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This sample is intended as a guide. Your district may require different actions, resources, or staff. 

Step 1: Identify the objective and target date for completion. Complete a separate action planning form for each objective. 

Objective Target date 

To develop a district policy and standard operating procedure (SOP) for providing meal modifications in the U.S. Department of 
Agriculture’s (USDA) school nutrition programs. 

September 30 

Step 2: Identify the actions needed to meet the objective above. For each action, identify the materials and resources needed, the staff 
responsible, and the target date for completion. 

Actions Materials and resources needed Staff responsible Target date 

1. Identify district procedures and 
timeline for approving policies 
and SOPs. Schedule time on the 
agenda for any required policy 
review and approval meetings. 

District policy requirements and applicable committee meeting 
schedules (e.g., board of education) 

Food service director, 
school nurse 
supervisor 

September 30 



Action Planning Form 
 

Sample Action Plan: Developing District Policy for Meal Modifications in the School Nutrition Programs 
 

Connecticut State Department of Education • Revised September 2024 • Page 2 of 6 

Actions Materials and resources needed Staff responsible Target date 

2. Review the federal and state 
requirements for meal 
modifications for students with 
and without disabilities in the 
school nutrition programs. 

Connecticut State Department of Education (CSDE) resources 

• Allowable Fluid Milk Substitutes for Non-disability 
Reasons in the School Nutrition Programs 

• CSDE webpage: Special Diets in School Nutrition 
Programs  

• Guide to Meal Modifications in the School Nutrition 
Programs 

• Guidelines for Managing Life-Threatening Food Allergies 
in Connecticut Schools 

• Overview of the Requirements for Meal Modifications in 
the School Nutrition Program 

• Summary Charts of the Requirements for Meal 
Modifications in the School Nutrition Programs 

 
Federal and state regulations 

• Section 504 of the Rehabilitation Act of 1973 (Section 
504) 

• Individuals with Disabilities Education Act (IDEA) 
• Americans with Disabilities Act (ADA) of 1990, including 

changes made by the ADA Amendments Act of 2008 
• USDA nondiscrimination regulations (7 CFR 15b) 
• USDA regulations for the school nutrition programs  

(7 CFR 210.10(m) and 7 CFR 220.8(m)) 
• Connecticut General Statutes (C.G.S.) Section 10-212c: 

School District Plan for Life-threatening Food Allergies 

Food service director, 
school nurse 
supervisor, special 
education director, 
pupil services director 

October 30 

https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Milk_Substitutes_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Milk_Substitutes_SNP.pdf
https://portal.ct.gov/SDE/Nutrition/Special-Diets-in-School-Nutrition-Programs
https://portal.ct.gov/SDE/Nutrition/Special-Diets-in-School-Nutrition-Programs
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/SDE/Publications/Managing-Life-Threatening-Food-Allergies-in-Connecticut-Schools
https://portal.ct.gov/SDE/Publications/Managing-Life-Threatening-Food-Allergies-in-Connecticut-Schools
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/overview_meal_modifications_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/overview_meal_modifications_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/summary_chart_meal_modifications_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/summary_chart_meal_modifications_snp.pdf
https://www.hhs.gov/sites/default/files/knowyourrights504adafactsheet.pdf
https://www.gpo.gov/fdsys/pkg/PLAW-108publ446/html/PLAW-108publ446.htm
https://www.ada.gov/2010_regs.htm
https://www.ada.gov/regs2016/adaaa.html
https://www.gpo.gov/fdsys/pkg/CFR-2010-title7-vol1/pdf/CFR-2010-title7-vol1-part15b.pdf
https://www.ecfr.gov/cgi-bin/text-idx?SID=4c211a738d6109939c6054a6286ac109&mc=true&node=pt7.4.210&rgn=div5
https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&SID=1efda750af767569cda912c147528a21&ty=HTML&h=L&mc=true&r=PART&n=pt7.4.220
https://www.cga.ct.gov/current/pub/chap_169.htm#sec_10-212
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Actions Materials and resources needed Staff responsible Target date 

3. Conduct a self-assessment of the 
district’s current practices and 
procedures for meal 
modifications in school nutrition 
programs. 

• Self-assessment of Local Practices for Meal Modifications in 
the School Nutrition Programs (CSDE) 

• Input from various disciplines, such as food service, health 
services, medical advisor, registered dietitian, special 
education, and district administration 

Food service director, 
school nurse 
supervisor, special 
education director, 
pupil services director 

October 30 

4. Identify existing policies and 
SOPs for meal modifications in 
school nutrition programs 
(federal, state, and local) through 
web searches and contacting 
other schools and organizations. 
If using other policy language as 
a template, review for 
consistency with federal and 
state requirements. 

