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Purpose of this document:

This document has been created to give a concise guide to the process of 
Special diets with Aspens Services. This is a guide and does not constitute our 
Allergy Policy which is available upon request. 
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Identify Children with a Special Diet Requirement 

It is the schools responsibility to identify pupils in their care who require a 
special or alternative diet. When a child is identified as in need of a special or 
alternative diet, an Alternative menu request form needs to be completed, this 
should be given to the parents to complete by the school and when returned 
from the parents to the school, a copy of this form must be given to the 
kitchen manager. For school with a delivered in service, this will be the kitchen 
manager for the production kitchen. 
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Identify Children with a Special Diet Requirement 
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Parent advises 
school of special 

diet

School asks 
parent to complete 
Alternative Menu 

Form (AMF)

Parent completes 
the AMF and 

returns this to the 
school with 

medical evidence

School gives a 
copy of the AMF & 
medical evidence 

to the Kitchen 
Manager



Kitchen Managers Evaluation after reviewing AMF 
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Is the request for 
a lifestyle choice 
or intolerance?

The child will be 
placed on the 
Allergy Free 

Menu*

Menu shared with 
the parents so 
that they can 
exclude foods

Does the child 
have an allergy? 

Menu shared with 
the parents so 
that they can 

exclude foods. 

Does this child 
have allergen/s 
solely within the 

14 main allergies? 

The Manager will 
request a bespoke 
menu from AVE **

(copying in their OM)

No Yes 

NoLifestyle Intolerance Yes 

*  Excludes nuts, as all our school kitchens are nut free.  ** Medical evidence will be required for all bespoke menus.



Bespoke menu process  
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Unit manager will 
complete a 

bespoke menu 
request to AVE

Unit manager will 
check the allergy 

report for the 
menu produced

AVE will produce 
a bespoke menu 

(within 10 
working days) for 

this childs 
requirements

Menu will be 
shared with the 

school and a date 
set for this to 

start* 

* The start date will depend on the need to order certain products in the next available food delivery.

AVE will raise a 
ticket number for 
this request.  Unit 

Manager to 
advise OM of this 

ticket number



Service of meals 
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Order for each 
allergy child placed 

with the kitchen

Kitchen produces 
the correct meal in 
line with this childs 

menu

Meal is plated up 
before service, 

double wrapped with 
cling film and named, 

then kept at the 
correct temperature

Children are 
identified at the 
counter to the 
kitchen staff
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