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Declaration of Intent 

The School is committed to meeting the requirements of the Health and Safety at Work Act 1974, the 

Management of Health and Safety at Work Regulations 1999 , the Children and Families Act 2014, and the 

Food Information Regulations 2014 and therefore achieving the following: 

●​ Identifying all pupils/students and staff with known allergies and putting into place necessary controls 

to enable them to access and experience school safely and without detriment to their health. 

●​ Being proactive by ensuring that safe systems and practices are established and maintained for 

managing allergens and adequate training is provided in order to minimise or so far as is reasonably 

practicable, to mitigate all risks to students and staff with regards to allergens. 

●​ Continuously improve the measures put in place to mitigate the risk to students and staff with regards 

to allergens. 

Responsibilities 

The following staff are identified as responsible persons in relation to Allergen Management: 

Role Responsibility Name 

Lead Governor for Health & 
Safety 

Leads on matters within the 
Governing Board 

Tim Shutler 

Headteacher Operational lead within the school 
and ensuring there are safe 

processes in place for allergen 
management 

Kate Claydon 

Nominated member of SLT Ensuring that the health and 
safety requirements for allergen 

management are carried out. 

Sarah Hextall - Senior Leader for 
Health & Safety 

School Allergen Operational Lead Operational management of 
allergen related matters, dealing 
with special diets/allergy queries 

and identifying staff that need 
allergen awareness training - 

tracking attendance/ refresher 
requirements 

Sarah Hextall - Senior Leader for 
Health & Safety 

Assigned Lead/nominated person 
for Allergen Management in 

Catering venues 

Overall supervision and 
management of the service of 

meals to students including that 
allergen management processes 

are followed 

Sarah Hextall - Senior Leader for 
Health & Safety 

Assigned Lead for 
Allergen Management in 

Kitchen/Service Point 

Accountable for safe preparation, 
production and storage (incl. 

labelling/covering of main/dessert 
special menus) prior to 

Leigh Clifford - Chef/Manager 
Caterlink 
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service/hand-over. 

Medical Lead Collating and monitoring 
information about allergens 

ensuring that up to date 
information is shared as 

appropriate 

David Troubridge - Medical Lead 

Other roles - Assigned Leads for 
Allergen Management in 

Curriculum areas 

Accountable for planning and 
communication of resources used 

in order to avoid any person 
experiencing allergic reaction to 

known allergens. 

Head Of Department, Food 
Head Of Department, Science 

 

Mainstream Secondary students and staff are responsible for choosing their own food/meal options that meet 

their dietary needs, they are actively encouraged to inform the school of significant allergies. 

Communication of Allergen Information 

Allergen information will be shared with all relevant school staff and third parties (with the consent of the 

parent/ guardian) for each individual student: 

School Group How this is communicated and recorded 

Staff Document in Shared Drive, accessible to all school 
staff: 
Staff Channel -> H&S -> Student Medical Information 
Staff notices provide periodic reminders to check 
here for details 

Students Awareness about allergies and associated support is 
shared via a short presentation during tutor time 

Third Parties How this is communicated 

Canteen/Catering Manager Till system linked to SIMS that displays Allergen 
information and dietary requirements for the 
student before the transaction is allowed to proceed 
 
Caterlink have their own Allergen Management 
Policy - a copy is found in Appendix 1 

Wrap-around provision/after school clubs Existing staff included in arrangements outlined 
above 

Clinical/Other professionals Medical lead to share relevant information with 
clinical professionals 

Peripatetic/Supply teachers Supply teachers do not have access to Staff Channel, 
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but need to be aware. 
Medical information shared with cover 
information/documentation 
Currently Supply and Agency staff would 
immediately use email and phone systems to request 
urgent support 
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Allergen Management Procedure 

Location of Allergen Information 

Allergen Information Forms Update request sent to families each year to gather 
medical information 
Medical lead follows up with a medical Information 
form where a significant condition is identified 
Details are added to Student Medical Information 
Sheet as shared with all staff via Staff Channel -> H&S 

Allergen Risk Assessment Adoption of Management of Known Food Allergies 
(Model RA for local adaptation in schools) - Appendix 
2 

Individual Health Care plans IHCP completed for students with severe allergies 
and are linked to the Student Medical Information 
sheet in Staff Channel 

