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College Values 
Students: as the focus for the work of everyone at the College 
Mutual Respect: caring for and valuing students, staff, governors and our community 
Integrity: honesty, hard work and personal and social responsibility  
Learning: a passion for learning and its capacity to change lives  
Excellence: high aspirations, high standards and high achievement 

1. Policy Statement

Luton Sixth Form College is committed to ensuring the health, safety and welfare of all students, 

staff, contractors, visitors and others affected by its activities.  

This policy specifically outlines how the College manages allergies and anaphylaxis, ensuring that 

individuals with known or suspected allergies are safeguarded and supported. 

The College recognises that anaphylaxis is a life-threatening condition requiring immediate response, 

and all reasonable steps will be taken to minimise risk and ensure effective emergency management. 

2. Purpose

• Protect individuals at risk of allergic reactions
• Ensure rapid, effective emergency response
• Promote a whole-college awareness of allergies
• Ensure compliance with legal and best practice guidance

3. Legal Framework

This policy supports compliance with:

• Health and Safety at Work etc. Act 1974

• Management of Health and Safety at Work Regulations 1999

• Equality Act 2010

• RIDDOR 2013

• Food Information Regulations 2014

• DfE Guidance: Supporting Students with Medical Conditions

4. Definitions

Allergy: Immune response to normally harmless substances

Anaphylaxis: Severe, life-threatening allergic reaction affecting airway, breathing or circulation
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5. Roles and Responsibilities 

 

5.1 Corporation & SLT 

• Ensure adequate resources and oversight of allergy management  

• Promote a positive safety culture  

 

5.2 Health & Safety Officer / Coordinator 

• Develop and maintain this policy  

• Coordinate training and awareness  

• Monitor compliance and audit arrangements  

• Ensure emergency equipment (EpiPens) is in place and maintained  

 

5.3 First Aiders 

• Respond to allergic incidents and emergencies  

• Administer EpiPens where required  

• Ensure incidents are recorded on Smartlog  

• Maintain awareness of students with known allergies  
• Be confident in administering AAIs  
• Ensure post-incident reporting and review  

 

5.4 SEND / Safeguarding Teams 

• Maintain Medical Care Plans  

• Ensure appropriate support and risk assessments  

 

5.5 Staff 

• Be aware of students with known allergies  

• Follow procedures and risk assessments  

• Report concerns or incidents  

 

5.6 Students 

• Take responsibility for their own allergy awareness where appropriate  

• Carry medication if prescribed  

• Inform staff if symptoms occur  

 

5.7 Visitors & Contractors 

• Follow College procedures  

• Inform staff of any medical conditions where relevant  

 

6. Allergy Management & Care Plans 

• Students with known allergies must have a Medical Care Plan  

• Plans are managed via SEND / ProMonitor and must include:  
o Allergens  
o Symptoms  
o Medication  
o Emergency actions  



 

• Plans must be:  
o Accessible to relevant staff  
o Regularly reviewed  

 

7. Emergency Treatment & management of Anaphylaxis 

 

Signs to recognise: 

• Swelling of throat, lips or tongue  

• Difficulty breathing / wheezing  

• Dizziness, collapse  

• Rash, vomiting  

• Staff must not delay administration of adrenaline  
• Adrenaline is the first-line treatment  
• A second dose may be required after 5 minutes if available 

 
 Emergency Response 

1. Call for help immediately  

2. Administer EpiPen without delay  

3. Call 999 – state “ANAPHYLAXIS”  

4. Lie casualty flat (or seated if breathing difficulty)  

5. Give second EpiPen after 5 minutes if no improvement  

6. Stay with casualty until emergency services arrive  

 

8. Emergency EpiPen Provision (Spare AAIs) 

The College holds emergency EpiPens at the Information Centre. 

• Clearly labelled and accessible  

• Not locked away  

• The location of emergency adrenaline auto-injectors is clearly communicated to all staff and 

included within staff induction and the Health & Safety Hub. 

