administer their medication. This is age appropriate. 

4.2.4 Students’ Responsibility 

• Students in K to PP will have their Asthma medication stored in a common area available to staff, 
in the Early Childhood area. 

• Students in Years One to Six are responsible for carrying their asthma medication when required 
(ie, sport, music, art). This includes classrooms, specialist classrooms, playgrounds, church, 
excursions etc. 

4.2.5 Student Asthma Records 

As referred to earlier, all students with asthma should have a standard record completed by the 
student’s doctor (Appendix 2 and 3). 

It is recommended that the following information be on record and that this information is updated 
at the beginning of each year: 

• Usual medical treatment whilst at school (medication taken on a regular basis when the student 
is ‘well’ or as pre-medication prior to exercise). 

• A Standard Asthma First Aid Plan or My Child’s Asthma Action Plan detailing medications to be 
used when asthmatic symptoms develop at school.  This should include how to recognise 
worsening symptoms and what to do during an acute attack. 

• Written authority by parent/caregiver for school staff to administer the prescribed medication. 

• A list of known or suspected triggers for asthma. 

• Name, address and telephone number of an emergency contact, and the student’s doctor.  

4.2.6 Sports Days, Excursions and School Camp 

It is the responsibility of the parent to educate their child/ren of their asthma, plus investigate possible 
triggers for their child/ren in alternative environments.   

4.2.7 Asthma Education of Staff 

All staff employed at St Peter’s Primary School will be educated in asthma symptoms, together with 
the steps involved in administering medication. This occurs at the St Peter’s Induction Day and at 
regular training sessions. 

4.3 ALLERGIES 

4.3.1 Duty of Care 

The standard of care owed to individual students varies and, when considering this standard of care, 
schools and teachers take into consideration the needs of all students. As part of our duty of care, our 
school and teachers are obliged to comply with reasonable requests for assistance in the 
administration of medication. 

4.3.2 School’s Responsibility  

• The School will have a current EpiPen and antihistamine medication in the Front Office. 

• Ensure updated medical information is provided by parents/carers on all students in the school to 
ensure the school is aware of all students with allergies.  

• Keep a record of students with allergies. 
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• Keep a copy of Student Allergy Records in the school office, plus discretely display in staff room, 
canteen, sick room and in playground duty bags.  

• Ensure Student Allergy Records are easily accessible to the teachers responsible for each student 
with allergies.  

• Provide teachers and canteen with a list of students in their care who have allergies.  

• Educate staff in the administration of medication and how to provide aid to a student in the event 
of an emergency situation and ensure that a staff member who has undergone education is 
present at school sports days, excursions and camps.  

• Educate all staff in the administration of allergy medication and how to aid to a student in an 
emergency situation. 

• Although confidentiality is vital, it is equally important that all staff are aware of those students in 
their care who have allergies. 

• Promote education of possible allergic reactions of children with allergies, educate children in 
possible triggers and put in place strategies to reduce the chance of reactions, eg encourage 
children to wash hands. 

• Promote community awareness of being an Allergy Aware school that encourages consideration 
of foods being consumed on school grounds. 

• Request parents provide an annual review of student action plans. 

4.3.3 Parents’ Responsibility 

• Parents are responsible for advising the school of the student’s allergies and for working with the 
school to ensure the school meets the student’s health care needs. 

• School Education Act 1999 s16(c)(i)(ii) requires that the parent or person responsible for the 
student provides information to the school for ‘the long-term and day-to-day care, welfare and 
development of the child’. 

• At the beginning of each school year, parents/carers will be required to provide the School with 
an updated Action Plan for their child completed by their doctor (Allergic Reactions - Appendix 3). 
Although the School will contact the Parent at the beginning of each year regarding updating a 
student’s Action Plan, it is the responsibility of parents/carers to notify the school, in writing, if 
there are any changes to these plans. 

• Parents must advise the school of any change in emergency contact details immediately. 

• Parents need to assist in the education of their child in developing an awareness of peers and 
possible triggers in their environment and take precautionary measures to prevent exposure to 
reactions. 

• Parent/carer should educate their child to manage his or her allergy. This is age appropriate. 

