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1. Introduction 

An allergy is a reaction of the body’s immune system to substances that are usually harmless. The 

reaction can cause minor symptoms such as itching, sneezing or rashes but sometimes causes a 

much more serious reaction called anaphylaxis.   

Anaphylaxis is a serious, potentially life-threatening allergic reaction which requires an immediate 

emergency response. It is essential that staff recognise the signs of an allergic reaction, symptoms 

and are able to manage it safely and effectively.  

This policy sets out how The Percy Hedley Foundation will support all students and service users 

to safely access the sites whilst being supported with any allergic reactions that may occur. 

 

2. Purpose 

• To comply with all relevant environmental legislation, regulations and requirements.  

• To encourage proactive steps to keep the People We Support (PWS) safe.  

• To ensure PWS from diverse backgrounds, ethnicities or different cultural heritages are not 

disadvantaged when dealing with allergies and food labelling.  

• To work with the catering team to establish a robust process and documentation for menu 

planning, food labelling, storing, avoidance of cross-contamination, stock ordering 

of food/drink used at the foundation.  

• To provide an effective staff awareness programme on food allergies and 

intolerances, possible symptoms (anaphylaxis) recognition and actions to take.  

• To develop awareness for PWS where appropriate through PHSE, forums   

 

3. Scope 

The policy applies to all employees of The Percy Hedley Foundation including any staff who are 
seconded to the Foundation, contract and agency staff and any other individual working on 
Foundation premises.  

 

4. Definitions 

• Allergy - a reaction of the body’s immune system to certain substances  

• AAPs - allergy action plans  

• PWS – people we support  

• Anaphylaxis - a serious, potentially life-threatening allergic reaction  
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• AII – Adrenaline Auto-Injector that delivers a, measured dose of epinephrine (adrenaline) to 

treat anaphylaxis most common brand names are Epipen and Jext  

• MTMP- Meal time management plans  

• Adrenaline- medication to treat anaphylaxis  

• Histamine- Hormone that causes a reaction  

• Anti-histamine- Hormone medication for mild allergic reactions.   

 

5. Principles 

Everyone within the Foundation including staff have a right to be protected from harm, including 

being safe from allergens. As such as a Foundation we will take all necessary steps to ensure 

people with and without diagnosed allergies and intolerances will be supported and safe.  

Allergy Register 

Each site will ensure there is a comprehensive list of PWS allergies, intolerances, their reaction 

types and any medication required. Where possible this should include a picture of the 

student/service user.  

Managers should ensure they know about staff allergies also to ensure measures can be put in 

place to protect staff.  

Allergy Medication 

Some students/service users may not be prescribed allergy medication. PWS families should be 

contacted when they join the service to see if the PWS can be given antihistamine medication if 

required.  

Some PWS will have their own emergency medication for allergy/anaphylaxis treatment. This 

medication should be kept in a yellow emergency bag as per the PHF medication policy. This bag 

should always be with the PWS.  

If a PWS requires AAI’s the following criteria should be in their emergency bag:  

• Two AAI’s 

• An up-to-date allergy action plan should be kept in the emergency bag 

• Antihistamines to be kept in the bag if required 

• Spoon if required 

• Inhaler if required for allergies.  

Important to note: If a PWS has multiple emergency medications, these can all be kept in the 

same yellow emergency bag.  



   
Policy Name: Allergy Policy Issue Date:  September 2026  Version No:  1 

Status:  Approved Next Review Date:  September 

2027 

 Page 5 of 10 

 

It is the responsibility of the PWS care givers to ensure that the anaphylaxis kit is up-to-date 

and clearly labelled, however the School Nurse/Learning and care managers will check all 

emergency medications minimally of monthly to ensure the medications and plans are in date and 

contact families if a medication is due to expire soon.  

Parents/Carers can subscribe to expiry alerts for their relevant AAI’s if they wish, this is done on 

the brands website.  

Wherever possible the PWS should assume responsibility for their emergency medication, 

however as symptoms of anaphylaxis can present suddenly, staff need to be prepared and trained 

to administer the medication if the PWS cannot.  

