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This procedure outlines how Kirklees Catering Service (KCS) manage the provision of food 
and drink for pupils with allergies and other medical dietary requirements.  
 
It outlines the roles and responsibilities of school staff, catering staff, and parents to ensure 
a standard approach to safeguarding all pupils with special dietary requirements. 
 
This procedure has been developed in line with the Food Information Regulations (2014), 
LACA national allergen guidance, the Department for Education (DfE) guidance and the 
Kirklees Medical Needs Policy. 
 
This procedure only applies to schools whom contract with Kirklees catering school meals 
service 
 
Procedure  
 
If a special diet is requested for medical reasons the school should request written 
confirmation of the allergy/medical need from the child’s parent/guardian. This must be 
provided from a GP, dietitian or healthcare professional to ensure children are not having 
foods removed from their diet without a diagnosed medical need.  
 
If a child has a medical condition requiring a special diet, they are likely to have an 
individual healthcare plan (IHP) drawn up by the school, following the DfE statutory 
guidance. This should contain all the necessary information to manage the child's medical 
condition effectively, including dietary requirements and action to be taken in an 
emergency. 
 
An IHP should be completed in consultation with the parent/guardian. All relevant dietary 
information should also be shared with catering service. 
 
A risk assessment will be carried out by the catering service for all medically prescribed 
diets.  These will be rated green / amber / red.  
 
In some cases, due to complex dietary requirements or the school environment Kirklees 
Catering Service reserves the right to reject a special diet request. In these 
circumstances Kirklees Catering Service will clearly communicate to the school the 
rational and the associated risks to pupil safety. 
 
The catering service require a two-week minimum lead in time once a special diet menu 
has been agreed to implement the request. Failure to provide sufficient notice may result 
in a delay to special diet provision. 
 
It is extremely important that this procedure is followed. Special diets will not be catered 
for unless these procedures have been fully adhered to.   
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School Responsibility 
 

The School (Head Teacher or Nominated Lead) is responsible for the following: 
 
1.1 To familiarise themselves with the appropriate guidance and these procedures   

 
1.2 Identify children that take school meals who: 

• Have a reported severe life-threatening food allergy, who are at risk of a severe 
allergic reaction requiring immediate medical attention. 

• Have medically verified special dietary needs, allergies or intolerances. 
 
1.3 Complete an individual healthcare plan (IHP) for the child.  

 
1.4 Ensure verified medically supported documentation is in place to support the 

dietary request. 
 

1.5 Provide the catering team with the dietary section of the child’s IHP.  
• Provide a photo of the child.  
• Provide each child with an orange wristband to wear during food-based 

activities. 
 

1.6 Inform the catering service if: 
• Children switch mid-term on to school’s meals. 
• Children participate in theme day meals.  
 

1.7 Ensure the parent/guardian is provided with a copy of Kirklees Catering Service 
“Severe Allergy and Special Diets” procedure, and that the parent/guardian are 
fully aware of its content.  

 
1.8 Liaise and if necessary arrange meetings with the parent/guardian of the child 

along with a representative from the catering service to discuss the special diet 
request. 
 

1.9 Ensure that the parent/guardian is provided with a copy of menus and if 
necessary, that these have been agreed and signed by the parent/guardian, 
school representative, and the catering service.  
 

1.10 Make arrangements for children with severe allergies to be accompanied during 
the meal service. Severe allergies are generally identified as requiring an epi-pen.  
  

1.11 At the start of each term or if any changes occur, liaise with the catering 
manager/supervisor to ensure that pupils dietary information is accurate and up 
to date. 

 
1.12 Any requests relating to a pupil’s special diet provision will only be accepted via 

communication from the schools nominated lead. Catering staff are not permitted 
to liaise with parents direct. 
 

1.13 All communication between stakeholders should be in writing and not provided or 
accepted verbally. 
 

1.14 Make the appropriate arrangements for the support and supervision, for ANY food 
related activity by an appropriate member of school staff. E.g. Breakfast club, 
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lunchtime, after-school clubs and during school excursions.  
 

Parent/Guardian Responsibility  
 
2.  Inform the school of their child’s food allergy/intolerance prior to the beginning of 

the school term (or as soon as possible) after diagnosis.  
 

2.1 Provide a medical note to evidence the food allergy/intolerance. This must be from 
a healthcare professional and dated within the last 6 months. 
 