• Sample policies, SOPs, resources, and webpages (refer to 
the CSDE’s Sample Standard Operating Procedure (SOP) 
for Meal Modifications in the School Nutrition Programs and 
section 4 of the CSDE’s Guide to Meal Modifications in the 
School Nutrition Programs) 

• Federal and state requirements (refer to step 2) 
• Sample Standard Operating Procedure (SOP) for Meal 

Modifications in the School Nutrition Programs (CSDE) 

Food service director, 
school nurse 
supervisor, special 
education director, 
pupil services 
director, support staff 

November 30 

https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Assessment_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Assessment_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/sample_sop_meal_modifcations_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/sample_sop_meal_modifcations_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/overview_meal_modifications_snp.pdf.
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/overview_meal_modifications_snp.pdf.
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Actions Materials and resources needed Staff responsible Target date 

5. Identify topics for inclusion in the 
policy and SOPs, such as federal 
and state requirements; 
requesting meal modifications; 
making nutrition information 
available for school meals; 
cleaning and handwashing 
procedures to prevent cross-
contact of possible food 
allergens; ensuring staff 
communication and collaboration 
regarding meal modifications for 
students whose disability restricts 
their diet; and training for staff 
(including substitutes) involved 
with planning, preparing, and 
serving school meals. Write draft 
of policy and SOPs. 

• Guide to Meal Modifications in the School Nutrition 
Programs (CSDE) 

• Guidelines for Managing Life-Threatening Food Allergies in 
Connecticut Schools (CSDE) 

• Federal and state requirements (refer to step 2) 
• Sample policies and SOPs (refer to the CSDE’s Sample 

Standard Operating Procedure (SOP) for Meal Modifications 
in the School Nutrition Programs and section 4 of the 
CSDE’s Guide to Meal Modifications in the School Nutrition 
Programs) 

Food service director, 
school nurse 
supervisor, support 
staff 

January 31 

6. Get feedback on the draft policy 
and SOPs from other appropriate 
school staff. Assemble review 
committee and submit draft policy 
for review. 

Review committee of representatives from various disciplines, 
such as food service, health services, medical advisor, 
registered dietitian, special education, administration, board of 
education policy committee, and parent/teacher organizations. 

Food service director, 
school nurse 
supervisor 

March 1 

7. Make edits and submit draft 
policy and SOPs for final board of 
education review and approval. 

District team responsible for final policy approval, e.g., policy 
committee, superintendent, and board of education 

Food service director, 
school nurse 
supervisor, support 
staff 

April 3 

https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/SDE/Publications/Managing-Life-Threatening-Food-Allergies-in-Connecticut-Schools
https://portal.ct.gov/SDE/Publications/Managing-Life-Threatening-Food-Allergies-in-Connecticut-Schools
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/sample_sop_meal_modifcations_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/sample_sop_meal_modifcations_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/sample_sop_meal_modifcations_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Guide_Meal_Modifications_SNP.pdf
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Actions Materials and resources needed Staff responsible Target date 

8. Convert final policy and SOPs to 
PDF documents for distribution 
and posting on district website. 

• Policy document and SOPs 
• Access to district’s computer technology staff for web 

posting 

Food service director, 
district’s computer 
technology staff 

April 30 
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For more information, visit the CSDE’s Special Diets in School Nutrition Programs webpage or contact the school nutrition programs 
staff at the Connecticut State Department of Education, Bureau of Child Nutrition Programs, 450 Columbus Boulevard, Suite 504, 
Hartford, CT 06103-1841.This document is available at https://portal.ct.gov/-/media/sde/nutrition/nslp/specdiet/action_policy_meal_
modifications_snp.pdf. 

 
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, this institution is prohibited from discriminating on the basis of race, 
color, national origin, sex (including gender identity and sexual orientation), disability, age, or 
reprisal or retaliation for prior civil rights activity. 
 
Program information may be made available in languages other than English. Persons with 
disabilities who require alternative means of communication to obtain program information (e.g., 
Braille, large print, audiotape, American Sign Language), should contact the responsible state or 
local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice 
and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339. 
 
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, 
USDA Program Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling 
(866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the 
complainant’s name, address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) 
about the nature and date of an alleged civil rights violation. The completed AD-3027 form or 
letter must be submitted 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; or 

2. fax: (833) 256-1665 or (202) 690-7442; or 
3. email: program.intake@usda.gov 

 
This institution is an equal opportunity provider. 

The Connecticut State Department of Education is committed to a 
policy of equal opportunity/affirmative action for all qualified 
persons. The Connecticut Department of Education does not 
discriminate in any employment practice, education program, or 
educational activity on the basis of race; color; religious creed; 
age; sex; pregnancy; sexual orientation; workplace hazards to 
reproductive systems, gender identity or expression; marital status; 
national origin; ancestry; retaliation for previously opposed 
discrimination or coercion, intellectual disability; genetic 
information; learning disability; physical disability (including, but not 
limited to, blindness); mental disability (past/present history 
thereof); military or veteran status; status as a victim of domestic 
violence; or criminal record in state employment, unless there is a 
bona fide occupational qualification excluding persons in any of the 
aforementioned protected classes. Inquiries regarding the 
Connecticut State Department of Education’s nondiscrimination 
policies should be directed to: Attorney Louis Todisco, Connecticut 
State Department of Education, by mail 450 Columbus Boulevard, 
Hartford, CT 06103-1841; or by telephone 860-713-6594; or by 
email louis.todisco@ct.gov. 

 

 

https://portal.ct.gov/SDE/Nutrition/Special-Diets-in-School-Nutrition-Programs
https://portal.ct.gov/SDE/Nutrition/Contact-Information-for-School-Nutrition-Programs
https://portal.ct.gov/SDE/Nutrition/Contact-Information-for-School-Nutrition-Programs
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Action_Policy_Meal_Modifications_SNP.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/SpecDiet/Action_Policy_Meal_Modifications_SNP.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
mailto:louis.todisco@ct.gov

