
Great food begins with great 
people, cooking fresh food 
using quality ingredients - 
that’s Aspens!

An honest and successful British 
owned and operated company, 
we specialise in providing catering 
services to schools and colleges 
across the UK and pride ourselves in 
strong relationships with students, 
parents and school teams. 

We are one team, with the same 
goal – to provide a great catering 
service to our customers and 
enjoy what we do. We share a 
commitment to quality, a concern 
for the environment and a belief 
in the importance of people and 
teamwork.  

Our approach to food sourcing 
focuses on sustainability, seasonality 
and provenance, underpinned by 
food safety and due diligence. We 
have built great relationships with 
our regional supply chains; this 
ensures that we source the best 
quality products at a competitive 
price. By utilising robust suppliers 
we can ensure we have the right 
products available, that they are 
ethically sourced, traceable and safe. 

We engage with our fresh food 
suppliers to ensure that we promote 
the use of British seasonal produce, 
understand who our growers 
and farmers are and cascade the 

message of how we source back to 
our clients and customers.

Research increasingly demonstrates 
the need for good nutrition across 
all age groups and a balanced diet 
reduces the number of nutrition-
related illnesses in young people.

Our menus are enjoyable as well as 
nutritious.  We play an important 
role in promoting a well-balanced 
diet and setting pupils on the right 
track for later life. 

Great tasting healthy food

WHAT’S ON 
THE MENU?
We have a range of menus 
and food offers to keep 
students fuelled for  
learning.

Attitudes and expectations 
around food are 
increasingly influenced by 
the high street and they 
now eat a much wider 
variety of food than ever 
before - so we make  
sure we keep up with their 
tastes!

We engage with our 
school cooks and chefs 
to create new menus, 
which places food that 
excites them right at the 
forefront.   Global cuisine, 
customisation and food on 
the move have overtaken 
traditional meals, but there 
is still a place on our menu 
for familiar favourites!

WELCOME 
TO ASPENS
We are delighted to be the 
chosen caterer for your 
school.



Our range of hot deli items includes hot marinated chicken 
wraps, paninis, topped jackets, freshly prepared pizza slices 

and fresh pasta with a variety of homemade sauces.

info@aspens-services.com
01905 759613 
aspens-services.co.uk

Be our
Guests...

Come and try our new 

guest offers that we are 

showcasing on our menu!  

We have a great range of homemade savoury and sweet 
items.  Freshly baked baguettes, rolls, wraps, sandwiches and 

salads.  For afters … a range of cold desserts, homemade cakes, 
biscuits and fruit pots.

World Kitchen is our 
traditional hot food 
offer.  Our exciting 
weekly menu is 
based on food from 
around the world 
and includes a range 
of hot and tasty 
puddings.

WORLD
KITCHEN

Our promotions are created to give our 
customers the opportunity to try new 
products, demonstrate value for money, 
increase loyalty and encourage use of the 
service at different times of the day.  We offer 
rewards such as discounted prices, free fruit, 
treats, drinks or money off vouchers.  

We also hold a range of theme days to keep 
the menu exciting!

PROMOTIONS 
AND OFFERS

Come and celebrate the food that we love. 

DO YOU HAVE A FAVOURITE RECIPE YOU’D LIKE TO BE SHOWCASED 
THIS MONTH? IF SO, LET YOUR CATERING MANAGER KNOW.

DID YOU KNOW?

Beetroot was first cultivated by 
the Romans who believed that 
falling in love was a result of 
a couple eating from the same 

beetroot.

BEETROOT  
NO CUPID REQUIRED



PASSIONATE 
ABOUT OUR
FOOD

Our innovative range of traditional, seasonal, wholesome 
and creative main dishes are nutritionally balanced with 

regionally sourced ingredients and freshly cooked on site. 

We keep abreast of food trends and are proud to offer the 
latest international flavours and high street favourites 

including a great selection of vegetarian and vegan options 
in our main menu and at pop-up events. 

We are working together with our suppliers to reduce our 
environmental impact through reducing and replacing 

plastics and disposable products and recycling used 
cooking oil into biodiesel.