 

Catering Provider Details 

Leigh Clifford Caterlink 
 

 5655-Blatch@caterlinkltd.co.uk

Responsible for the management of the Canteen Leigh Clifford 

SLT that has responsibility for the management of 
allergens in the kitchen 

Sarah Hextall 

Display a photo taken by the school of the Allergen 
/ operational lead, with the agreement of the 
relevant member of staff 

On the wall inside the kitchen, visible as one exits 
the kitchen to enter the servery - Sarah Hextall 

'Allergen'/ operational lead has been introduced to 
the school/nominated representative 

Allergen lead has introduced themselves as holding 
the responsibility in person 

The school have information about the catering 
companies procedures around allergens 

Allergen Champions information on School Website 
 
Caterlink’s Allergen and ​Special Diet Guide attached 
as Appendix 1 

Identifying Pupils/ Students with Allergies/ Special Diets 

Information on allergies is obtained from parents/ 
guardians using the School's Allergy Information 
Form at the Start Of each academic year and on new 
intakes 

Google Form sent to parents/carers of all students 
who have notified us their child has an allergy/severe 
allergy 
This information is then saved as a spreadsheet and 
uploaded to Staff Channel/H & S 
This is also noted in SIMS under “Medical” 
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Allergen Management procedure Of Catering provider 

Catering Provider has information about students 
with allergies 

The students' accounts on the tills include a 
summary of their allergies visible to the staff only 

Catering provider has information about allergens in 
products 

‘Allergen Champions’ know what allergens are in 
each product based on the ingredients used. 
 
Caterlink has a policy of no unnecessary allergens 
added to products. 
 
Source produce that has as few allergens in as 
possible 
 
Allergen Matrix that covers all allergens from all 
available products. 
 
FS13 completed for every product produced that lists 
the allergens for that product. 
 
Print out the spec sheets from the suppliers website 
to be stuck to storage containers 
 

Students seeking information If any student has questions about the food, they 
should talk to any of the catering staff who will point 
them in the direction of a chef who have all the 
information about the product(s) 

Students should make safer choices Secondary school students need to make their own 
choices of what they eat and drink. Catering staff will 
let a student know if they see them making a choice 
that is a risk 

Staff collecting food for a student Students should take responsibility for collecting 
their own food. If, in exceptional circumstances, this 
is not possible then the member of staff must check 
the medical information sheet for a known allergies 

Catering providers manages risk The Chef/Manager of the catering unit will raise a 
concern as a matter of urgency with the nearest 
member of the senior leadership team if they see a 
child choosing food that could cause a severe 
reaction.  
This member of SLT will immediately take the 
student to the medical room and ensure that the risk 
is managed. 
This needs to be recorded on an HS2 as an incident 
or a near miss 

Catering provider follows up concern If there is a less than severe risk from a student 
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choosing a food that contains an item that they are 
allergic to this will be brought to the attention of the 
medical lead who will contact home to inform the 
family. They will request an update on the student's 
condition. 

 

Emergency Procedures 

Emergency First Aid arrangements are in place in the 
event of an allergen incident for each pupil 

Some staff that are First Aiders are trained to 
administer Adrenaline Auto-injectors (EpiPens) if the 
student requires this. A list can be found on the 
AAI/EpiPen Tab of the First Aiders List: 
Staff Channel -> H & S -> First Aiders  
 
Spare Epipens are held at West Wing Reception, 
Admin Hub, Student Services and Food Room 129. 
All key staff have been informed of this and have 
been provided with training in the use of Epipens as 
well as what to look out for in relation to 
anaphylactic shock. 

All allergen incidents (and near misses) are reported 
to the Health and Safety Team on a HS2 incident 
form 

There is communication between the catering 
provider and the school 

 

Policy Review: 

This Policy will be reviewed by the Health & Safety Committee annually. 

Date to be reviewed: December 2026  
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Appendix 1 - Caterlink Allergen Management Policy 
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Appendix 2 - Management of Known Food Allergies 

 

o 
 

Task / Activity 
Covered by the 
assessment 

Management of Known Food Allergies (Model RA for local adaptation in schools) 
Lunch time/activities/events etc.  