AAI’s should be stored at room temperature, protected from direct sunlight and extreme 

temperatures.  

If a member of staff is unable to administer the emergency medication due to individual 

circumstances, such as moving and handling restrictions, pregnancy, age, or other physical 

limitations, they should delegate the task to another available member of staff who is able to 

undertake the administration safely. 

Where the delegated member of staff has not previously administered that specific emergency 

medication, they may be verbally guided through the process by the first member of staff or 

another competent colleague, provided they follow the individual's care plan and the 

manufacturer's instructions. In an emergency, delaying the administration of life-saving medication 

while waiting for a SHOM-trained or more experienced member of staff could place the individual 

at increased risk. Staff should therefore act promptly and in the best interests of the individual, 

seeking emergency medical assistance where appropriate. 

If there is any uncertainty regarding the individual's condition or the need for emergency 

medication, staff should follow the emergency procedures outlined in the individual's care plan and 

contact emergency services without delay. Following the administration of any emergency 

medication, the incident must be reported and documented in accordance with the organisation's 

medication incident reporting and record-keeping procedures. 

If a member of staff were to get a needle stick injury and accidentally inject adrenaline into 

themselves, they should seek immediate medical advice and follow the needlestick injury protocol.  

Spare AAI’s  

Schools can now legally purchase and store spare Adrenaline Auto-Injectors (AAIs for children at 

risk of anaphylaxis) having spare AAIs at school adds an extra layer of reassurance for everyone 

involved. The nursing team will ensure that there is an adequate in date supply at all times. Each 

school will have a minimum of 2 spare AAI’s for each age range. It is recommended that school 

trips carry a spare AAI with them. In the event that there is multiple trips a risk assessment will 
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take place to determine which group requires the pen. (Appendix 1). A booking system will be in 

place at both schools to ensure that trips out can be planned to ensure students safety.   

At present there is no guidance on the use of spare AAI’s in adult care settings, as such PHF 

Horizons will not stock extra AAI’s. PHF Horizons does not always have clinical oversite from a 

nurse, therefore for clarity the decision has been made to not stock spare AAI’s as there would be 

no one who can clinically advise on their use for those not prescribed AAI’s.  

However, if a service user is known to require an AAI in the event on anaphylaxis, they should 

bring two AAI’s to service as stated above. 

PHF residential settings should ensure service users who require AAI’s always have access to two 

of these.  

PHF college site will retain a spare AAI for use as directed by the college nurse if required.  

Disposal of AAI’s 

AAIs are single use only and must be disposed of as sharps. Used AAIs can be given 

to ambulance paramedics on arrival or can be disposed of in a pre-ordered sharps bins which 

are generally located in medication rooms.  

Catering  

All catering staff will be trained to level 2 in food safety.   

All food businesses follow the Food Information Regulations 2014 which states that allergen 

information relating to the ‘Top 14’ allergens must be available for all food products. Menus 

are available for parents/carers to view in weekly/fortnightly/monthly in advance with all ingredients 

listed and allergens highlighted on the school website.  

Allergen information is available alongside the menus in each setting, if staff are still concerned or 

have questions regarding allergies they should seek advice from the Chef Supervisor.  

The School Nurse/Service Manager will inform the Catering Manager/Chef 

Supervisor of PWS with food allergies. Menu cards are also in place across our services which are 

used to highlight allergies and any adaptations required.  

Every site should have a system in place to ensure catering staff can identify PWS with allergies, 

this will be a listed on the menu cards, and an allergy register will be printed for each food 

handling area. Across school sites the allergy register will be managed by the nursing teams, and 

in adult services the responsibility will be held by the service managers.  

Where necessary parents/carers are encouraged to meet with the Catering 

Manager/Chef Supervisor to discuss needs. A nurse may be present at this meeting if felt it is 

required.  
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The school adheres to the following Department of Health guidance recommendations:  

• Bottles, other drinks and lunch boxes provided by parents/carers for PWS with food allergies 

should be clearly labelled with the name of the PWS for whom they are intended.  

• If food is purchased from the canteen/café support staff should check the  

appropriateness of foods by speaking directly to the Chef Supervisor.  

