
            

Debt Recovery Policy 

Our Mission Statement 

Our mission is to provide the highest quality education for every child 

entrusted to our care within a framework of Christian values, positive 

attitudes and caring citizenship so that each child can develop a love of 

learning and achieve his or her potential. 

 

Aims 

 

The Governing Body has a responsibility for ensuring that appropriate procedures are in 

place to enable the school to receive all income to which it is entitled. For this reason it is 

important that the school has a policy for dealing with debts which is approved by the 

Governing Body.  

In addition, the introduction of a cashless payment system (Parentpay) makes it more 

transparent when parents/carers / staff have not paid their accounts promptly for school 

meals. The school's policy and procedure for dealing with debts should therefore 

encompass school meals.  

 

Procedures 

 

1. The School will actively pursue debtors, including parents/carers for the collection of 

monies owed to it. School meals are booked at the time of morning registration. Booked 

meals can be cancelled by the school office up until 10.30am each day. If children are 

sent home after that time, a meal cost will still be incurred by the parent.  If a parent 

accrues debt of more than £10, they will be contacted to inform them that school meals 

will not be provided until the debt is paid.  If no payment is received within a week of 

this warning, meals will be cancelled and the parent phoned to inform them of the need 

to provide an alternative. If no alternative is provided, the child will be given fruit and 

water that day. 

 

2. The Headteacher and School Business Manager will ensure that:  

- all letters requesting monies outstanding are accurately recorded and maintained;  

- there is documentary evidence of all the steps undertaken by the school to recover the 

debt and this includes recording the dates that letters and statements were sent, and/or 

phone calls that have been made to debtors;  

- for all outstanding debts, a final statement is issued by recorded delivery to the person(s) 

liable for the charge;  



- each case involving a family will be judged on the family's individual circumstances and the 

amount outstanding as to the length of time before legal action is started;  

- the identity of a family involved is only disclosed to those who need to know under this 

policy.  

 

3. The Governing Body:  

- must consider the arrangements for debt recovery;  

- must approve the school undertaking legal action in any particular case;  

- must include in the minutes of its meeting or record of its decision, its approval to pursue 

any outstanding debt;  

- will ensure that the identity of a family involved is only disclosed to those who need to 

know under this policy;  

- may delegate its responsibilities under this policy to the chair of the Resources committee  

 

4. Pursuance of Debt  

The school should:  

- give the debtor appropriate notification and time to pay the outstanding charge;  

- send the debtor as a minimum a final statement by recorded delivery, which states that 

this is the final notice and that further action will be taken.  

If the debt is still not repaid, the matter will be referred to our legal department for action 

up to and including Court Proceedings. 

 

5. Waiving of Debt 

 

A debt may be written off or waived by resolution of the Governing Body on the 

recommendation of the Headteacher.  

A recommendation to write off or waive a debt can be made by the Headteacher when 

either  

a. all reasonable avenues to recover the debt have been exhausted, and where it is not cost 

effective to pursue the debt through legal action; or  

b. it is believed the debtor is experiencing financial hardship.  
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Appendix  

Letter 1  

 

Dear Parent/Carer 

School Meals  -  name    amount 

 

_______ has been taking school meals this term, but the school has not received any 

dinner money recently. The outstanding balance is currently _______.   

 

I would be grateful if payment could be arranged as soon as possible. Please arrange 

for this to be paid immediately by using ParentPay, our secure online payment system. 

You can use the login previously provided.  Please visit www.parentpay.com 

 

If you have any queries regarding these arrears or if you have difficulty making 

payment please contact the school office to discuss this further. 

If you think you are entitled to free school meals for your child, please contact Housing 

Benefits on 01204 331590 and inform them of this letter. 

 

Yours sincerely, 

Mrs K Hague 

Head Teacher 

 

Letter 2  

 

Dear Parent/Carer 

School Meals  -  name    amount 

I am writing to remind you that according to our records, you have arrears on your 

child’s dinner money account.  In order for your child to continue to receive school 

lunches it is important to keep your account in credit. 

The outstanding balance is currently _______.  Please arrange for this to be paid 

immediately by using ParentPay, our secure online payment system. You can use the 

login previously provided.  Please visit www.parentpay.com 

Non-payment for school meals affects the quality of service we are able to offer to the 

children therefore we need to ensure that all accounts are up-to-date. Once the debt 

is cleared please ensure the account remains in credit. 



If you have any queries regarding these arrears or if you have difficulty making 

payment please contact the school office to discuss this further. 

Yours sincerely 

Headteacher 

 

Letter 3  

 

Dear Parent/Carer 

School Meals  -  name    amount 

 

Following our previous letters, according to our records, the outstanding debt for 

school meals for your child ____ is ____. Unless payment is received by _________at 

the latest, the debt will be referred to Bolton Council and _____ will have to have 

packed lunches until the debt is repaid.  They will not be given a meal in school. 

If you have any queries regarding these arrears or if you have difficulty making 

payment please contact the school office to discuss this further. 

If you think you are entitled to free school meals for your child, please contact Housing 

Benefits on 01204 331590 and inform them of this letter. 

 

Yours sincerely 

Mrs K Hague 

Headteacher 

 

 

 


