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[image: ]InstructionsSpecial Dietary Needs Form
District Instructions

1. Download these forms from the CDE Office of School Nutrition Website: http://www.cde.state.co.us/nutrition/nutriSpecDietaryNeeds.htm
· Medical Statement for Meal Modification
· Dietary Preference Form for Meal Modification
· Discontinuation of Site Meal Modifications

2. Customize letter for your site/school district
· Letter to Parents for Meal Modifications- Customize all gray boxes to reflect district policies, dates, and contact information.
3. Save forms in pdf format to ensure they are not modified 
4. Train Staff
· Keep these questions in mind when training staff: Who receives and processes forms? What happens once they are complete? What is your special dietary needs policy and do staff understand their role and who to go to with questions?
· Provide consistent training to all staff to ensure all needs are met and policies are followed.
5. Distribute
· Make policies known to parents, guardians, and students, including what accommodations will be made, and where to find appropriate forms. 
· Make forms available throughout the school year. Post forms on your website and have them available in the school office.
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Questions
Please contact Kristi Rolfsen at 303-866-5985 or Rolfsen_K@cde.state.co.us with any questions.

This institution is an equal opportunity provider.
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