Toast with Spread £0.30 
Pizza / Cheesy Bagel £0.85 

Hash Browns  £0.35 

Pain Au Choc / Morning Pastry £0.90 World Kitchen / Pasta dish /  
Sausage or Bacon Bap 
Breakfast Pizza  

£1.50 
£0.85 

Loaded Jacket /Classic Sandwich  

Sausage Roll £0.80 + Homebake/fruit ptn & Water £2.20 
Breakfast Burrito £1.75 

Waffle £1.00  Meal Deal: MM, Dessert & Selected drink 

Sausage Roll £0.80 £2.20 
Cheese on Toast £0.75  MMB Specials from 55p 

Toasted Teacake 

 Crumpet 

£0.55 

£0.45 

Meal of the Day - £1.85 

Pasta / curry Pot - £1.85 

Chicken in a Box - £2.10 

Portion of chips - £1.10 

Fish & Chips - £2.00 

Just Sandwich from £1.30 500ml Water / Tetra water £0.85 
Classic Sandwich from £1.55 Radnor Fizz / Fruits £0.85 

Deli Sandwich from £1.80 Fruit Juice Cartons £0.65 

Just Baguette from £1.70 Milkshake Cartons £0.65 

Classic Baguette 

Deli Baguette 

Filled Wrap 

from £1.85 

from £2.05 

from £1.75 

Aqua splash 500ml 

Mini juice Cuplet 180ml 

Slushie 9oz 

£1.00 

£0.40 

£0.80 

9oz Pasta Pots From £1.10 Melon / pineapple Wedge   £0.60 

9oz Protein Deli Pot From £1.65  Fruit piece from bowl   £0.40 

9oz Veggie Deli Pot From £1.10  7oz Small Cheesecake    £0.75 

12oz Protein salad From £1.65  Dessert pot special   £1.15 

Side Salad  from £0.55  Premium Homebake 

H

  £1.00 

7oz Mousse/jelly from £1.00  Homebake 

 

  £0.80 

7oz Yoghurt Pots from £0.70  Cake slice  From £1.10 

Fresh fruit pot from £0.70  Muffin / Cupcake  From £0.85 

Margherita Pizza Slice £1.25    Hot Chicken Wrap £1.90 
Topped Pizza Slice £1.35 Burritos  £1.90 
Filled Panini £1.90 Burger / Hotdog £1.90  

Plain Jacket Potato £1.00 

Plus 1 filling £1.45 

Plus 2 Fillings £1.90 

Additional Fillings £0.55 





SERVED WITH SEASONAL VEGETABLES OR SALAD

Spicy Chicken 

Carbonara (H)
Whole Grain Penne, 

Garlic Bread and 

Green Salad

Chicken Burger 
(H)

Oven Baked Paprika 

Wedges and Ranch 

Slaw

Roast Chicken & 

Stuffing Barm (H)
Roasties, 

Fresh Vegetables

and Gravy

Beef Burrito
Mexican Slaw

Corn Cobette

Chip shop Friday

(H)
Battered Fish, Chips 

and Peas

Vegan 

Bolognese (V)

Whole Grain Penne, 

Garlic Bread and 

Green Salad

Spicy Bean 

Burger (V)

Oven Baked Paprika 

Wedges and Ranch 

Slaw

Cheese & 

Tomato 

Flatbread (V)

Loaded with juicy 

tomatoes, herbs & 

cheese

Pizza ‘Marg’(V)

Tasty pizza crust, 

topped with 

tomato, cheese 

and herbs 

Quorn Dog (V)

Chip Shop Curry 

Sauce, Chips a

Hot Snack: 
Chefs Panini of the 

day (V) (H)

Hot Snack: 
Italian pasta pot

(V) (H)

Hot Snack: 
Marinated Chicken 

Wings (H)

Hot Snack: 
Italian pasta pot

(V) (H)

Hot Snack
Pepperoni 

pizza

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

WEEK ONE

12 Apr 3 May, 24 May, 14 Jun, 5 Jul, 26 Jul, 
16 Aug, 6 Sep, 27 Sep, 18 Oct



WEEK TWO

SERVED WITH SEASONAL VEGETABLES OR SALAD

Beef Meatball 

Marinara
Whole Grain Fusilli, 

Garlic Bread and 

Green Salad

Pomegranate 

Chicken (H)
Jewelled Rice

and Citrus Salad

Beef Burger  (H)
Prime Beef burger 

served in a bun, 

with classic burger 

trimmings & Chips

Bangers ‘N’ Mash
Oven baked 

sausages, 

with mash, 

Vegetables & Gravy

Chicken in a 

box (H)
Southern (non) fried 

style chicken, with 

chips & slaw

Pizza ‘Marg’(V)
Tasty pizza crust, 

topped with 

tomato, cheese 

and herbs

Lebanese Sweet 

Potato Falafel 

Khobez (V)

