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[bookmark: Text1]Instructions: Use the description provided under each heading to write your district/site's policy. Use the bullted resources to help you in each section. All links can be found on the Colorado Department of Education's Special Dietary Needs Webpage. 
[bookmark: _GoBack][image: ]PurposeStandard Operating Procedure (SOP) Template
Special Dietary Needs

Describe relevant background information, which might include legal and regulatory requirements for accommodating students with special dietary needs, and outcomes of this policy.

Resource(s)
· USDA Memo SP 59-2016
· USDA Memo SP 26-2017

Accommodation Policy
[bookmark: Text2]Instructions: Describe the school food authority's (SFA) policy for accommodating students with special dietary needs.

Step 1: Will your SFA only accommodate student disabilities or will your SFA also accommodate students with dietary preferences/general health concerns that can be met within the meal pattern? 

Is a medical statement required for all students with disabilities (regardless of whether or not their accommodations fall within the meal pattern), or will substitutions be made for students whose disability needs fall within the meal pattern regardless of whether a medical statement is on file? *If you plan to require that all meal modifications require a medical statement, skip to step 3.

Resource(s)
· Special Dietary Needs Documentation Flowchart

Step 2: How will you accommodate students with a fluid milk disability with no medical statement? Will your district provide allowable milk substitutions for students with dietary preferences?

Resource(s)
· Milk Substitution Flowchart
· Determine if a non-dairy beverage meets USDA requirements

Step 3 (optional): Provide a letter to parents at the beginning of the school year outlining the SFA’s policy.

Resource(s)
· Letter to Parents

Step 4: Make sure the appropriate medical statements are on file. Once the SFA has been informed of a student’s disability by a parent/guardian, waiting for medical statements should not delay meal modifications/substitutions.

Resource(s)
· Medical Statement for Meal Modification - English
· Medical Statement for Meal Modification – Spanish
· Dietary Preference Form – English
· Dietary Preference Form – Spanish
· Medical Statement Requirements

Food Safety
Address food safety procedures for all areas where food is consumed and provide instructions on label reading for students with food allergies.

Resource(s)
· Refer to SFA’s Hazard Analysis and Critical Control Point (HACCP) Plan

Staff Responsibilities and Training
Identify the personnel that have a primary role in accommodating students with special dietary needs and describe how their responsibilities relate to this SOP. Include contact information.

Resource(s)
· Food Allergy Booklet – What School Employees Need to Know
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, religious creed, disability, age, political beliefs, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by (1) mail: U.S. Department of Agriculture; Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov. 

This institution is an equal opportunity provider.
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