• Checked regularly for expiry  

• Used when:  
o Student’s own AAI unavailable  
o First-time anaphylaxis suspected  

• Consent:  
o Consent for emergency treatment, including the use of spare adrenaline auto-

injectors, will be obtained and formally recorded as part of the Medical Care Plan 
process by SEND.  

This aligns with best practice, supporting rapid response even where personal medication is 

unavailable. 

 

9. Storage & Medication 

• Students & Staff encouraged to carry their own medication  

• Additional medication may be stored in the locked medication cupboard in the first aid room 

• All medication must be:  

o Clearly labelled  

o In-date  



 

o Stored appropriately  

 

10. Staff with Allergies and Anaphylaxis 

The College recognises that staff members may also be at risk of severe allergic reactions, including 

anaphylaxis. 

Where a staff member discloses a severe allergy: 

• An individual risk assessment will be completed (Appendix A) 

• Appropriate control measures and reasonable adjustments will be implemented  

• The staff member will be encouraged to carry their prescribed medication at all times  

• Relevant colleagues and first aiders will be informed on a need-to-know basis  

In the event of an emergency: 

• First aid procedures will be followed  

• Emergency services will be contacted  

• Where necessary, emergency medication may be administered 

 

10. Staff Training 

• All First aid staff receive anaphylaxis awareness training as part of the first aid course they 

attend. 

• First aiders receive practical EpiPen training  

• Training includes:  

o Recognising symptoms  

o Emergency response  

o Use of adrenaline auto-injectors  

 

11. Catering & Food Safety 

In line with College procedures : 

• All food must comply with allergen legislation  
• Allergen information must be:  

o Clearly displayed  
o Available on request  

• For events:  
o Allergen recipe cards required  

• Cross-contamination controls in place  

 

Further operational guidance relating to food safety and allergen management at College events is 

detailed in Providing Food for College Events Procedure which can be found on The Health & Safety 

Hub on Staff insight. 

 

12. Trips & Off-Site Activities 

• Risk assessments must include allergy considerations  
• Staff must:  

o Be aware of allergic students  
o Carry emergency medication where required  

• Students without required medication may not attend trips  
• Where there is a known risk of anaphylaxis, at least one member of staff trained in 

anaphylaxis response will accompany the trip. 



 

 

13. Allergy Awareness 

The College does not operate blanket allergen bans  
• Instead promotes:  

o Awareness  
o Responsibility  

 

14. Risk Assessment 

• The College maintains both a whole-college allergy risk assessment and individual risk 

assessments where required (e.g. for staff or specific student needs). These are included in 

Appendix A and Appendix B of this policy Departmental risk assessments must consider 

allergens  

• Activities involving food must be assessed  

 

15. Monitoring & Review 

• All allergy-related incidents and near misses will be recorded via Smartlog and reviewed to 

identify trends and improve control measures. 

• The policy will be reviewed annually or following significant change.



 

Appendix A 

 
 

Area Risk Assessment: This template is to be used by assessors to identify, evaluate, and manage all potential risks in an area or activity. It 

includes all relevant risk categories to ensure legal compliance and a safe environment.  

 

Title:     Allergy & Anaphylaxis Management 
 

Date of Risk assessment: 20/04/2026 Next Review Date: When change has occurred or annually if no changes 

 
       

Description of department: Staff, students, parents/guardians, contractors 
 
Description of area:    Whole College (All Departments) 

Description of activity:    Management of students, staff and visitors with allergies 

This risk assessment should be read in conjunction with the Allergy & Anaphylaxis Policy and 
Providing Food for College Events Procedure. 

 

Assessed by: Sherrie Buchanan 

Please print name  

Signature: S. Buchanan 

Head of Department signature confirms that all 

control measures are in place prior to activity 

taking place. 

Head of Department:    

Please print name 

 

Signature: 

 



 

Does the area or task contain any of the following? 
 

☐ Work Equipment (e.g., tools, machines) – PUWER ☐Manual Handling (lifting, pushing, carrying) 

☒Hazardous Substances (e.g., cleaning products) – COSHH ☐Fire risk (electricals, flammables, hot works) 

☐PPE required (e.g., gloves, goggles) ☐ Other (please describe): 

 
Hazard Classification (Tick all that apply) 

Any box ticked must be reflected in the general risk assessment section. If in doubt, consult Head of H&S or H&S Co-ordinator. 

