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GUIDE   TO   SPECIAL   DIET   PROVISION   IN   SCHOOLS   
  

OVERVIEW     
  

The  Company  firmly  believes  in  providing  high  quality  food  to  our  customers  that  is  safe  to  eat.                                   
Special  diets  are  an  integral  part  of  our  catering  provision,  whether  as  a  result  of  an  ethical  or                                     
religious   belief,   a   food   intolerance   or   allergy   or   a   medical   requirement.   

  
We  are  committed  to  reducing  the  risk  to  our  customers  with  regards  to  the  provision  of  food                                   
and  the  consumption  of  allergens  which  could  lead  to  an  allergic  reaction  and  as  such  accept                                 
our  duty  to  comply  with  the  Food  Information  Regulation  2014  which  states  that  allergen                             
information   must   be   available   for   all   food   sold .     

  
Working  alongside  the  Procurement  department,  our  Food  Team  ensures  any  newly  listed                         
ingredients  are  as  ‘clean’  as  possible  to  guarantee  their  suitability  for  many  allergy  and                             
intolerance  sufferers.  We  have  introduced  gluten  free  gravy  as  standard  across  our  menu                           
cycles,  included  dairy  free  spread  as  standard  and  worked  with  our  suppliers  to  remove  the                               
‘ may   contain….’    status   where   possible   from   our   ingredients   and   recipes.   

  
Where  our  core  menu  does  not  meet  the                 
specific  requirements  of  a  child  a  Special               
Diet  menu  should  be  provided.  Our  full               
allergen  policy  is  available  for  company  staff               
to   download.  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

  
  

  

https://drive.google.com/file/d/17sfu7C6gmsUYgpHXY6DJhd_LenPBRVrp/view?usp=sharing


SPECIAL   DIET   PROCEDURE   -   NEW   SITES   /   NEW   PUPILS   
  

Where   a   school   (or   pupil)   is   new   to   our   company,   a   menu   that   is   free   from   all   14   allergens   must   
be   used   for   all   children   with   special   dietary   requirements.    The   menu   will   include   specific   recipes   
required   to   produce   allergy   free   dishes.   This   is   a   temporary   arrangement   to   allow   for   the  
collection,   collation   and   implementation   of   Special   Diet   Request   forms.     
Operations   managers   are   responsible   for   ensuring   the   allergen   procedures   can   be   fully   
implemented   and   a   copy   of   the   Special   Diet   Request   form   will   be   provided   to   schools   prior   to   
mobilisation.     
As   data   controllers,   schools   must   collect   the   information   of   pupils   with   food   allergies   and   
intolerances,   using   the   Special   Diet   Request   form,   ensuring   this   information   is   kept   up   to   date   
and   communicated   to   the   Unit   Manager.   Any   issues   concerning   the   means   in   which   pupil   
information   regarding   allergens   is   collected,   used   and   stored   should   be   discussed   with   the   
operations   manager.   A   full   list   of   responsibilities   is   available   in   the   policy   document.   
Once   we   have   gathered   the   information   required,   the   process   for   providing   a   bespoke   special   
diet   follows   in   line   with   existing   site   procedure.   

  
  

Our    Special   Diet   Request   Form    is   available   for   company   staff   to   download.   
  

  

  

https://drive.google.com/file/d/1H78Z4phXjdzyChhxTNM9CpS6EKziHt1-/view?usp=sharing


SPECIAL   DIET   PROCEDURE   -   EXISTING   SITES   
  

Parents   must   inform   the   school   of   their   child’s   allergy   as   soon   as   possible   by   completing   the   
Special   Diet   Request   form   and   returning   to   the   school,   providing   medical   support   for   food   
allergies.   

  
As   data   controllers,   schools   must   collect   the   information   of   pupils   with   food   allergies   and   
intolerances,   using   the   Special   Diet   Request   form,   ensuring   this   information   is   kept   up   to   date   
and   communicated   to   the   Unit   Manager.   Any   issues   concerning   the   means   in   which   pupil   
information   regarding   allergens   is   collected,   used   and   stored   should   be   discussed   with   the   
operations   manager.   A   full   list   of   responsibilities   is   available   in   the   policy   document.   

  
Communication   between   parents   and   the   caterer   must   go   through   the   school,   who   should   
provide   the   Catering   Manager   with   an   up   to   date   list   of   all   students   with   any   food   allergies,   
intolerances   or   dietary   requirements.    and   where   necessary   arrange   a   menu   consultation   
meeting   with   the   Operations   Manager/   Catering   Manager   to   discuss   any   specific   requirements   
relating   to   their   child’s   allergy.     

  
(NOTE:   From   April   2021   -   All   primary   school   menus   will   be   completely   NUT   FREE)   

  
SPECIFIC   (BESPOKE)   SPECIAL   DIET   MENUS   

  
Several   special   diet   menus   including   Gluten,   
Milk   and   Eggs   are   available   in   line   with   our   
core   menu   development   and   Catering   
Managers   will   be   able   to   advise   if   one   of   
these   menus   is   suitable.   
If   these   menus   are   unsuitable   due   to   more   
complex   requirements,   a   request   will   be   
made   to   the   Food   Team   using   the    BESPOKE   
SPECIAL   DIET   REQUEST   FORM .   This   will   
capture   all   of   the   required   information   for  
the   food   team   to   be   able   to   create   a   
special   diet   menu   with   accompanying   
recipes   and   allergy   information   report.   This   
includes   the   child’s   name,   information   
about   preferences   as   well   as   allergies   to   
ensure   the    proposed   menu   is   suitable   and   
where   possible   aligned   closely   to   the   main  
school   menu.   Bespoke   special   diets   should   
be   available   within   2   weeks   of   request.   