 
Likelihood (L) 

 
X 

 
Impact (I) 

 
Almost Impossible  1 Insignificant (minor injury, n

time off) 

Workplace Blatchington Mill School Unlikely 2 Minor (non-permanent injury
up to 7 days off) 

Date of 
Assessment 

11/11/25 Date Assessment to be 
reviewed December 2026 Possible 3 Moderate ((injury causing 

more than 7 days off) 
Person 
Completing  

David Troubridge Manager/ Head teacher Kate Claydon Likely 4 Major ((death or serious 
injury) 

Staff involved in 
assessment  Almost Certain  5 Catastrophic (multiple 

deaths) 

 Low  
=1-3 

Moderate 
= 4-7 

Significant  
= 8-14 

High  
= 15-2

 
 
 
 
 
 

Note: Please refer to the Schools Allergen Management Standard when completing this risk assessment and/or any other risk 
assessments, where allergies need to be considered and controlled.  
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What are the significant, 
foreseeable, hazards? 

(the dangers that can cause harm) 
Who is at 

Risk? 
Current control measures  

(What is already in place/done) 

Risk 
Rating What additional controls 

can be put in place to 
reduce the risk further? 

Revised 
Risk 

Rating 

Sig
as

don
L I R L I R  

1. 

 
Lack of overarching allergy 
management arrangements and 
risk assessments to cover 
activities where pupils/students 
may come into contact with 
allergens. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pupils/ 
Students 

 
●​ BHCC Schools Allergen Management Standard adopted, 

shared with staff and followed. 
●​ Allergen management Policy developed and on website. 
●​ School risk assessments in place/being reviewed (and 

shared with relevant staff) to cover all activities where 
there is a risk that pupils/students can come into contact 
with allergens. 

●​ Caterer’s allergen management risk assessment/protocols 
in place and checked as ‘suitable and sufficient’ 

●​ School Allergen Operational Lead oversees allergen 
documentation and processes including holding copies of 
relevant School and Caterer/external provider risk  
assessments. 

●​ School/PTA considers the management of allergies, when 
planning any events where food/refreshments are to be 
provided/served.  

●​ School to consider specifying what food parents/carers can 
send in and particularly in relation to homemade goods. 
(e.g., no nuts, almond flour etc.)  

●​ Allergen Management Lead to check any ingredients of 
pre-packed food purchased or brought in by 
parents/carers, to identify any allergens e.g., nuts/may 
contain traces of nuts. 
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2. 

 
Pupils/students with food 
allergies not identified/school not 
notified by parent/carers. 
 

 
 
 
 
 
Pupils/ 
Students 

●​ Medical information/registration form completed at start of 
each school year (for new/existing pupils) which includes 
known allergies, recorded and shared with relevant staff. 

●​ Parents/carers reminded periodically [annually] to report 
any new/changes in allergies/intolerances, where there 
may be serious health implications/risks. Medical lead to 
follow up with family if school becomes aware of a change 

●​ Allergen information shared with relevant third parties. 

        

3. 

 
No consideration of products or 
severe allergens which may 
need to be prohibited. 
 

 
 
 
 
 
 
 
 
Pupils/ 
Students 

●​ Relevant documentary evidence – e.g., Medical 
information forms, Health Care Plans, Occupational 
Health/Medical Specialist information etc. - used to 
establish the risks of allergens in the pupil/student/staff 
body. 

●​ Where any allergens are so severe, use is/may necessitate 
prohibiting onsite – [e.g., some schools have established 
‘not nut products’ rules]. Detail any prohibited allergens. 

●​ Information about what items/ products are prohibited 
clearly and consistently/regularly communicated to all 
relevant parties including (but not limited to) staff and 
volunteers/ PTA’s, parents/ guardians, school meal 
contractors, school meals contract manager, suppliers and 
pupils/ students. 

●​ Any prohibited products reviewed annually – new intakes, 
leavers and/or updated allergy information from 
parents/guardians etc. 
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4 

 
Health Care Plans not 
completed for individuals with 
severe allergies. 
 

 
 
 
 
 
 
Pupils/ 
Students 

●​ Health Care Plans in place to support pupils/students with 
complex health needs which includes known allergies and 
intolerances (where there may be serious health 
implications/risks). 