 

• PWS should be taught to also check with catering staff, before purchasing food or  

selecting their lunch choice; where required PWS will be supported with these choices by a 

member of staff aware of their allergy  

 

• Where food is provided by the foundation, staff should be educated about how to read labels for 

food allergens and instructed about measures to prevent cross contamination during the 

handling, preparation and serving of food. Examples include preparing food for PWS with 

food allergies first where possible and using the correct colour coded equipment (purple) to reduce 

risk of cross contamination; careful cleaning (using warm soapy water) of food preparation areas 

and utensils, Keeping the allergen safe meal covered and separate from other meals with the 

individuals meal card attached, Full ingredient labels and sealed packaging on in house prepared 

foods like sandwiches. For further information, parents/carers are encouraged to liaise with the 

Catering Manager or Head of Catering  

• Food should not be given to primary school age food-allergic children without 

parental engagement and permission (e.g. birthday parties, food treats).  

• Use of food in sensory activities, crafts, cooking classes, science experiments and special 

events (e.g. fetes, assemblies, cultural events) needs to be considered and may need to be 

restricted/risk assessed depending on the allergies of PWS.  

• Using prepacked foods with a full list of ingredients is always preferable and keeping hold of 

any packaging until after the session / fete etc  

  

Allergy awareness and nut bans   

Given the vulnerabilities of those we support the foundation advocates nut bans in all or our 

education and day care settings. Whilst it is understood that nuts are only one of many allergens 

that could affect PWS we are limited in achieving a ‘whole foundation awareness of 

allergies’ therefore a ban is the safest option.  In our residential settings individual risk 

assessments would be completed should there be a resident with an allergy to nuts - this risk 

assessment would determine specific control measures required given the severity of the allergy 

whilst also respecting the choices of other residents who also live in the same home.    
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Whilst there is a nut ban on all sites, all staff and PWS should remain vigilant and check packaging 

of all food items brought onto site.   

  

Risk assessment  

The foundation will conduct a detailed individual risk assessment for all PWS with allergies 

and ensure all relevant departments are aware and kept up to date with any changes.  The 

foundation will also complete a risk assessment for any staff with an allergy; a generic template is 

on PHF Connect.  

 

Risk assessments will be completed for all community outings and new projects/activities and 

checked by a member of senior leadership before leaving site.  

All risk assessments should be reviewed annually or when there is any change to circumstance, 

accident/incident or near risk or policy.  

  

Training  

Allergy training should include theory training (annual E-Learning) a practical session (trainer AAIs 

are available to order through the manufacturer’s website.) Training should include a basic 

understanding of allergic disease and its risks which include:  

• Knowing the common allergens and triggers of allergy  

• Spotting the signs and symptoms of an allergic reaction and anaphylaxis. Early recognition 

of symptoms is key, including knowing when to call for emergency services  

• Administering emergency treatment (including AAIs) in the event of anaphylaxis  

- knowing how and when to administer the medication/device  

• Measures to reduce the risk of a child having an allergic reaction e.g. allergen avoidance  

• Knowing who is responsible for what  

• Associated conditions e.g. asthma  

• Managing Allergy Action Plans and ensuring these are up to date  

On education sites all staff will require simulation training to locate and use spare devices if 

necessary.   
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Practical demonstrations for medication administration for all staff across education sites will be 

completed by the nurses on site. For adult services it will be completed by either the Clinical Nurse 

Manager or an external company.   

  

Allergies and bullying  

By law, all state schools must have a behaviour policy in place that includes measures to prevent  

all forms of bullying among pupils, and this is a policy decided by the school. All teachers, pupils  

and parents must be told what it is, and allergy bullying should be treated seriously, like any  

other bullying. Schools must, under Section 100 of the Children and Families Act 2014, aim to  

ensure that all children with medical conditions, in terms of both physical and mental health,  

are properly supported in school so that they can play a full and active role in school life, remain  

healthy and achieve their academic potential.  

  

The Department for Education has provided statutory guidance for schools and colleges on  

keeping children safe in education. Please view the guidance here.  

