
Diet Modification 
Procedure Flow Chart
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Complete Form

Parent(s) or guardian(s) will get Diet 
Modification form, found on Food 

Service website or from the school, 
completed and signed by a licensed 

medical professional. 

Execution

Food Service Department will input 
allergen alerts into the POS system and 

begin modifying the student’s meals.

Follow-Up

If necessary, the Food Service 
Department will contact the parent(s) 

or guardian(s) listed for any 
clarification on what is on the form.

Review

The Food Service Department will double 
check that the form has been completely 

filled out and signed by a medical 
professional.

Processing

The school will process the form by 
adding the student allergen information 
to the FOCUS portal as well as notifying 

the school site Health Tech.

Communication

If necessary, the cafeteria manager will 
communicate with school nurse and the 
student’s teacher(s) regarding the diet 

modifications. 

Review

School Cafeteria manager will review the 
allergen information sent from the parent.  

If there are any questions, the manager 
can reach out for more help from the Food 

Service Department.

Annually

This process will be repeated annually.

*It is the parent’s or guardian’s 
responsibility to provide the above 

information to the Food Service 
Department each school year.*

Submit to FS Office

The Cafeteria Manager will either scan a 
copy or send a copy of the diet 

modification form to the Food Service 
Department at the district office.

*This form is a confidential document and 
will be handled accordingly*
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Submit Form

Parent(s) or guardian(s) will submit a 
COMPLETED form to the school office. 

Then the form will be sent to the 
cafeteria manager.

*Incomplete forms will be returned to the
parent*