Jewelled Rice

and Citrus Salad

Vegetable Burger
(V)

Plant based burger, 

served with Chips

Sweet Potato 

Balti (V)
spiced potato, 

chickpea and lentil 

curry with rice

Cheesy Baked 

Bean Wrap (V)

Chips 

Hot Snack: 
Italian pasta pot

(V) (H)

Hot Snack: 
Chefs Panini of the 

day (V) (H)

Hot Snack: 
Marinated Chicken 

Wings (H)

Hot Snack: 
Cheese & Tomato 

Panini (V) (H)

Hot Snack: 
Italian pasta pot

(V) (H)

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

19 Apr, 10 May, 31 May, 21 Jun, 12 Jul, 
2 Aug, 23 Aug, 13 Sep, 4 Oct



SERVED WITH SEASONAL VEGETABLES OR SALAD

Sausage Dog (H)
Chicken Hot dog 

Served in a soft roll 

with 

fairground onions

Chicken 

Shawarma (H)
Khobez

Fattoush Salad

Chicken Burger 

(H)
Special recipe 

coated chicken 

served in a bun  

with Wedges

Chicken Pizza 

(H)

Tasty pizza crust, 

tomato, herbs, 

cheese and 

marinated chicken

Posh Fish finger 

Butty (H)
White fish in batter, 

in a soft roll 

with ‘slaw

Vegan Chill (V)

Firecracker Rice,

Salsa and Guac

Veggie Burrito(V)

Spiced Veggies & 

Pulses, with Mexican 

rice in a wrap

Cheese & 

Tomato 

Flatbread (V)

Loaded with juicy 

tomatoes, herbs & 

cheese

Pizza ‘Marg’(V)

Tasty pizza crust, 

topped with 

tomato, cheese 

and herb

Macc ‘N’ Cheese 
(V)

Pasta bound in our 

tasty cheese sauce

Hot Snack: 
Chefs Panini of the 

day (V) (H)

Hot Snack:
Italian pasta pot

(V) (H)

Hot Snack:
Spicy Beef , Cheese & 

Tomato Flatbread (V)

Hot Snack: 
Chef’s Noodle pot

Hot Snack: 
Marinated Chicken 

Wings (H)

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

A selection of 

Home bakes & 

Sweet Treats 

WEEK THREE

26 Apr, 17 May, 7 Jun, 28 Jun, 19 Jul, 
9 Aug, 30 Aug, 20 Sep, 11 Oct



Aspens Services Limited
Teme House
Whittington Road
Whittington
Worcester WR5 2RY

Dear Parent/Guardian/Carer

The company firmly believes in providing high quality food for your child to enjoy that is safe 
to eat. Special diets are an integral part of our catering provision, whether as a result of an 
ethical or religious belief or a food intolerance or allergy.

We accept our duty to comply with the Food Information Regulation 2014 which states that 
allergen information must be provided for all food prepared and sold, and as such we are 
able to provide a meal for your child if they have a special dietary requirement

If your child has a food allergy resulting in a severe reaction/anaphylactic shock we will be 
in contact to discuss a suitable menu. If this allergy is to one of the known 14 allergens
(celery, cereals containing gluten, crustaceans, egg, fish, lupin, milk, molluscs, mustard, 
peanuts, sesame, soybeans, sulphur dioxide, tree nuts.) then your child can be fed from our 
allergy free menu until we have agreed a suitable menu with you.

If your child has multiple allergies or is allergic to other foods, such as tomatoes we request 
that you provide a packed lunch for them until we have met with you to agree a suitable 
menu.

For those children with intolerance and lifestyle choices, please follow your schools ordering 
system to select a suitable meal from the daily menu.

If you have any further questions or require assistance please contact us, via the school, 
where we will be happy to help.

Regards

The Catering Team
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Allergen Policy 

The Company firmly believes in providing high quality food to our customers and 

clients that is safe to eat.  