2.2 Ensure all correspondence related to the special diet request is communicated 
directly with the school.  

 
2.3 Provide school with the information in a timely manner as and when requested. 
 
2.4 If required, agree, sign and return the special diet menu provided, either in person 

or via email. 
 
2.5 Provide an up to date photo of the pupil to support identification. 
 
Catering Managers/Supervisors or Covering Managers/Supervisors Responsibility 

 
3.1 When a school formally requests Kirklees Catering Service to support a pupil’s 

allergy or special diet you should liaise with the school (Head Teacher or 
Nominated Lead) to discuss the diet in detail and complete a New Special Diet 
Request form on Cypad. 
 

3.2 Follow the special diet risk assessment criteria. Green / Amber / Red risk rating. 
• Green rated, single allergen or intolerance, one of the 14 EU defined allergens, 

diabetic and coeliac, Manager/Supervisor to provide an appropriate meal plan. 
• Amber rated, single allergen not defined by the EU allergen legislation. 

Manager/ Supervisor to provide an appropriate meal plan. Seek guidance from 
Area Catering Officer or Area Support.  

• Red risk rated diets, multiple allergens, severe reactions or complex diets 
requiring specialist knowledge must be escalated to your Area Catering Officer 
or Area Support Officer. 

 
3.3 Ensure that all control measures listed in the risk assessment have been reviewed 

and actioned or escalated to your Area Catering Officer. 
 

3.4 Ensure that the school and the parent/guardian is provided with a copy of the 
appropriate menu and that these have been agreed and signed by the school, 
parent/guardian and the catering service.   
 

3.5 Pupils with multiple food allergies/intolerances or a specific special dietary need 
will require a bespoke menu plan. The School should co-ordinate a meeting with 
the parent/guardian, the Catering Officer and Catering Manager/Supervisor to 
discuss the request in more detail. 
 
3.5.1 Following this meeting the Catering Officer will undertake a risk assessment 

to ensure that the special diet request can be catered for safely in-line with 
guidance prior to being formally agreed 
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3.6 Keep the green severe allergy and special diet folder up to date, accurate and in 
a prominent position. Do not store this information in any other folder/location. 
 

3.7 At the start of each term; liaise with the school to ensure that pupils special diet 
information is accurate and up to date. Complete the Special Diet Termly Check 
form on Cypad. This form must be signed off by both the Catering Supervisor and 
the school representative completing the check. 

 
3.8 Ensure that allergy awareness signs are displayed in a prominent position by the 

service counter. 
 

3.9 Use only authorised recipes and follow them precisely. Use only authorised 
suppliers and agreed products/ingredients. Prescription products provided by 
parents are permissible; however, these must be provided in unopened 
packaging, clearly labelled, identifiable and stored separate to other ingredients. 

 
3.10 Do not store any unauthorised ingredients in your kitchen  

 
3.11 Opened packages containing any of the 14 named allergens must be stored in 

separate, sealed and labelled containers  
 

3.12 Check the ingredient labels of any items delivered in error. If found to contain 
nuts or sesame (listed in the ingredients) ensure they are returned to the supplier 
and inform your Catering Officer. 
 
3.12.1 On occasion our suppliers may have to substitute an item or ingredient, 

substitute items are only allowed if they have been authorised by head 
office and you have received a confirmation Cypad message. If you 
receive a substitute ingredient in error ensure that they are returned to 
the supplier and inform your catering officer.  

 
3.13 If a product is described as ‘May Contain’ any of the listed allergens, this may be 

used but must not be served to children suffering from that known allergy. 
 

3.14 Regularly check ingredient labels, especially on unfamiliar products as they may 
contain hidden ingredients.  

 
3.15 Ensure that all tasks relating to special diets are only undertaken/carried out by 

the manager/supervisor or cook. 
 

3.16 Ensure all existing, new and flexi/mobile staff working in your kitchen are aware 
of all children with dietary requirements and follow these procedures.  
  

3.17 ‘One-off’ or informal special diet arrangements are not permitted under any 
circumstances. 

 
3.18 Report any incidents, including near misses that relate to children with a special 

diet or food allergy to your Catering Officer immediately. 
 

Catering Officer Responsibility 
 
4.1 Attend meetings as requested by the School (Head Teacher or Nominated Lead) 
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or your catering manager/supervisor. 
 