Other useful websites include:  

• NSPCC  

• National Bullying Helpline  

• Family Lives  

• Kidscape  

• Anti-Bullying Alliance  

• Young Minds  

• Childline  

• Bully Busters  

 

6. Monitoring and Compliance 

This policy will be reviewed annually to ensure up to date practice is being followed.  

The training team will keep a log of all staff completing the E-Learning module and simulation 

module and flag any staff members who have not completed this to senior leadership teams for 

follow up.  

The E-Learning module will include a test to ensure that staff have engaged in the session.  

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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7. Associated Policies and References  

• Medication Policy  

• Health and Safety Policy  

• Catering Policy  

• Allergy Guidance for Schools - https://www.gov.uk/government/publications/school-food-

standards-resources-for-schools/allergy-guidance-for-schools  

• UK Helpline: providing support, advice and information for those living with allergic disease 

tel. weekdays 9am-5pm 01322 619898 - www.allergyuk.org  

• Early Years Foundation Stage Statutory Guidance, Section 3 Safeguarding and Welfare  

• Requirements - Food and Drink - Statutory framework for the early years foundation stage  

• (publishing.service.gov.uk)  

• Example menus for early years settings in England - Part I Guidance - Example menus for  

• early years settings in England: part 1 (publishing.service.gov.uk) - Managing food 

allergies, intolerances and meeting cultural needs; Providing food allergen information; 

Reading food labels; Allergen information  

• Food Standards Agency food allergy and intolerance online training 

- https://allergytraining.food.gov.uk/   

• For pupils / students with Medical Conditions at School 

- https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-

conditions--3  

• FSA reporting tool for allergies - https://www.gov.uk/government/news/fsa-launches-allergy-

and-intolerance-reporting-tool  

• Guidance on the use of adrenaline auto-injectors in schools (Department of Health, 

2017) https://assets.publishing.service.gov.uk/media/5a829e3940f0b6230269bcf4/Adrenali

ne_auto_injectors_in_schools.pdf  

• Training for Schools - https://www.anaphylaxis.org.uk/education/allergywise-for-schools-

information/  

• Transitioning to Secondary School - https://www.anaphylaxis.org.uk/living-with-serious-

allergies/serious-allergy-guidance-for-parents/preparing-for-and-managing-the-transition-to-

secondary-school/  

• Whole school allergy and awareness management - https://www.allergyuk.org/for-industry-

and-education/schools-early-years/whole-school-allergy-awareness-management-2/  

 

https://www.gov.uk/government/publications/school-food-standards-resources-for-schools/allergy-guidance-for-schools
https://www.gov.uk/government/publications/school-food-standards-resources-for-schools/allergy-guidance-for-schools
https://allergytraining.food.gov.uk/
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/news/fsa-launches-allergy-and-intolerance-reporting-tool
https://www.gov.uk/government/news/fsa-launches-allergy-and-intolerance-reporting-tool
https://assets.publishing.service.gov.uk/media/5a829e3940f0b6230269bcf4/Adrenaline_auto_injectors_in_schools.pdf
https://assets.publishing.service.gov.uk/media/5a829e3940f0b6230269bcf4/Adrenaline_auto_injectors_in_schools.pdf
https://www.anaphylaxis.org.uk/education/allergywise-for-schools-information/
https://www.anaphylaxis.org.uk/education/allergywise-for-schools-information/
https://www.anaphylaxis.org.uk/living-with-serious-allergies/serious-allergy-guidance-for-parents/preparing-for-and-managing-the-transition-to-secondary-school/
https://www.anaphylaxis.org.uk/living-with-serious-allergies/serious-allergy-guidance-for-parents/preparing-for-and-managing-the-transition-to-secondary-school/
https://www.anaphylaxis.org.uk/living-with-serious-allergies/serious-allergy-guidance-for-parents/preparing-for-and-managing-the-transition-to-secondary-school/
https://www.allergyuk.org/for-industry-and-education/schools-early-years/whole-school-allergy-awareness-management-2/
https://www.allergyuk.org/for-industry-and-education/schools-early-years/whole-school-allergy-awareness-management-2/

