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Letter templates to council & academy trusts
How to use these template: fill in the orange placeholders with your own details. Delete any notes in blue and make sure it is all in black font before copying and pasting it on to email. 
TEMPLATE 1:
Subject: Concerns About School Meal Provision at [School Name] and Request for Discussion 
Dear [Catering Manager / Head of School Meals / Councillor for Education or Children’s Services], 
I am writing as a parent of a pupil at [school name], which receives its school meals through [Council name]’s catering service. I wish to raise some concerns about the current food provision and to request an opportunity to discuss how parents and the council might work together to improve meal quality and pupil experience.
Parents have noted several ongoing issues [below are few examples, edit the letter to outline the issues you wish to raise with the catering manager]:
Portion sizes – Children often report still being hungry after lunch, which may affect their concentration and energy levels in lessons.
Menu variety and nutritional balance – Repetition and limited plant-based or allergen-friendly options suggest the menu might not fully meet the spirit of the School Food Standards.
Engagement and communication – Parents and pupils would value more information about where food is sourced and how menus are planned.
We recognise the challenges of managing a catering contract across a busy school and we want to work with you and the catering provider to ensure that meals are nutritious and appealing, especially for pupils who rely on school lunches every day.
Could we please arrange a meeting either virtually or in person with representatives from the catering service, the school, and interested parents, to discuss potential improvements? We would also welcome clarity on how the council monitors contractor performance and whether there are opportunities for local sourcing or cooking from scratch in the future.
We appreciate the vital role the council plays in supporting children’s health and education and would value the chance to collaborate towards a shared goal of better school meals for all.
Yours sincerely,
[Your Name]

TEMPLATE 2 – For Academy Trusts
Subject: Concerns About School Meal Provision at [School Name] and Request for Discussion
Dear [Executive Headteacher / Chief Executive Officer / Business Manager / Catering Contract Manager],
I am writing as a parent of a pupil at [School Name], part of [Trust Name]. I understand that school meals are provided under a contract with [Catering Company Name, if known], and I wish to raise some concerns about the current food provision and to request an opportunity to discuss how parents and the trust might work together to improve meal quality and pupil experience.
Parents have noted several ongoing issues [below are few examples, edit the letter to outline the issues you wish to raise with the catering manager]:
Menu variety and nutritional balance – Repetition and limited plant-based or allergen-friendly options suggest the menu might not fully meet the spirit of the School Food Standards, which academy trusts are required to comply with.
Portion sizes – Children often report still being hungry after lunch, which may affect their concentration and energy levels in lessons.
Engagement and communication – Parents and pupils would value more information about where food is sourced and how menus are planned.
We recognise the challenges of managing a catering contract across a busy school or trust, and we want to work with you and the catering provider to ensure that meals are nutritious and appealing, especially for pupils who rely on school lunches every day.
Could we please arrange a meeting either virtually or in person with representatives from the catering service, the school, and interested parents, to discuss potential improvements? We would also welcome clarity on how the council monitors contractor performance and whether there are opportunities for local sourcing or cooking from scratch in the future.
We appreciate the trust's responsibility for pupils' wellbeing and would value the chance to work together towards better school meals for all.
Yours sincerely,
[Your Name]
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