
 

 

GREEN BAY AREA PUBLIC SCHOOL DISTRICT 

Board Policy Manual 

453.4-Rule (2) 

STAFF ADMINISTRATION OF EPINEPHRINE 

 

The School Board authorizes no less than two designated school personnel per building who 

have been appropriately trained to administer epinephrine auto-injector in the event of an 

anaphylactic reaction by any person.  The following procedures are to be used by Green Bay 

Area Public School District staff when administering epinephrine auto-injector.  The purpose of 

this procedure is to assure that the epinephrine is appropriately administered in the correct 

emergency scenario.    

 

A.  Definition, Signs and Symptoms. 

1. Anaphylaxis is a severe, potentially life-threatening allergic reaction. A 

reaction can occur within seconds or minutes to an hour following exposure to an 

allergen (food, insect sting, latex, medication).  If anaphylaxis is not treated 

immediately, it can lead to unconsciousness or even death.  Because initial symptoms 

may occur within a few seconds or up to two hours after an exposure to an allergen, it is 

imperative that the symptoms of anaphylaxis be recognized whether or not the exposure 

is known. 

 

2. Signs of an allergic reaction may include one or more of the following and not 

necessarily in the order listed:  

a. LUNGS: Shortness of breath, wheezing, repetitive cough, chest tightness 

b. HEART: Pale, blue, faint, weak pulse, dizzy, mental confusion, low blood pressure 

c. THROAT: Tightness in the throat, hoarseness, trouble breathing/swallowing, 

difficulty speaking, itching in the throat or ear canals, hacking cough 

d. MOUTH: Obstructive swelling (tongue and/or lips); itching or tingling of lips, 

tongue, or mouth 

e. SKIN: Many hives over the body, itchy rash, swelling of face and extremities 

f. GUT: Nausea, abdominal cramps, vomiting and/or diarrhea 

g. NOSE/EYES:  Itching, sneezing, congestion, runny nose, red eyes, tearing, swelling 

around eyes 

 

B. Authorization to Administer Epinephrine 

Any District employee may be authorized to administer epinephrine.  However, the employee 

must: 

1. Be willing to assume that responsibility; 

2. Be authorized in writing by the building administrator or his/her designee;  

3. Receive Wisconsin Department of Public Instruction-approved training for the 

administration of epinephrine on an annual basis; 

4. Be sufficiently trained by one of the District’s Registered Nurses: 

a. In recognizing the signs and/or symptoms of anaphylaxis, 

b. On the proper administration of epinephrine auto-injector, and 



 

 

c. On the proper procedures following administration of the epinephrine auto-injector; 

and 

5. Successfully demonstrate competent administration of an epinephrine auto-injector on an 

annual basis. 

 

C. Procedure  

The following procedures should be followed if any person is suspected of having an 

anaphylactic reaction.  Immediate intervention is essential.  It will not harm the person if an 

Epi pen is given even if anaphylaxis is not present. 

1. Confirm signs of serious anaphylaxis. 

2. INJECT EPINEPHRINE IMMEDIATELY, using the Epi pen or Epi pen Jr.  Epi pen Jr. 

is used for students weighing less than 60 pounds. 

3. Note the time of injection.  The time must be noted by the person who administered the 

epinephrine.  

4. CALL 911 to request a rescue squad and upon their arrival inform them that epinephrine 

was given.  If another adult is present, have him/her call 911 at the same time the 

epinephrine is administered.  If alone, administer medication and then call 911. 

5. Call the building emergency response team, the school nurse, and the parent/guardian to 

the site.   Epinephrine should be administered even if the parent/guardian cannot be 

reached. 

6. Stay with the student until emergency personnel arrives.  

7. Monitor student’s airway, breathing and circulation, and monitor for secondary reaction 

or worsening of symptoms. Start CPR as necessary. 

8. Administer a second dose, if available, after five minutes or more if the symptoms persist 

or reoccur.  

9. For a severe reaction, consider keeping the student lying on his/her back with legs 

elevated.  

10. When the student is transported, document the event in the Student Information System 

and complete all required District forms. 

11. Wash hands and dispose of Epi pen in appropriate disposal container. 

12. Follow up with the parent/guardian by designated District staff.  

 

D. Recordkeeping, Storage and Disposal 
1. Every student with a history of anaphylaxis should have at least one emergency kit in the 

health office.  Some students may have additional kits at school or may carry a kit with 

them in accordance with state law and District policy.   

2. The District will stock epinephrine (“Epi pen”) for use on District premises.  In the event 

of an anaphylactic reaction of a student and the student does not have their own 

prescribed Epi pen, an “unassigned” Epi pen may be administered by a District employee 

who has been adequately trained and authorized to do so.   

3. The District shall maintain an accurate recordkeeping system of all prescribed and 

“unassigned” epinephrine stored on the District premises.   

4. Epi pens shall be stored in a safe, secure, monitored location that is accessible in an 

emergency situation.  Epi pens may be kept with students if a written communication by 

the parent/guardian and physician is on file in the school office or designated health area. 



 

 

If an Epi pen is self-administered, the student should be instructed to report said use to 

the school office, school personnel or the activity supervisor, as applicable. 

5. Prescribed Epi pens not picked up by the parents/guardians one week after the last school 

day (unless prior arrangements have been made) or unassigned Epi pens that have 

reached their expiration date will be disposed of in a safe and proper manner according to 

recommended guidelines. Medication disposal must be witnessed by two school 

employees and be properly documented. 

 

E. Staff Training and Information 

1. Staff administering epinephrine to students shall complete the DPI training and any other 

training as required by the District. The Superintendent of Schools and Learning or 

designee shall be responsible for maintaining written records of the school personnel 

who have been authorized to administer epinephrine to the students and the 

documentation of staff completion of all required training courses (including the dates 

on which such training occurred).   

2. Staff administering epinephrine will receive written information regarding Board policy 

and procedures, highlights, changes and references annually.   

3. School personnel shall maintain the confidentiality of student health and medication 

administration-related records in accordance with applicable state and federal laws and 

regulations and the District’s student records policy and procedures. 
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