●​ Health Care Plans are agreed with the parents/carers and 
include what steps should be undertaken in the event of an 
allergic reaction/emergency - for instance, the 
administering of medicine. 

●​ Health Care Plans kept confidential but shared with 
relevant staff – e.g. First Aiders, School Allergen 
Operational Lead, staff providing direct care etc. 

●​ Periodic reminders sent to parents/carers to provide any 
relevant allergy information updates [annually]. 
 

        

5. 

 
Allergy information not shared 
with all necessary 
parties/providers/caterers. 
 

 
 
 
 
Pupils/ 
Students 

●​ Allergen information / special menu requirements shared 
with relevant staff but not limited to e.g. School Allergen 
Management Lead (within SLT), School Allergen 
Operational Lead, First Aiders, appropriate Teachers/Staff, 
MDSAs, any catering provider including in-house and 
external catering contractors, Parents/Carers, others 
detailed at 4.4 in BHCC Schools Allergen Management 
Standard. 

●​ Annual reminder to all staff about the centralised list. 
●​ Information stored in SIMS on the Medical Tab. 
●​ Spot check of Tills system to confirm all data is sync’d and 

up-to-date 
●​ Allergen information considered and shared when any 

activity involves food or the possibility of contact with a 
known allergen 
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6. 

 
Allergy information out of date 
and/or conflicts on 
school/caterer records. 
 

 
 
 
 
Pupils/ 
Students 

●​ Parents/carers reminded periodically [annually] to report 
any new/changes in allergies/intolerances, where there 
may be serious health implications/risks. 

●​ Medical lead to follow up with family if school becomes 
aware of a change 

●​ School liaises with Catering Contractor/on-site kitchen 
allergen lead to ensure food allergy details match – esp. 
when new allergens are advised to either party. Spot check 
of Tills system to confirm all data is sync’d and up-to-date 
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7.  

 
Lack of procedures for the safe 
production of 
food/foodstuffs/meals. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pupils/ 
Students 

●​ Catering provider contract managed, inspected and 
monitored by Blatchington Mill School 

●​ Caterer fully informed of every child/young person they 
cater for – via own special diet/allergy/intolerance form 
completed by parent/carer with supporting medical 
evidence.  

●​ Individual child-specific special menu agreed between 
Caterer and parent/carer and final copy shared with 
kitchen staff and school. 

●​ School consultation, communication and agreement with 
catering provider on the site-specific process and 
procedures that will be followed for the safe delivery of 
allergen-free food to the individuals concerned. 

●​ Documented process in place for “transported/meals 
served off site. This includes segregation/clear labelling of 
allergens in dishes/labelled for a specific child and 
handover/double check at service point. (see section 10) 

●​ Documented process as above for school trips and where 
packed lunches are provided. 

●​ Sign off sheet provided with transported meals with clear 
identification. 

●​ Other foods to have the 14 key allergen information 
included and updated if any substitute products have been 
used.  

●​ All kitchen staff must have relevant allergen management 
training/documented process for storage, use and disposal 
of allergens – including prevention of cross-contamination 
– and this must be documented/monitored and staff 
understanding checked by Caterer. 

●​ Kitchen staff/Caterer to have a process for identifying 
allergens in new/substitute products, when the allergenic 
content of bought-in products/ingredients change and 
when menus change - recording this and communicating it 
clearly to all staff.  

●​ Caterer to have process/additional trained staff in place to 
cover unexpected absence of kitchen allergen lead. 
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●​ Scheduled meetings between the school (Allergen 
Management Lead and/or School Allergy Operational 
Lead) and catering provider to monitor and assess ongoing 
arrangements – records kept. 

●​ Where there are doubts/concerns, the school will contact 
the local authority for advice and support - School Meals 
Manager (susie.haworth@brighton-hove.gov.uk; Tel: 01273 
293590). 
 

8. 

 
Staff not trained/inducted in 
allergy awareness or action to 
be taken in the event of an 
emergency/allergic reaction. 
(including the accessibility and 
administration of medication) 
 

 
 
 
 
 
 
 
 
Pupils/ 
Students 

●​ All kitchen staff must have relevant allergen management 
training/documented process for storage, use/production 
and disposal of allergens – including prevention of 
cross-contamination etc. 