4.2 Pupils requiring a special diet to support multiple food allergies/intolerances, or a 
specific special diet will require a bespoke menu plan. The School should co-
ordinate a meeting with the parent/guardian, catering officer and the Catering 
Manager/Supervisor to discuss the request in more detail.  
 

4.3 Catering Supervisor/Manager must inform their Catering Officer if they have a 
special diet request that falls under the red risk rating.  
 

4.4 Undertake a risk assessment to ensure that the special diet can be catered for 
safely in-line with guidance prior to being formally agreed. 

 
• Red rated, severe allergy, epi-pen prescribed or multiple allergy/intolerance. 

Complex diets requiring specialist knowledge, ingredients or calculations e.g. 
PKU and cystic fibrosis   

• Support Catering Managers/Supervisors with Amber rated diets when required.   
 

4.5 Ensure that the Catering Manager/Supervisor has received the appropriate 
training and is confident and competent with managing all special dietary 
requests. 

 
4.6 Monitor this procedure during site visits for compliance and where appropriate take 

corrective actions.  
 
4.7 Log any food related incidents on the Food Incident Reporting Log and follow-up 

actions 
 
4.8 Escalate concerns or issues to the area Catering Manager for guidance. 

 
Head Office Responsibility 

 
5.1 Review, amend and communicate the policy and procedure annually and as 

legislation changes. Ensure allergen information, policy, procedures and 
guidance is available via SLA online. 

 
5.2 Screen new products and recipes, ensuring that allergen advice is kept up to date 

on recipes and Cypad. 
 

5.3 Ensure information about allergies/special diets form part of induction training for 
new catering staff, relevant to their post. 

 
5.4 Review the Food Incident Reporting Log and action as an agenda item at catering 

team meetings. 
 

High and Middle Schools Only  
 

School Responsibility 
 
The School (Head Teacher or Nominated Lead) is responsible for the following: 
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6.1 Ensure that allergen information is preloaded on to the schools “Pupil 
Management System” this enables the dietary information to be available on the 
Nationwide Biometric till system.  

 
6.2 Liaise with the parent/guardian of the child to establish whether the child is self-

managing their own diet and provide written confirmation to the catering service. 
 

6.3 Children self-managing their own special diet should be informed to request 
information relating to allergen ingredients via the catering service in line with 
current legislative guidance.  
 

6.4 Where it has been identified that children are not able to self-manage their own 
special diet, schools should follow step “1 School responsibility”, within this 
procedure.  

 
Parent/Guardian Responsibility 

 
7.1 Liaise with the school to communicate whether the child is self-managing their 

own diet and provide written confirmation. 
 
7.2 Children self-managing their own special diet should be informed to request 

information relating to allergen ingredients via the catering service in line with 
current allergen legislative guidance.   

 
7.3 Where it has been identified that the child is not able to self-manage their own 

special diet, Parents/Guardians must follow step “2. Parent/Guardian 
Responsibility” section within this procedure. 

 
Catering Managers/Supervisors or Covering Managers/Supervisors Responsibility 
 
8.1 When a school formally request Kirklees catering service to support a pupil’s 

specific allergy or special diet within a high or middle school you should liaise with 
the school (Head Teacher or Nominated Lead) to discuss the diet in detail. 
 

8.2 Establish whether the child is self-managing their own special diet and ensure you 
have received written confirmation from the school. 

 
8.3 Children self-managing their own special diet should be informed by school to 

request information relating to allergen ingredients via the catering service in line 
with current allergen legislative guidance.   

 
8.4 Where it has been identified that children are not able to self-manage their own 

special diet, Catering staff must follow the “3. Catering Managers/Supervisors or 
Covering Managers/Supervisors Responsibility” section within these 
procedures 

 
8.5 Ensure that the school/pupil is made aware of ingredients in foods being provided 

by Kirklees Catering Service upon request. In line with Food Standards Agency 
guidance this should be provided in written format.   

 
8.6 Request the school to preload all pupils’ allergen information on to the schools 

“Pupil Management System” where appropriate. 
 

8.7 Liaise with the school to ensure that the allergen information from the schools “Pupil 
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Management System” is consistent with what is available to view on the Nationwide 
Biometric till system.  

 
8.8 Catering staff should not serve food to children that conflicts with the allergen 

information provided, report any instances to the schools’ nominated lead officer. 
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