 

Physical Injury Hazards         Physical Agents 

☐Fire prevention ☐Moving parts of machine 

☐Moving materials ☐Falls from heights 

☐Access Equipment ☐Slips, Trips, Falls 

☐Electrical ☐Hot work/fire 

☐Explosion ☐DSE, audio visual 

☐Vehicle Movement ☐Pinch/Crush Points 

☐Overcrowding/Congestion ☐Poor Lighting 

 ☐Ionising Radiation ☐Lasers 

☐Ultraviolet Light ☐Cold Objects 

☐Hot drinks ☐Temperature 

 ☐Noise / Vibration ☐Air Quality / Ventilation 

☐Mould / Damp ☐Extreme Weather 



 

 

Hazardous Substances         Manual Handling  

  

  

   

   

 

 

 

 

Psychosocial Hazards         Other                 

 

 

 

 

 

 

 

 

 

 

 

☐Micro-organisms ☐Hazardous Substances 

☐Vermin / Weil’s Disease  

☐Manual Handling 

Injury 

☐Load blocking vision 

☐Bulky/Heavy/ 
Unbalanced load 

 

☐Work-Related Stress /  

Mental Health 

☐Challenging Behaviour / 

Violence 

☐Confined spaces ☐Disability Discrimination 

☐

Trapping/Entanglement 

☒Safeguarding 

☐Security Risk / 

Unauthorised Access 

☐Lone Working 

☒Shared Space Conflict ☒ Medical / Health Risk 

 



 

Hazard  

Classification (see 

previous page) 

Hazard  

Description 

Persons  

at Risk 

Existing Control Measures mitigating risk Current Risk 

Rating –  Red        

Amber   Green 

Responsible person 

Medical / 

Health Risk 

Exposure to Allergens 
(Food / Environment) 

Students, 
staff, 
visitors 
(particularly 
those with 
known 
allergies) 

• Medical Care Plans in place (SEND / 
ProMonitor)  

• Allergen information provided for catering 
and events  

• “Providing Food for College Events” 
procedure followed  

• Staff awareness of high-risk students  
• No uncontrolled food sharing encouraged  
• Risk assessments for activities involving 

food  

 

AMBER 

H&S Coordinator 

/ Catering 

Manager / Heads 

of Department 

 

Medical / 

Health Risk 

Delay in Emergency 
Response 
(Anaphylaxis) 

Students / 
staff 
experiencing 
allergic 
reaction 

 

• Trained first aiders on site  
• Emergency procedures in place  
• Clear escalation: 999 + anaphylaxis 

protocol  
• First aiders aware of symptoms and 

response  

 

AMBER 

H&S Coordinator 

/ First Aid Lead 



 

Medical / 

Health Risk 

Inaccessible or Missing 
Medication 

Students at 
risk of 
anaphylaxis 

 

• Students encouraged to carry own AAIs  
• Spare EpiPens located at Information 

Centre  
• Medication not locked away  
• Staff aware of location  
• Termly checks of medication  

 

AMBER 

H&S Coordinator 

/ First Aiders 

Medical / 

Health Risk 

Lack of Staff Training / 
Awareness 

Allergic 
individuals 

• Allergy & anaphylaxis training provided  
• First aiders trained in EpiPen use  
• Induction includes H&S awareness  
• Ongoing communication via H&S Hub  

 

AMBER 

H&S Coordinator 

/ HR 

Medical / 

Health Risk 

Food Preparation / 
Events (Cross-
Contamination) 

Students, 
staff, 
visitors 

• Allergen recipe cards required  
• Food safety procedure in place  
• Staff supervision of student-led events 
• Clear allergen signage 

AMBER 

Event Organisers 

/ Catering 

Manager 

Medical / 

Health Risk 

Visitors / Contractors 
Unaware of Allergies 

Allergic 
individuals 

• Visitor procedures in place  
• Staff supervision  
• Communication where required  

