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School Debt Policy

This policy has been written to ensure that our school adopts a consistent approach to
debt. It provides clarity and consistency to school staff and parents to prevent parents
from building up debt in relation to any paid service they obtain from school. These paid
school goods and services include:

School meals

Breakfast club

After school club (previously referred to as Teatime club)
Music tuition

After school clubs

School uniform

School photographs

Late collection fees

Please note that this may not be an exhaustive list, but includes the main items for which
payment from parents is required.

2.

Payment terms

Payment terms Table

Parents Full
Intentions Payment
Activity Sought Required Basis of Pupil Selection | Payment Deadline
Mid-Summer Half termly
Term for start | in advance Order of application,
Annual Music | following of sessions | provided no existing Prior to first session
Tuition Autumn starting debts starting
Mid-previous | Termly in
term for start | advance of | Order of application,
After School | the following | sessions provided no existing Prior to first session
Activity Clubs | term starting debts starting
Mid-previous
Breakfast and | term for start | 1 calendar Order of application, 1 calendar month in
After School | the following | monthin provided no existing advance of sessions
Clubs term advance debts starting
As terms
dictate,
provided to
parents viaa | All Year 6 welcome,
Residential meeting and | Year 5, based upon
Trip As appropriate | letter order of application As terms dictate




3. Debt Monitoring and Reporting

The Headteacher will ensure that the level of outstanding debt is regularly monitored, with bi-
monthly meetings as a minimum, to discuss and identify solutions regarding debts of concern,
including those generated by vulnerable families.

Suitable records will be maintained to detail individual debts and the total value of debt to the
school, to report this to Finance Governors.

The Finance Committee will review the level of outstanding debts every term, to determine
whether this level is acceptable and whether action to recover debts is effective.

4. Debt Recovery Procedures

The school will take all reasonable measures to collect debts, as part of its management of public
funds.

The school expects payment for all goods and services supplied by the school to be made, at the
latest, by the time the goods or services are provided. Payment deadlines have been introduced
to ensure that the school has time to identify any impending debt arising and act accordingly.

This is because many school debts are small and numerous, making them difficult to recover. Few
avenues are open to the school for recovering debt, without going down a formal legal route. As
aresult, consequences need to be identified within the school environment.

Where payment from the parent/guardian has not been received within the prescribed
timescales, as outlined in the column ‘Full Payment Required’ in the ‘Payment Terms Table’
above, the following process should be applied:

a.Week 1- Aninitial text to the parent/guardian reminding them of the outstanding debt, ie when there
is less than the ‘Full Payment Required’ held by school.

b. Week 2 -A further text is sent the following week, again reminding the parent/guardian of the
outstanding debt and reminding them that we reserve the right to remove the service if the debt
is not paid by the close of the week.

c. Week 3 - A telephone call to the parent/guardian requesting payment by the close of the week
or the issue will be referred to the SBM with service removal being a possibility.



d. Week 4 - Email identifying that the service has been removed or in the case of Breakfast and

After School Club, will be removed as soon as the monies are fully utilised. Parents/guardians will

be given the option of contacting the school if they are in financial difficulty, in the strictest of
confidence. Any situations such as this, will be referred to the Governors for them to make a decision.

5. Reminders
Details of all reminders will be maintained in school.

6. Negotiation of repayment terms
Debtors are expected to settle amounts owing by a single payment, as soon as possible after
receiving the first overdue payment reminder.
However, there may be circumstances where people are unable to pay. In these instances:

e The school may reduce or cancel a debt

e May allow instalments

¢ Inboth cases, these are applied at the Head teacher’s discretion and reported to the

Finance Committee

7. Costs of debt recovery
Where the school will incur additional costs in recovering a debt, then the Head teacher will
decide whether to seek to recover such costs from the debtor. This will then be reported to the
Finance Committee

8. Payment terms for specific services
Music Tuition

Music Tuition is payable in advance. Any Music Tuition debts not paid in full, will lead to future
Music Tuition being cancelled.

Parents/guardians must give 4 weeks’ notice to cancel Music tuition, otherwise they are
committed for the remainder of the year.

School Meals

School meals are currently not charged as part of the London Mayor’s initiative. However, when
charges resume a credit of 5 meals, which currently equates to a maximum of £15.00, should be
maintained for all those children who receive school meals, for which payment is required. This
will be repaid to the parent/guardian when the pupil leaves.



After School Activity Clubs

All After School Activity Clubs are payable for the term, in advance.

No refunds are available for sessions missed. The school reserves the right to cancel 1 session per
term, with no refund applicable.

Breakfast and After School Clubs

Payment for Breakfast and After School Clubs must be made 1 month in advance of the sessions
starting.

Ad-hoc sessions must be paid for as soon as the session is booked.

No refunds are available for sessions missed.

School uniform, photographs

School uniform and photographs must be paid for as when the goods are received.
Late Collection fees

Late Collection fees must be paid within the month when the debt is incurred.