We are therefore committed to reducing the risk to our customers with regards to 

the provision of food and the consumption of allergens which could lead to an 

allergic reaction. 

The Company accept its duty to comply with all relevant Food Regulations, 

which states that allergen information must be provided on all food sold. 

The Company acknowledges that the successful implementation of this 

policy and management of allergens requires the commitment and 

support from all employees. To achieve this The Company will:  

• Work closely with our supply chain to ensure accurate information

on all products that may contain allergens.

• Maintain a database of all our recipes, clearly listing ingredients

and highlighting those containing allergens.

• Work closely with our clients in assisting in the support of customers

with known allergies, including meeting with parents, if requested,

to discuss any special requirements.

• Display signs that encourage our customers to ask about allergens

in the foods being served.

• Ensure that our staff have the necessary training and information

to provide our customers with accurate guidance on allergens.

• Through good hygiene practices and adhering to Hazard Analysis

and Critical Control Points (HACCP), reduce the risk of cross

contamination in our kitchens.

• Audit our operations to ensure the above policy and practices are

working effectively and review the policy as necessary.

• Operate as far as is practical a nut free environment within our

primary and secondary school kitchens.
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Responsibilities 

The Directors of the Company will: 

• Ensure the development and review the Company Allergen Policy.

• Ensure that the necessary resources are available for implementing the Allergen Policy

and detailed arrangements, as well as the subsequent monitoring of performance.

• Ensure that the appropriate information, training and supervision is provided to all

employees and apprentices.

The QHSE Department will: 

• Develop the Company’s Allergen Policy and Procedures to ensure that it is legal and

moral obligations are met.

• Work with the Primary Authority Agreement to ensure the policy and procedures are

assured advice.

• Ensure that the policy and procedures are communicated to all stakeholders to ensure

its effective implementation.

• Provide relevant training material to ensure the effective implementation of the policy.

• Work with the Food Department to review and update policy and procedures when

necessary.

The Procurement Department & Food Department will: 

• Effectively communicate the Allergen Policy and procedures to all stakeholders.

• Ensure that all menu cycles are supported with accurate recipes and allergen

information.

• Ensure that all recipes will have the relevant allergen information.

• Ensure that suppliers provide accurate allergen information on products on the

Company Approved Product List (APL).

• Ensure that any changes to products and recipes are communicated to all relevant

Managers.

• Provide additional support at Unit level where necessary.

The Operations Manager will: 

• Ensure that all units have implemented the Company Allergen Policy and Procedures.

• Where necessary, with the Unit Manager, meet with Parents of RED category students to

discuss and agree requirements where appropriate.

• Discuss with the Client any issues concerning the means in which information concerning

students with allergens is communicated to the Unit Manager, and the identification of

them, and agreeing a solution to ensure that the allergen procedures can be fully

implemented. Any agreed actions will be recorded in writing, using the Special Diets

Form where applicable.

• Audit the unit annually to ensure the effectiveness of the policy and procedures.
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The Unit Manager will: 

• Ensure that the Company’s Allergen Policy and procedures are followed at Unit level.

• Liaise with the school to identify which students have special dietary needs & use the

school’s procedures to identify them (through wristbands, lanyards)

• With the Operations Manager, meet with any parents to discuss any individual student

requirements. Agreed outcome from any meetings to be recorded on the Special Diet

Form.

• Ensure that where there are any RED category students the correct procedures are

followed at all times.

• Enter student information onto the Unit’s cashless system, where relevant.

• Ensure that all staff are aware of all information relating to students and their allergies.

• Purchase correct products as per the company recipes and company APL.

• Follow all recipes to ensure that allergen information is correct and up to date

• Complete the allergen matrix when producing dishes, using information from recipes

and ingredient packaging.

• Ensure that the all allergen matrices are reviewed and kept up to date to reflect any

changes to recipes.

• To ensure that all allergen matrices are signed and dated when completed and/or

reviewed.

• Check product packaging before use/consumption as the packing will carry the

manufacturer/suppliers up to date information and update allergen information as

necessary.

• Complete the Company’s allergen training and ensure all Unit staff have been trained.

• Support the School/Academy in the implementation of their own Allergy Procedures.

• Immediately report any concerns or issues to their Operations Manager

All Company Employees and Apprentices will: 

• Ensure that they follow the correct procedures detailed in the Allergen Policy to ensure

the safety of students.

