ALLERGY MANAGEMENT IMPLEMENTATION PLAN
Victory Park Academy & Sutton House Academy
	Area
	Action (Exact What to Do)
	Lead
	Deadline
	Evidence of Completion

	Policy (Completed by Head)
	Headteacher has written Allergy Safety Policy. SLT to: add academy council name, chef name, confirm AAI locations, final check, send for academy council approval, upload to both school websites under policies
	Simon Quigley / Jonnathan Lee
	
24/04/26
	Policy approved and published online

	Identify Pupils with Allergies
	Cross-check admissions forms, medical records, SEN records and existing IHPs to identify ALL pupils with allergies. Create a temporary master list
	SQU/JLE
	30/04/26
	Full and accurate allergy pupil list

	Medication Audit
	Physically check ALL pupil medication (AAIs, antihistamines etc.): correct type, in date, accessible. Contact parents immediately if missing or expired
	SQU/JLE
	30/04/26
	Completed audit log + actions resolved

	Emergency AAI Locations
	Establish 3 key emergency locations: main office, dining hall, trip grab bag. Ensure unlocked, clearly labelled and known to ALL staff
	SQU/JLE
	24/04/26
	AAI locations in place and staff aware

	Allergy Register
	Create central Excel allergy register including: pupil name, photo, allergens, severity, medication, medication location, IHP status, staff awareness. Populate fully and store securely
	SQU/JLE
	30/04/26
	Completed and shared allergy register

	Individual Healthcare Plans (IHPs)
	Ensure EVERY pupil with allergy has a completed IHP and Allergy Action Plan. Contact parents for missing information. No incomplete plans permitted
	SQU/JLE
	22/05/26
	100% of pupils have complete IHPs

	Spare AAIs
	Purchase and install spare AAIs. Store centrally, clearly labelled, in-date and checked monthly. Ensure staff know locations
	JPA
	22/05/26
	Spare AAIs in place and logged

	Visual Allergy Boards
	Create photo boards in STAFF ROOM and KITCHEN showing: pupil photo, name, allergens, severity (highlight anaphylaxis), and clear emergency action (e.g. “Use AAI immediately”). Keep updated and aligned with register. Staff-only areas
	JPA
	12/06/26
	Boards displayed, accurate and maintained

	Catering System
	Meet with chef. Implement full allergen management system: allergen list for all meals, identification of high-risk foods, cross-contamination controls, safe preparation procedures
	JPA
	01/06/26
	Kitchen allergen system operational

	Catering Training
	Deliver training to all catering and lunchtime staff covering allergens, cross-contamination, food safety and emergency response
	JPA/SLT
	01/09/26
	Catering training records

	Mealtime Identification System
	Implement TWO identification methods (e.g. staff awareness + photo board/list). Ensure all lunchtime staff understand who is at risk and what controls are in place
	JPA
	01/06/26
	Mealtime system implemented and staff briefed

	Whole School Staff Training
	Deliver mandatory training to ALL staff (teachers, TAs, admin, site, lunchtime): recognising anaphylaxis, using AAIs, prevention and responsibilities. Record attendance
	SQU/JLE
	01/06/26
	Full staff training log

	Incident & Near Miss System
	Introduce allergy incident/near miss reporting form. Train staff when and how to use it. Create central log to track patterns and actions
	SQU/JLE
	01/06/26
	Incident log established

	Safeguarding Briefing
	Brief all staff that allergy bullying, food tampering or deliberate exposure is a safeguarding concern. Include in safeguarding updates
	SQU/JLE
	01/06/26
	Safeguarding briefing delivered

	Trips & Risk Assessment
	Update educational visit risk assessments to include allergy checks, medication requirements and named trained staff. Brief all trip leaders
	SQU/JLE
	01/06/26
	Updated trip documentation

	Parent Communication
	Send communication to parents explaining policy, expectations, medication requirements and updates to procedures
	EMU
	01/06/26
	Parent communication sent

	Emergency Drill
	Conduct at least one allergy/anaphylaxis drill. Time response, review effectiveness and identify improvements
	SQU/JLE
	01/09/26
	Drill completed and reviewed

	Monitoring & Audit
	Create termly audit process checking: allergy register accuracy, IHP completion, training compliance, incident trends, catering compliance. SLT to review and act
	SQU
	Ongoing
	