●​ All school staff familiar with allergen management policy of 
the school and the first aid/emergency procedures to follow 
in the event a child/young person presents allergic 
symptoms. 

●​ Trained first aid staff and any prescribed medication – e.g., 
epi-pen/antihistamine – immediately accessible/available 
to care for and administer such emergency medication. 
[State location of emergency medication – Note: must be 
immediately accessible yet avoid unauthorised access. 
West Wing Reception, Student Services, Admin Hub, Food 
Room 129].  

●​ Staff informed/aware of allergies for children/young people 
in their direct care. 

●​ Relevant school staff completed allergen 
management/awareness training at an appropriate level for 
their role/activity being undertaken – recorded, refreshed 
and understanding checked. 
 

   Consider: Allergy 
Awareness training / 
supporting information 
for pupil body 
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9. 

 
Key school staff (e.g. Allergen 
Leads) and/or catering staff 
absent. 
 

 
 
 
 
Pupils/ 
Students 

●​ Contingency arrangements [state what] in place to ensure 
allergen-trained school personnel/deputy are always 
available to respond to allergen queries, emergencies and 
operational matters. 

●​ Kitchen staff/caterer to ensure all staff (incl. any deputy 
and cover arrangements) have allergen management 
training which includes specific and detailed instruction on 
the specific school site working procedures. 

 
 

        

10. 

 
Child given the wrong meal 
and/or not properly identified 
at point of service. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pupils/ 
Students 

●​ Children with special menus personally introduced to 
kitchen team and personally known to supervising school 
staff. 

●​ Supervising staff aware of/have immediate access to 
allergen information, in the event of any concern/doubt. 

●​ Photographs displayed/available to be viewed (by 
kitchen and/or school staff) of each child with a 
modified menu at the point of service and updated 
annually. 

●​ Handover arrangements noted and agreed when 
preparation and cooking of meal takes place off-site  

●​ Identification confirmed/agreed at point of service by 
catering/school staff. 
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11. 

 
Children swap (allergy 
identifying) wristbands, lanyards 
or trays before/after service or 
share food. 
 

 
 
 
 
Pupils/ 
Students 

●​ Child with food allergies/special menus personally known 
to supervising staff. 

●​ Share allergy awareness raising materials (contact LA if 
unable to locate any resources) so allergies and the 
consequences can be raised sensitively with all children to 
promote a positive and helpful attitude to the issue.  
 

        

12. 

 
Staff/caterers/children unaware 
of requirement to report allergen 
concerns, near-misses or 
incidents. 
 

 
 
 
 
 
 
 
 
Pupils/ 
Students 

●​ Staff reminded that any incident or ‘near miss’ (where there 
was no injury but the potential for harm) involving the 
management of allergens must be reported to the school’s 
nominated Allergen Management Lead (within SLT) and 
School Allergen Operational Lead. 

●​ School Allergen Operational Lead involved in the 
investigation of allergen related incidents and near misses, 
ensuring the potential source(s) are preserved for 
consideration and analysis, if necessary. 

●​ School reminds Caterer of need to report allergen 
incidents/near-misses and request/provided with copy of 
caterer’s allergen incident investigation report. 

●​ HS2 incident form completed and submitted to BHCC H&S 
team healthandsafety@brighton-hove.gov.uk  

●​ Instances involving the council’s school meals contractor 
also reported to the School Meals Manager 
(susie.haworth@brighton-hove.gov.uk; Tel: 01273 293590, 
who will inform Regulatory Services (Trading Standards 
and Environmental Health Teams) when required. 
 

        

 
 

 

Page 35 

mailto:healthandsafety@brighton-hove.gov.uk
mailto:Susie.Haworth@brighton-hove.gov.uk
Tel: 01273293590

	 
	Declaration of Intent 
	Responsibilities 
	Communication of Allergen Information 
	 
	 
	Allergen Management Procedure 
	Policy Review: 
	Appendix 1 - Caterlink Allergen Management Policy 
	Appendix 2 - Management of Known Food Allergies 

	 
	Likelihood (L) 
	 
	X 
	 
	Impact (I) 
	Almost Impossible  
	1 
	Unlikely 
	2 
	Date Assessment to be reviewed 

	4 
	Almost Certain  
	5 
	 
	Who is at Risk? 

	 