• Cooperate with the company on matters of allergen management and control,

including completing any training and reporting any concerns to their manager.

The School/Academy will: 

• As data controllers, collect information of students with food allergies and intolerances,

ensuring this information is kept up to date.

• Provide the Catering Manager/Supervisor with an up to date list of students with any

food allergies, intolerances or dietary requirements.

• Ensure that any communication between parents and the caterer goes through the

School/Academy and be involved at each stage.

• For primary/infant schools, ensure that the School/Academy has a process of identifying

students with special dietary requirements, such as lanyards or wrist bands. This process

should not be based solely on photographs or teachers identifying the pupil

• Ensure that all staff and lunchtime assistants are adequately trained on allergens and the

school’s procedures.
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• Educate pupils about allergies and to support peers with special diets.

• Provide the Catering Manager/Supervisor with information relating to the school’s Allergy

Procedures/Policy.

The Parent/Guardian/Carer will need to: 

• Inform the School/Academy of their child’s allergy as soon as possible.

• Complete the Special Diets/Allergy Form and return to the school, providing a medical

support for food allergies.

• Where necessary meet with the Operations Manager/ Unit Manager to discuss any

specific requirements relating to their child’s allergy. Information from these meetings to

be recorded on the Special Diets Form by the Operations Manager/Unit Manager.

• Inform the School/Academy of any changes.

The Student will: 

• Work with the catering team to follow agreed procedures relating to foods.

• Take care to knowingly avoid any foods which may cause an allergic reaction.
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Arrangements for Schools/Academies & Colleges 

As the majority of the company’s business is in the education section the following 

arrangements apply: 

It is important for the safety of our customers that a Unit has accurate and relevant allergen 

information on the foods that it produces and services. The information on the 14 allergens will 

be recorded on Company recipes and Unit Allergen Matrices  

Working with suppliers, allergen information is uploaded onto the recipe database. All 

company recipes are kept on this database where each ingredient is clearly listed.  

Due to the possible severity of nut and peanut allergies, as a company we will not knowingly 

serve foods containing nuts or peanuts, such as peanut butter, Nutella, nut oils and foods 

containing nuts within our primary and secondary schools. Only with the signed agreement of 

our client will we serve products that contain nuts.  

Whilst we are unable to completely eliminate the possibility that nut, or nut products may be 

present in ingredients supplied to us, we require our suppliers to make practicable efforts to 

ensure they comply with this. However, in colleges and workplaces we do not avoid products 

containing nuts or peanuts. 

It is our legal obligation to provide accurate allergen information about the foods that we 

produce and service. However, in order to meet this obligation, we need schools to provide us 

with up to date and accurate information of students that have allergies or intolerances. 

Where we have been informed of a student with severe allergies or who has suffered from 

anaphylactic symptoms they will be categorised as RED and will be treated in line with the 

procedures set out. Other students with an intolerance will be categorised as AMBER. 

Some families and students may have a dietary preference based on lifestyle choosing to 

exclude or include certain foods. These students will be categorised as BLUE 

Working with the school/academy we will seek to make the relevant information available to 

parents/carers of students who have food allergies. 

Photos and allergy requirements of students should be supplied by the school/academy to the 

catering team in hard copies which are visible within our kitchens. Where systems allow, this 

information will also be entered on to the Unit’s cashless systems. Catering teams are briefed on 

requirements and made aware of allergies and special dietary requirements. 

Clear signage is displayed, specifically directing any customers with allergy concerns to a 

member of our catering teams. Our teams have access to print outs from our recipe database. 

Further escalation of this process can be taken directly to the catering manager on site and 

subsequently to our team of Operations Managers and Head of Food 

The successful implementation of the Allergen policy requires the support and cooperation of 

the Procurement Department, Food Team, Unit Manager/Supervisor, all employees, The 

School/Academy, The Parent/Guardian/Carer and the Students. 

