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1. INTRODUCTION 

Argyll and Bute Council Catering Service provides meals across all schools, including Primary, 

Secondary and Early Years Units. Part of this includes the provision of special dietary 

requirements for food allergies and intolerances, medically prescribed diets and diets for 

religious or cultural reasons. 

In line with the EU Food Information for Consumers Regulation No. 1169/2011 and 

Commission Delegated Regulation (EU) No. 78/2014 all allergen information is available to 

customers via the Catering Service. 

Once a Special Diet Request form has been completed and passed to the Catering Manager, 

the Catering Service will, where necessary and as required, work with the pupil, Parent/Carer, 

Education and the NHS to provide a nutritionally balanced meal that meets the dietary 

requirements for the pupil. 

While the Catering Service will strive to provide special dietary requests, it may not always be 

possible to accommodate these due to other service requirements.  

A medical referral must be supported by either a Medical Practitioner or a State Registered 

Dietician and an Argyll and Bute Council Special Diet Request form must be completed to 

enable the Catering Service to proceed with the request. 

Requests for non-medically prescribed diets also require a completed Special Diet Request 

form. The information provided will be reviewed and menu alterations made, where possible, 

to ensure a suitable menu option is available each day.  

Specific dietary requirements for children and young people with additional support needs are 

not included in this procedure. Please speak to the Catering Service for more information. 

 

  



 

2. ROLES AND RESPONSIBILITES 

Head Teacher/School Office 

- Assist in cascading information on Special Diet procedure to parents/carers 

- Make Special Diet Request forms available from school office.  

- Share any completed forms with the Catering Manager 

- Where relevant, ensure all staff including Catering Staff are informed immediately of 

any pupil with severe allergies and intolerances 

- Be familiar with contents of individual child’s plan, and ensure appropriate action is 

taken in case of emergency to maintain safety of individual pupil 

- Ensure compliance with GDPR processes and privacy notices 

Parent/Carer 

- Inform school that their child has a special dietary/allergen requirement, especially if 

the special diet is in connection to a food allergy or intolerance 

- Request a Special Diet Request form available from the school. Compete and return 

to the school office 

- Supply any food items available on prescription e.g. gluten free bread and pasta to 

assist in preparation of child’s lunch  

Catering Manager 

- Where necessary, arrange to meet with pupil and parent/carer to discuss the pupil 

needs 

- Ensure all catering staff on site are made aware of the Special Diet procedure and how 

to accommodate each pupil’s needs 

- Inform casual staff of any special diets in place 

- Inform Parent/Carer or Education of any variances or concerns 

- Hold allergen information for all items served 

- If a change of menu is unavoidable, ensure that the parent/carer is made aware as 

soon as possible 

- Ensure compliance with GDPR processes and privacy notices 

 

Catering and Cleaning Officer 

- Provide all schools with accurate allergen information 

- Obtain specifications for any new products introduced 

- Keep up-to-date with legislation and inform Education of any important changes 

- Provide support to Catering staff for any special diet requests 

- Communicate with NHS Dietitian/Medical Practitioner where necessary 

- Attend meeting with Catering staff/Education/Parent/Carer as required 

- Ensure compliance with GDPR processes and privacy notices 

  



 

3. SPECIAL DIET REQUEST PROCESS MAP FOR SCHOOLS 
 

 

 

Parent/Carer informs school office of the special diet requirement 

 

 

 

 

 

 

 

  

School office issues Special Diet Request form to the Parent/Carer 
 

Parent/Carer completes the form. Where a medical prescribed diet is request, contact 
details for the State Registered Dietitian/Medical Practitioner must be included. Returns 

form to school office 
 

Copy of the form is filed in the school office, and one copy given to the School Catering 
Manager  

 

Menu will be reviewed and where possible changes will be made to ensure a menu option 
is available for the pupil each day. In some cases, this will mean the pupil will need to pre-

order  
 

Catering Manager will review the requirements and if necessary, inform Catering and 
Cleaning Officer. If required a meeting will be requested with the 

Parent/Carer/Education/NHS Dietitian 
 



 

 

 Request for Special Diet 

Details of child or young person with special dietary needs 

Name: 

 

D.O.B. 

School/Pre-five centre: 

 

Name of parent/guardian: 

 

Address: 

 

 

Tel No: 

Specific nature of dietary requirements: 

 

 

 

 

Contact Details for State Registered Dietician or Medical Practitioner:                             

 

 

 

Is staff training required?                                                          Yes   No 

If yes, details: 

 

 

Signature of  Parent/ Carer 

 

Date: 

 

Please return completed form with any other relevant information to the School Office 

 

Photo for pre-five/primary pupil 

For Office Use Only 

Copy of form to Catering Manager YES NO 

Signed: Headteacher Date: 



 

 

EXAMPLE PROTOCOL 

Name and Date of Birth Rob Smith 16/01/04 

Class P7 

Risk of allergy to Peanut 

What to do in the event of an allergic reaction: 

1. Early symptoms may include: (select appropriate symptoms for pupil) 
 

 Itching 

 Strange metallic taste in mouth 

 Tingling and swelling of lips and tongue 

 Blotchy rash 

 Tummy ache and vomiting 

Action  Give Piriton 2mg in 5ml. Take 2x5ml spoonfuls 

If asthmatic give inhalers if wheeze or difficulty breathing – take 2 puffs of 

 salbutamol inhaler. One puff in aero chamber followed by 5 breaths 

2. If progresses, particularly if: (select as appropriate) 
 

 Difficulty breathing 

 Swelling of tongue or throat 

 Blue lips, pallor 

 Collapse 

Action  repeat 2 spoonfuls’ of Piriton (10ml) 

  Ask another adult to dial 999 and ask for ambulance stating 

 Pupil name and age 

 Severe allergic reaction 

 School and address 

Also arrange a call to parents 

Action  Keep pupil calm in a position of comfort 

Continue with inhaler. Up to 10 puffs can be given using above method. 

3. If pupil becomes unconscious: 

Action  Basic life support 

Prepared by: ___________________________ on _____________ review date__________ 


