
  

 

 

Allergen Declaration and Medical Diet request Form 
Instructions  
 

You will be provided with a link to access the online system for requesting a medical diet by your 
school. The link that will be provided is specific to your school and has been set up to comply with the 
requirements of GDPR.  Once you activate the link, you will be directed to the Parental Child 
Questionnaire which contains 3 sections – permission to process your personal data, an allergen 
declaration and a medical diet request form.  
 
Page 1 of the Parental Child Questionnaire (shown below) is a request to process personal data. On this 
page we ask for permission to process both your personal data and your child’s to ensure every child is 
provided with a safe meal. 
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There are two hyperlinks available (highlighted in blue and underlined), you can follow for further 
information on the Impact Food Group Medical Diets Policy Statement and Medical Diet Privacy Notice. 
These documents provide you with information of how we gather and store your personal information 
including access, security and retention. 

     

    The Medical Diet Policy 
Statement                           The 
Medical Diet Privacy Notice 

 

 

 

 

 

 



  

 

Once you have read Page 1 (Parental consent to data processing), the Medical Diet Policy Statement 
and Medical Diet Privacy Notice, there is a section at the bottom of the page you need you to complete: 
 

1. Click on the tick box beside the statement “I have read and understand the above”  
(the tick box is indicated by the red arrow below) 
 

2. Then click the “I wish to proceed” button (indicated by the green arrow) to procced to the next 
page 

 

 

 

 

 

 

 

 

 

 

 

 

This will take you to page 2, as shown overleaf.. 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 On the 2nd page there are a list of questions, that must be answered.  

Please note that your school name is automatically populated. This cannot be altered.  

For most of the questions please type in the answers. 

There are a couple of drop down questions including the relation ship top the child. Click on the arrow 
by the answer box and a list of answers will appear. Select the answer appropriate to you.  

A detailed explanation of how to record the Date of Birth is described on the following page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

Question 1. Pupil’s Date of Birth  

 

Click on the calendar symbol to the right (indicated using a 
yellow arrow).  

 

 

 

 

 

This will prompt a pop up to appear where you can choose the 
year. There is scroll bar at the right-hand side to access 
additional years (the scroll bar is indicated using the blue arrow) 

 

 

 
 

 In this example we have chosen the year 2017. Once you have 
chosen the year, select it by clicking on it and a pop up will 
appear showing the months.  

Select the correct month, by clicking on it, you will then be able to 
select the date. In this example we have chosen June. The month 
June in highlighted in grey as the cursor is hovered over it. 

 

 

Select the date by clicking on the correct number. In this 
example we chose the 16th June 2017. The date will be 
highlighted in grey when the cursor is hovering over it. In this 
case number 16 is highlighted in grey. 

Once the correct date of birth has been selected you must 
answer the second question. 

 

 

 



  

 

Question 2. Does your child have a food allergy / intolerance?  

This is the allergen declaration section. Answer yes or no by 
clicking on the correct tick box for your child (indicated by the  
green arrow) 

Once you have answered press the submit button, at the bottom 
(indicated by the purple arrow).  

 

If you answered no, this is the end of the questionnaire. You will receive an acknowledgement that you 
have completed the questionnaire (as shown below) 

 

 

 

 

If you answered yes, you will be redirected to a Medical Diet Request Form shown below: 

1. Select the food allergens by clicking on the tick box beside the allergen (s) that are applicable to 
your child.  

2. If your child’s food allergies aren’t listed, please input the food allergies within the text box at 
the bottom of the list. (indicated by the red arrow below) 

 

 

Once you have selected or described your child’s allergens then you must upload a piece of medical 
evidence and a colour photograph of your child.  

 

 

 



  

 

 

You can upload a piece of medical evidence and a colour photograph of your child by scrolling down 
the page using the scroll bar to the right-hand side (indicated by the green arrow) 

 

The medical evidence can be any form of medical evidence to support your child’s food allergen or food 
intolerance needs. For example, a letter from the doctor, GP, consultant, nutritionist, dietitian, nurse. We 
will accept appointment letters, diagnosis letters, or advisory information that you have received. If you 
are unable to provide any medical evidence at this time, you will not be able to complete the medical 
diet request form.  

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

How to upload the medical evidence and photograph 

There are 2 methods of completing this, both methods require an uploaded copy of the the medical 
evidence and photo from your computer.  

Method 1 – Search and Upload 

Click on the grey button with a perforated border (indicated by the pink arrow) 

Once you have clicked the button, a pop up will appear. This pop up will allow you to search for your 
uploaded evidence as shown below. 

 

In the below example, the medical evidence was stored on the desktop of the computer: 

1. Click on “Desktop” in the left-hand column 
(highlighted in grey). This will bring up all the 
files available on the desktop. 
2. Using the right-hand scroll, scroll through the 
files until you find the medical evidence files. In 
this example the required file was called 
“Medical Evidence”.  
3. Once you have located the medical evidence 
file, select it by clicking on it. Once it has been 
selected, click on the open button (indicated by 
the orange arrow). Once you have clicked open 
the evidence will be uploaded onto the form. 



  

 

 

Method 2 - Drag and Drop 

In this example we are dragging and dropping the child’s picture into the form: 

1. Decrease the size of the open window on your desktop and select the file that you want to drop 
onto the form.  

2. Select the file by left clicking, then whilst keeping your finger down, use your mouse to move 
the item across into the form as shown below.  

3. Once your file is over the grey upload box then you can lift your finger from the mouse and the 
file will drop into the form. 

 

 

You will know that you have successfully uploaded or dropped your evidence and photos into the form 
as they will be listed under the “Files uploaded” title underneath the grey box (indicated by the blue 
arrow).  

 

 

 

 

Once you have uploaded the evidence and photos you will be given the option to submit the form. 
Please make sure you are happy with the information you have provided and then click on the Submit 
button (indicated by the pink arrow). 



  

 

 

 

You will receive an acknowledgement email (shown above) following the submission of your medical 
diet request form. The medical diet request will be automatically sent to the Operations Manager who 
will make arrangements for you to be contacted within 5 working days. 

 