Failure to follow the allergen procedures will be deemed as a breach of Company policy and 

result in disciplinary action which could result in dismissal as gross misconduct. 
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Special Diets 

In order to ensure that the safety of students, particularly at primary school, the following 

procedures categorises the student depending upon their needs: 

• RED severe reaction/anaphylactic symptoms disclosed 

• AMBER food/allergen intolerance 

• BLUE excludes foods due to lifestyle preference   

• RED will have an agreed plated meal prepared & served if requested 

• AMBER will be a suitable meal served from the counter 

• BLUE will be a suitable meal served from the counter 

Prior to the beginning of each term the school must provide the Unit Manager with written 

confirmation of the allergen and special diet requirements for the students that have allergies 

or dietary requirements. In addition, the school must provide this information for new students or 

any changes throughout the year. 

Ideally this information should be provided using the Company’s Special Diets Form and signed 

by the student’s Parent/Guardian/Carer and supported by medical evidence where 

appropriate. The information on this form will be used to categorise the student’s dietary needs. 

A photo of the student should be supplied as well. If a student is categorised as RED, then the 

Operations Manager/Unit Manager may need to meet the parents/guardian/carer to discuss 

the students’ needs and agreed actions in other to minimise any risk. This will also include 

permission to share any information with the catering team. These must be documented on the 

Special Diets Form. 

Best practice, to ensure that this information is clearly communicated to all of the Catering 

Team is to transfer the student’s photo and details of the foods that MUST NOT be served onto 

the relevant Allergen Sheets – RED, AMBER or BLUE 

Ideally these sheets should be displayed in a prominent area of the catering department, near 

to the service point, where staff can easily refer to them at service. However, they should not be 

in view of others, such as teachers, visitors and students. Where this is not possible then a file 

containing this information, in the same format, must be available. Whatever method is used all 

staff must be trained and made fully aware of it. 

RED Category Controls 

Once the procedures above has been followed and a menu agreed for the student the 

following controls must be in place at all times 

The Manager/Chef must communicate to the kitchen when food for RED category students is 

being prepared. Where possible this should be in a separate area, if this is not possible then 

separated by time from other foods containing allergens. Prior to preparation the area and all 

equipment must be thoroughly cleaned using the 2-stage cleaning method and/or dishwasher 

to prevent cross contamination.  

When preparing the meals, the Manager/Chef must thoroughly wash their hands and wear a 

disposable plastic apron over their uniform to prevent cross contamination. (The same control 
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used when handling raw meat should apply). Care must be taken at all stages to prevent any 

allergen cross contamination including storage of ingredients, preparation, cooking and 

service. 

Once completed the meal must be plated and double wrapped in cling film, then clearly 

labelled with the student’s name, date and dish description. If the cling film at any time is torn, 

removed or damaged the meal MUST NOT be served and immediately disposed of. It is the 

Manager/Chef’s responsibility to check the dish before service to ensure that it is correctly 

covered and labelled. 

The meal must be clearly identified to the members of staff responsible for serving the student, 

this information must be communicated directly to the staff by the Manager/Chef during the 

pre-service briefing. 

The meal must be served directly to the student by the nominated member of staff responsible 

for serving the student. 

The Allergen Free Meals Sheet must be signed by the person who has prepared the meal and 

the person who has served the meal. A master copy of this can be found in the Unit Allergen 

Folder.  

It is for the student’s safety that the above procedures are followed at all times, if at any time 

this cannot be followed then the Unit Manager must agree an action with the school 

At no time can a RED student be served food from the counter due to the risk of cross 

contamination, unless agreed by the parent and documented on the Special Diets Form. 

AMBER & BLUE Controls 

Students that are AMBER or BLUE can be served from the counter ensuring that they are served 

the correct meal. Staff must be briefed before service by the Unit Manager/Chef using the Pre-

Service Briefing Sheet. 

For delivered Services the above procedures must be followed for RED, AMBER & BLUE students. 

Any RED meals need to be double wrapped in cling film and transported to avoid cross 

contamination, ideal in a separate container. If this is not possible the parents of RED student 

must be made aware of transport arrangements and clear that they are sufficient. In addition, 

a completed accurate Allergen Matrix for all dishes must accompany the food being delivered 

for service. The matrix must be completed and signed by the production kitchen and handed 

to the service employees, who must sign upon receipt. This matrix must be kept for a period of 6 

weeks.  
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General Food Production and Service 

It is important to reduce the risk of cross contamination with allergens in the general production 

and service of foods within the business. The following procedures are in place to reduce the 

risk: 

• Cleaning work areas down, using 2 stage cleaning, in between preparing different

foods.

