Standard Operating Procedure (SOP):
Communication Guidelines with Parents, Guardians,
or Clients Regarding Allergies

Purpose

This SOP establishes communication guidelines with parents, guardians, or clients regarding allergies,
outlining clear protocols for identifying, documenting, and managing allergy information. It includes procedures for
effective and timely communication, consent and confidentiality considerations, collaboration with healthcare
professionals, and steps to ensure allergy-safe environments. The goal is to enhance safety, prevent allergic reactions,
and foster trust through transparent and consistent information exchange.

Scope

This SOP applies to all staff members who interact with parents, guardians, or clients regarding allergy information,
including administrative personnel, educators, healthcare staff, and any personnel responsible for the welfare of
individuals at risk of allergic reactions.

Responsibilities

o Staff Members: Adhere to communication protocols and maintain up-to-date records.
¢ Allergy Coordinator/Lead: Oversee the implementation of allergy communication procedures.
¢ Administration: Ensure all staff are trained on allergy communication guidelines.

Procedure

1. ldentification and Documentation
o Collect allergy information during initial intake/enroliment via dedicated forms.
o Verify allergy details with parents/guardians/clients in writing and/or verbally.
o Document allergies in a secure and accessible system/database.
2. Communication Protocols
o Inform all relevant staff of documented allergies and any necessary emergency action plans.
o Update parents/guardians/clients promptly regarding changes in procedures, exposures, or
incidents.
o Use clear, jargon-free language when discussing allergies and related risks.
3. Consent and Confidentiality
o Obtain written consent for the sharing of allergy information with authorized personnel.
o Respect privacy by limiting access to allergy information to only those who need to know.
o Comply with all relevant privacy laws and organizational policies.
4. Collaboration with Healthcare Professionals
o Consult with healthcare providers for action plans, medication administration, and risk assessment
as needed.
o Facilitate communication between parents/guardians/clients and healthcare professionals when
necessary.
5. Ensuring Allergy-Safe Environments
o Inform parents/guardians/clients of allergy-safe policies and risk mitigation strategies.
o Promote awareness through signage, education, and regular updates.
o Report and document any incidents or near-misses immediately and communicate them to relevant
parties.

Related Documents

Allergy Documentation Form

Emergency Action Plan Template

Consent to Share Medical Information Form
Incident Report Form

Review and Training



e This SOP will be reviewed annually or as needed following incidents or regulation updates.
e Regular training sessions will be conducted for all staff to maintain competence and compliance.

Contact Information

Allergy Coordinator/Lead: [Insert Name & Contact Details]
Emergency Contact: [Insert Emergency Contact Information]



	Standard Operating Procedure (SOP): Communication Guidelines with Parents, Guardians, or Clients Regarding Allergies
	Purpose
	Scope
	Responsibilities
	Procedure
	Related Documents
	Review and Training
	Contact Information


