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SPECIAL DIET FLOWCHART 

 Special Diets e.g. Medical, Allergies, Intolerance and Religious Faiths 
 

 

The school identifies any medical/
allergy/intolerance / religious faith /

Vegetarian or Vegan*pupils as 
requiring a special diet (through 

SIMS registration)
* See foot note below

The school provides the 
pupil s parent with an 

EC46 Pupil Dietary/Food 
Allergy Request Form

The parent must complete the form and return it 
to the school representative (with supporting 

medical letter if available).  Both are then passed 
on to the School Chef

The School Chef will then forward the EC46 and 
supporting medical letter (if available) to 

SpecialMedicalDietEnquiries@nottscc.gov.uk
Email for logging

Special Medical Diet 
Email will then send an 

email to the School Chef 
containing a reference 
number for the child

The Chef must then arrange a 
meeting with the pupil s parent/

carer to complete the EC46a Special 
Diet Pupil Registration Form and 
design a menu (using the blank 

menu template)

Does the pupil have complex 
dietary needs?

(i.e. multiple or uncommon 
allergies)

NO

Once complete, the menu 
and contents of the 

EC46a must be agreed 
and signed off by the 

School Chef, the Parent/
Carer and School 
Representative

Copies of the menu and EC46a must be sent to 
the School Office and 

SpecialMedicalDietEnquiries@nottscc.gov.uk
Email (Originals to be retained in the kitchens 

blue special medical diets folder)

The School Representative must communicate the 
pupil s dietary requirements to school employees 

(including middays).

The School Chef must ensure the kitchen staff are 
informed of the pupil s dietary requirements.

Each day, special dietary 
requirements of pupils 
must be noted on C37s 

(as other chefs may cover 
the kitchen)

The School Chef must seek support 
from  Donna Baines (07977 934185) 

or Gael Fielder (07790 836039) 
before agreeing the menu 

adaptations

At the start of a new menu the 
School Chef must meet with the 

pupil s parents to agree a new menu 
for the child (the meeting should be 
recorded on the child s EC46a form)

Copies of the new menu must be 
sent to the school office and 

SpecialMedicalDietEnquiries@nottsc
c.gov.uk  Email (originals to be 

retained in the blue special diets 
folder)

If a pupil s dietary 
requirements change, a 

new EC46a must be 
completed (and a new 

menu designed)

If a pupil no longer requires special diet 
arrangements, the parent/carer must provide a 

signed confirmation letter

The School Chef must ensure that if a signed letter 
is received, it is shared with the School 

Representative and forwarded to 
SpecialMedicalDietEnquiries@nottscc.gov.uk 

Email

If a pupil moves to a new 
school, the new school must re-
register the pupil s special diet.  

Information should not be 
shared between schools

Vegetarian and Vegan dietary requests do need an EC46 but don t need a special medical diet number or EC46a but you must 
keep a copy of the EC46 in your blue special diet folder

YES

 