• Ensuring all equipment and utensils are cleaned in-between usage.

• Storing ingredients and foods in closed and labelled containers, this includes the Dry

Stores, fridges and freezers.

• Keep ingredients containing allergens separate from others.

• Washing hands thoroughly between preparing different foods.

Cooking can also result in cross contamination – such as chips cooked in the same oil as fish 

cannot be considered gluten or fish free. 

When cooking allergen free foods, the use of separate clean oven cloths maybe needed to 

prevent cross contamination where relevant. 

Due to nature of the business it is not possible to completely eliminate the risk of cross 

contamination, unless a meal is produced for an individual in line with procedures for a RED 

category student. 

At no time will the company make a free-from claim. 

Any allergens contained within the foods produced on site must be clearly communicated to 

any customer upon request. This information is produced in the form of an Allergen matrix and 

must be available for all foods in all service areas.  

An accurate Allergen Matrix must be available for all foods served in the Unit to ensure that 

verbal information is accurate and can be cross referenced.  

Allergen Matrices for lunchtime service must be reviewed/updated each time the dishes are 

prepared within the menu cycle, the matrix must signed and dated.  

Allergen matrices for services such as cold deli, hot deli, cakes must be reviewed at a minimum 

of once a term unless ingredients or product recipes have changed. The matrix must be signed 

and dated at each review. 

Staff should also be aware and vigilant of cross contamination during service, such as salad 

bars, unwrapped cakes sharing a display unit, serving utensils & spillages. 

It is a legal requirement that any brought in pre-packed foods containing any of the key 

allergens must be clearly labelled to identify them. Some products may also contain the 

statement ‘may contain’ which highlights the possibility of cross contamination from the factory 

or production. These products will not be suitable for students with severe allergen risk due to 

the risk of cross contamination. 

It is important that all foods be labelled to identify if they contain any of the key allergens, 

therefore all in house produced will be labelled with the appropriate allergen label when stored 

in the fridge, freezer or dry stores. In addition, any foods that have been decanted from the 

original packaging will need to be labelled with the appropriate allergen label. Foods still in the 
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original packaging do not need an allergen label as the manufacturer’s information is 

available, even if opened, however they still need to be date labelled.  

Foods such as in-house sandwiches & baguettes do not need labelling as the allergen 

information is available on the relevant allergen matrix, until the requirements of Natasha’s Law 

are implemented. 

The Allergen Notice must be clearly displayed in a prominent position in all service areas 

instructing customers to ask a member of the Catering staff about allergens in the food 

produced on site. 

Hospitality Catering 

Where possible it should be established at the time of booking if any persons attending have 

any allergies or special dietary requirements.  

If YES separate foods must be prepared and labelled - following the procedures list in the RED 

category controls section. 

An Allergen Matrix needs to be completed for each booking to ensure that any allergen 

information can be accurately communicated upon request. This needs to detail each item 

being served. 

If the hospitality is taking place during normal service times, then an A5 sign needs to be 

displayed 

For hospitality booking outside of normal service times or in remote locations then completed, 

accurate Allergen Matrix must be sent. 
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Arrangements for all other businesses (workplace/general public) 

Any allergens contained within the foods produced on site must be clearly communicated to 

any customer upon request. This information is produced in the form of an Allergen matrix and 

must be available for all foods in all service areas.  

An accurate Allergen Matrix must be available for all foods served in the Unit to ensure that 

verbal information is accurate and can be cross referenced. 

Staff should also be aware and vigilant of cross contamination during service, such as salad 

bars, unwrapped cakes sharing a display unit, serving utensils & spillages. 

It is important to reduce the risk of cross contamination with allergens in the general production 

and service of foods with the business. The following procedures are in place to reduce the risk: 

• Cleaning work areas down, using 2 stage cleaning, in between preparing different

foods.

• Ensuring all equipment and utensils are cleaned in-between usage.

• Storing ingredients and foods in closed and labelled containers, this includes the Dry

Stores, fridges and freezers.

• Keep ingredients containing allergens separate from others.

• Washing hands thoroughly between preparing different foods.

Cooking can also result in cross contamination – such as chips cooked in the same oil as fish 

cannot be considered gluten or fish free. 

When cooking allergen free foods, the use of separate clean oven cloths maybe needed to 

prevent cross contamination where relevant. 