  

https://forms.gle/Bc6cwK8YLG9mpbaMA
https://forms.gle/Bc6cwK8YLG9mpbaMA


CONTROLS   IN   PRACTICE   
  

Special   Diets   Procedure   Tracker    -   Please   complete   this   form   to   ensure   that   the   Special   Diets   
Procedure   is   followed.   Each   relevant   stage   must   be   signed   and   dated   as   it   is   completed.   

  
  

Special   Diet   Categories    -   In   order   to   ensure   that   the   safety   of   pupils   and   students,   particularly   at   
primary   school,   each   special   diet   is   categorised.   Allergen   Photo   Record   Sheets   are   colour   
coded   as   below   and   display   “FOODS   NOT   TO   EAT”   next   to   each   child’s   photograph.   These   
records   should   be   displayed   appropriately,   where   staff   can   access   easily   during   service   time.     

  

  

CATEGORY       CONTROL   

RED    Severe   reaction   or   
anaphylactic   symptoms   
disclosed.   Medical   evidence   
provided   and   parental   
consent   provided   

  

Agreed   menu   with   
appropriate   recipes.   Pre   
plated   and   labelled   meal   for   
service   -   Control   sheet   signed   
at   production   (kitchen)   and   
service   point   

AMBER    Food   allergy   or   intolerance.   
Medical   evidence   and   
parental   consent   provided   

Suitable   meal   served   from   the   
counter,   adhering   to   up   to   
date   company   Allergen   
Policy   (March   2020)   

BLUE    Pupil   or   student   excludes   
foods   due   to   lifestyle   
preference   or   religion.   
Parental   consent   provided   

Agreed   menu   or   a   suitable   
meal   served   from   the   counter   



BESPOKE   MENUS   -   WHAT   YOU   WILL   RECEIVE   
  

Operations   managers   will   receive   the   following   to   share   with   the   School   Kitchen   and   parents:   
1. Named   special   diet   menu   in   the   same   format   as   a   core   menu   
2. PDF   recipe   book   specific   to   menu   formulated   in   Saffron   Nutrition   software   
3. Allergy   report   matrix   specific   to   menu   formulated   in   Saffron   Nutrition   software   

  
ADDITIONAL   RESOURCES   

  
1. Allergen   Control   Sheet   

  

  
  

2. Allergen   Photo   Record   Sheets   
  

  
  
  

  



ADDITIONAL   TRAINING   
  

1. All   employees   receive   Food   Safety,   HACCP   and   Allergen   Induction   training   on   joining   the   
company.   

2. Allergen   policy   and   procedure   training   completed   by   all   food   production   and   food   
service   staff    within   week   1   of   joining   the   company.   

3. Online   Allergen   Training   completed   in   the   first   3   weeks   of   employment   with   the   company   
4. Bite   size   refresher   training   modules   delivered   regularly   

  
  

  
WHAT   HAPPENS   WHEN   CORE   MENUS   CHANGE?   

  
Menu   refreshes   occur   bi   annually,   directly   after   Easter   and   October   Half   Term.     

  
The   food   team   will   produce   the   following   menus   aligned   to   the   core   menu   

  
Non   Gluten   Containing   Ingredients   (NGCI)   
Dairy   Free   
NGCI   &   Dairy   Free   
Soya   Free   
Egg   Free   

  
For   children   who   already   have   a   bespoke   special   diet   we   will   request   confirmation   that   the   
information   we   hold   is   still   relevant   and   a   menu   is   still   required,   however   if   the   requirements   fit   in   
with   one   of   the   above   menus,   these   should   be   used,   even   if   local   changes   to   the   menu   are   
made.   

  
  
  
  
  
  
  
  
  
  
  
  
  
  

  



SPECIAL   DIETS   AND   SELECT   
  

For   schools   using   SELECT,   where   a   special   diet   has   been   agreed   and   provided   for   a   
pupil,   even   if   that   is   an   interim   allergy   free   menu,    the   check   box   must   be   ticked    at   the   
bottom   of   the   child   information   page   and   the   child's   profile   updated.   This   will   prevent   
parents   from   being   able   to   order   menu   choices   that   are   unsuitable   for   their   child   and   
can   be   completed   by   system    “Kitchen   Users”   including   the   catering   manager   or   school   
office   administrator.   

  

  
  

The   parent   will   then   only   see   the   following   option   available   at   point   of   purchase   and   the   
kitchen   report   will   reflect   the   need   for   a   special   meal.   If   you   turn   the   feature   on   while   
there   are   orders   already   placed   in   the   system   they   are   unaffected,   so   you   may   wish   to   
cancel   these   to   prevent   confusion.   

  

  
  

  

  