 

GREEN 

Reception / Line 

Managers 



 

Medical / 

Health Risk 

Lack of Consent for 
Emergency Treatment 

Students at 
risk of 
anaphylaxis 

• Emergency Allergy Consent implemented  

• Linked to Medical Care Plans  

• Stored on Promonitor 

 

AMBER 

H&S Coordinator 

/ SEND 

Medical / 

Health Risk 

Staff with known 
allergies 

Staff • Individual risk assessments  

• Staff carry own medication  

• First aider awareness  

• Emergency procedures in place 

AMBER 

Line Manager / 

H&S Coordinator 

Medical / 

Health Risk 

Failure to recognise 
symptoms of allergic 
reaction / anaphylaxis 
early 

Students, 
staff, 

visitors 

• Staff receive allergy awareness training  
• First aiders trained in recognition and 

response  
• Clear emergency procedures in place  
• H&S Hub guidance available 

AMBER 

H&S Coordinator 

/ HR 

 
Please sign below to confirm you have included all hazard classifications, control measures and designated responsible persons.  
This risk assessment must be fully completed, uploaded to the Health & Safety hub under your department and sent to H&S Co-Ordinator. 
 
 
 

 

 

 

 

 

 

Signature- HOF Date 



 

Staff Allergy & Anaphylaxis Risk Assessment 
This risk assessment should be read in conjunction with the Allergy & Anaphylaxis Policy 

 
Staff Member Details 
Name:  
Job Role:  
Department:  
Line Manager:  

Assessment Details

 

Medical Information (Confidential) 

Type of Allergy: 

Known Triggers (e.g. foods, latex, chemicals, insect stings): 

Severity: 

☐ Mild ☐ Moderate ☐ Severe (Anaphylaxis risk) 

Prescribed Medication: 

☐ Adrenaline Auto-Injector (EpiPen/Jext) 

☐ Antihistamine 

☐ Other: ____________________________________________ 

Reasonable Adjustments (if required) 

☐ Adjustments to work environment 

☐ Adjustments to duties 

☐ Control of specific substances 

☐ Other: 

Emergency Plan- Emergency treatment must not be delayed. 

In the event of an allergic reaction: 

• Staff member should:  

o Alert colleagues immediately  

o Use their own medication if able  

• Colleagues / First Aiders should:  

o Administer adrenaline auto-injector if required  

o Call 999 – state ANAPHYLAXIS  

o Stay with individual until emergency services arrive 



 

Hazard   

Description  

Persons   

at Risk  

Existing Control Measures mitigating risk  Current Risk 

Rating-  Red, 

Amber, 

Green  

Responsible person  

Exposure to Allergens in 

Workplace (Food / 

Environment)  

Staff member  • Staff member aware of triggers and avoidance 

strategies   

• Work environment reviewed for potential 

exposure risks   

• Adjustments 

made where reasonably practicable   

• Catering / shared space awareness (if food-

related)  

 Amber 

Line Manager  

  

Delay in Emergency 

Response  

Staff member  • First aiders available on site   

• Emergency procedures communicated   

• Staff member aware to alert 

others immediately   

• Colleagues informed on a need-to-know basis  

 Green 

H&S Coordinator / First 

Aid Lead  

Medication Not Available  Staff member  • Staff member expected to carry prescribed 

medication at all times   

• Backup location agreed if appropriate (e.g. 

desk / office)   

 Amber 

Staff Member / Line 

Manager  

  



 

• Staff aware of emergency EpiPen location 

(Information Centre)  

Lack of Awareness by 

Colleagues  

Staff member  • Relevant colleagues informed (with consent)   

• First aiders aware of condition   

• Clear instruction on what to do in an 

emergency  

 Green 

Staff Member / Line 

Manager/ H&S 

Coordinator  

  

 

Confidentiality 

Information contained within this risk assessment will be shared on a strict need-to-know basis to ensure the safety of the individual while 

respecting their privacy. 

Sign-Off  

Staff Member Signature: ___________________________  

Date:   

  

Line Manager Signature: ___________________________  

Date:   
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