4.3.4 Students’ Responsibility 

Students with allergies need to develop an awareness of peers and possible triggers in their 
environment and take precautionary measures to prevent exposure to reactions. 

4.3.5 Student Allergy Records 

As referred to earlier, all students with allergies should have a standard record completed by the 
student’s doctor (Appendix 4). 

It is recommended that the following information be on record and that this information is updated 
at the beginning of each year: 
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• Usual medical treatment whilst at school (medication taken on a regular basis when the student 
is ‘well’ or as pre-medication prior to exercise). 

• Written authority by parent/carer for school staff to administer the prescribed medication. 

• A list of known or suspected triggers for allergies. 

• Name, address and telephone number of an emergency contact, and the student’s doctor.  

4.3.6 Sports Days, Excursions and School Camp 

It is the responsibility of the parent to educate their child/ren of their individual allergies/needs, plus 
investigate possible triggers for their child in alternative environments.   

Parents are expected to educate and remind their children of possible dangers while on sports days, 
excursions and school camp. A reminder to the classroom teacher is also recommended. A list of 
current emergency contact numbers of parents is essential. 

4.4 MEDICAL ALERT INFORMATION 

4.4.1 Duty of Care 

The standard of care owed to individual students varies and, when considering this standard of care, 
schools and teachers take into consideration the needs of all students. As part of our duty of care, our 
school and teachers are obliged to comply with reasonable requests for assistance in the 
administration of medication, for example, diabetes. 

4.4.2 School’s Responsibility 

• Ensure updated medical information is provided by parents/carers on all students in the school to 
ensure the school is aware of all students with specific medical needs.  

• Keep a record of students with specific medical needs. 

• Keep a copy of Medical Alert Information records in the school office, plus displays in central 
locations to include student classroom, staff room, sick room and playground duty folders.  

• Ensure records are easily accessible to the teachers responsible for each student. 

• Provide teachers with a list of students in their care who have specific medical needs.  

• Provide the student with “red crosses” to attach to the hat and collars of all school wear. 

• Ensure all staff are aware of students with specific medical alerts and trained in required 
procedures and administration of medication , if necessary. 

• Although confidentiality is vital, it is equally important that all teachers are aware of those 
students in their care who have specific medical needs. Teachers need to have easy access to 
relevant medical records if a student requires emergency care. 

• Promote education of possible reactions of children with specific medical needs. 

• Request parents provide an annual review of student action plans. 

4.4.3 Parents’ Responsibility 

• Parents are responsible for advising the school of the student’s medical condition and for working 
with the school to ensure the school meets the student’s health care needs. 

• School Education Act 1999 s16(c)(i)(ii) requires that the parent or person responsible for the 
student provides information to the school for ‘the long-term and day-to-day care, welfare and 
development of the child’. 
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• At the beginning of each school year, parents/carers will be required to provide the School with 
an updated Medical Alert Information for their child (Medical Alert Information – Appendix 4). 
Although the School will contact the Parent at the beginning of each year regarding updating a 
student’s Medical Alert Information, it is the responsibility of parents/carers to notify the school, 
in writing, if there are any changes to these plans. 

• Parents must advise the school of any change in emergency contact details immediately. 

• Parents must ensure their child has required medication at school. 

• Parents need to ensure that the “red crosses” are attached to the student’s hat and collars of all 
school wear. 

4.4.4 Student Specific Medical Needs Records 

As referred to earlier, all students with specific medical conditions (ie, diabetes, seizures) should have 
a standard record provided to the school by the parent. 

It is recommended that the following information be on record and that this information is updated 
at the beginning of each year: 

• Usual medical treatment whilst at school (medication taken on a regular basis when the student 
is ‘well’ or as pre-medication prior to exercise). 

• Written authority by parent/carer for school staff to administer the prescribed medication. 

• Name, address and telephone number of an emergency contact, and the student’s doctor.  

4.4.5 Sports Days, Excursions and School Camp 

It is the responsibility of the parent to educate the children of their individual medical requirements. 

Parents are expected to educate and remind their children of possible situations while on excursions, 
camps and sports days. A reminder to the classroom teacher is also recommended. A list of current 
emergency contact numbers of parents is essential. 
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