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Introduction
Any debts incurred have to be met from the school budget. This means that money
which should be spent on the children’s education is used to pay debts incurred by
parents. This policy outlines the process the school follows with regards to debt.
However, we appreciate that there may be occasions where difficulties may occur
regarding payments and we ask that you speak to our office staff immediately should
such circumstances arise.
School Meals
Parents must pay in advance for school meals by paying online through the Tucasi
system. The school will if necessary accept payment by cash or cheque but this
should be placed in an envelope with the child’s name, class, amount and the reason
for the payment and placed in the school post box. Please note the school does not
accept any responsibility for cash or cheque payments that are lost in transit. If a
payment by cheque is returned unpaid the school will no longer accept cheques from
the family and another method of payment will have to be used.
Children will only be provided with a school lunch if payment has been received, or
they are entitled to free school meals*. If a parent genuinely forgets to pay in
advance, the school will remind parents of a debt but may grant a debt allowance of
three meals. However this debt must be paid and future meals must be paid for in
advance before any further meals are provided.
Please note this is not a credit facility, meals cannot be paid for in arrears.

Procedure that will be followed if a debt is not cleared
1

The School Office in consultation with the Headteacher, will contact
the parent asking them to pay online, come to school with the
money and/or provide their child with a packed lunch. The Family
Support Worker may be asked to work with the family.

2

If payment of the debt is not received, the Headteacher reserves
the right to begin legal proceedings against parents to recover the
debt. Social services may also be informed that these parents are
not carrying out the responsibility of care by not providing food for
their children at lunchtime.

*If parents believe that their children may qualify for entitlement to Free School
Meals please contact the school office for more details. This allowance is a statutory
right and it is important that you use it if you qualify. We will help you all we can with
your application.
Music Tuition
All applications for music tuition require a commitment to pay for lessons for the
whole academic year. This reflects the requirement to provide the music teacher
with an annual contract. Payments may be made:
as a lump sum in the first week of September, or
using a half termly payment plan, with the first payment due in the
first week of September and all subsequent payments to be made,
in advance, in the last week of each half term.
Procedure that will be followed if a debt is not cleared
1

If money is outstanding at the end of each half term, music tuition
will cease, however the full year’s tuition fees will still be required.

2

The Headteacher reserves the right to begin legal proceedings
against a parent to recover any outstanding debt at the end of the
academic year.
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Appendix one shows a flow chart outlining the above procedure
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Write-Off
Up to £200
The Headteacher is authorized to write off debts up to £200 if she considers them to
be irretrievable. A record of the write-off, the reason for it and the approval will be
made by the Headteacher and retained for the current year plus 6 years.
£200-£1,000
The Governing Body can write off any debt which amounts to a maximum of £1,000.
Any sums above this must be referred to the County Treasurer’s Department for
approval.
£1,000-£5,000
The County Treasurer, in consultation with the Chief Officer, can write off debts
between £1,000 and £5000.
Over £5,000
The Executive Member in consultation with the relevant Chief Officer, can write off
debts in excess of £5,000.
If any debtor has a number of debts which together exceed the write off limit, then
these will be treated as a total amount.
Any written-off debts will be reported to the Governing Body.