Due to nature of the business it is not possible to completely eliminate the risk of cross 

contamination. 

At no time will the company make a free-from claim. 

It is a legal requirement that any brought in pre-packed foods containing any of the key 

allergen must be clearly labelled to identify them. Some products may also contain the 

statement ‘may contain’ which highlights the possibility of cross contamination from the factory 

or production. These products may not be suitable for customers with severe allergen risk due to 

the risk of cross contamination. 

It is important that all foods be labelled to identify if they contain any of the key allergens 

therefore all in house produced will be labelled with the appropriate allergen label when stored 

in the fridge, freezer or dry stores. In addition, any foods that have been decanted from the 

original packaging will need to be labelled with the appropriate allergen label. Foods still in the 

original packaging do not need an allergen label as the manufacturer’s information is 

available, even if opened, however they still need to be date labelled. 

Foods such as in-house sandwiches & baguettes do not need labelling as the allergen 

information is available on the relevant allergen matrix, until the requirements of Natasha’s Law 

are implemented. 

The Allergen Notice must be clearly displayed in a prominent position in all service areas 

instructing customers to ask a member of the catering staff about allergens in the food 

produced on site 
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Allergen Investigation 

Any Allergen incident or near miss must be report by the Unit Manager to their Operations 

Manager immediately.  The QHSE Department and Head of Food must all be informed the 

same day. 

All incidents must be investigated by a member of the Operations Team within 24 hours of the 

incident occurring in order to establish the root cause of the incident. This includes a review of 

procedures, employee knowledge and compliance with procedures. Once completed the 

findings will be communicated to all relevant parties and any required action taken.  

Any allergen incident resulting in hospital treatment will be reported to Worcestershire 

Regulatory Services under the Primary Authority Agreement by the QHSE Department. 

Training 

All employees must complete the relevant training necessary in order to keep our customers 

safe and support the effective implementation of the Allergen Policy. This includes: 

Allergen Induction Training 

All employees complete this either pre employment or on Day 1 of employment. 

• Introductions to Allergens

• The importance of allergen management and controls

• How allergen information is provided within our business

Allergen Policy and Procedures 

This training is completed by all employees involved in food production and service. The roles & 

responsibilites section will vary depending who is being trained. This is completed during Week 1 

where necessary  

• Company Allergen policy and Unit procedures, company recipes and allergen matrices.

• Roles and responsibilites in dealing with allergens,

• Red, Amber and Blue category students and relevant procedures

• Risk of cross contamination when storing preparing and serving foods and relevant

controls.

• Supporting documentation

Online Allergen Training 

All employees complete the online Allergen training within the first 3 weeks of employment. The 

training includes: 

• The 14 food allergens

• Symptoms of an allergic reaction

• The law concerning allergens

• How to help someone suffering from an allergic reaction
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Allergen Management Level 3  

A one-day course for key personnel within the business as required. 

Refresher Training – as required, minimum once a year.  

All training is recorded on an employee’s Training Record Card 

Documentation 

Copies of all documentation can be found in the Unit Allergen Folder or as electronic versions in 

the Document Library on WHISK  

Dealing with Severe Allergic Reaction 

When someone has an allergic reaction to a food it is important that all staff should know what 

to do. 

Important - Warning signs 

It is not always clear if someone is having an allergic reaction because other serious conditions 

can have similar symptoms. 

However, warning signs to look out for are: 

• if they are finding it hard to breathe,

• if their lips or mouth are swollen,

• itching around the mouth

• wheezing

• rashes

• vomiting

• diarrhoea

• may collapse

If the above happens, this is what you should do: 

• Do not move the customer.  This could make them worse.

• Call 999 immediately and describe what is happening; explain that you think the

customer may be having a serious allergic reaction or anaphylaxis (pronounced anna-

fill-axis). It is important to mention the word anaphylaxis to ensure that the urgency of the

situation is communicated, and that appropriate medication will be available.

• Ask the customer if they carry an epi pen and, if necessary, help them retrieve it.

• If a staff member or first aider is trained in administering adrenaline, and the customer is

struggling to self-administer, then

• offer to assist them.
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• Send someone outside to wait for the ambulance while you stay with your customer until

help arrives.

We operate a Primary Authority Agreement with Worcestershire Regulatory Services who have 

approved our policies and procedures. 
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