WEALD RISE
PRIMARY SCROQOL

Rising to the challenge, striving for excellence’

WEALD RISE PRIMARY
SCHOOL

School Debt Recovery
Policy and Procedures

Approved by Governing Body on: 19t May 2026

Signed by Chair of Governors

On behalf of the Governing Body:

Review Date: May 2028

School Debt Recovery Policy & Procedures 19t May 2026

WRPS/W:/Policies/Ac Yr 2025-26
1



OVERVIEW

The staff and Governors at Weald Rise Primary School recognise that the physical and
emotional wellbeing of the children in their care is of paramount importance. The school,
however, has a legal and moral obligation to apply the resources it receives fairly, to support
and for the benefit of all pupils, and is not in a position to subsidise, on a regular basis any
one child or group of children.

The school has therefore adopted a debt recovery policy aimed at

supporting parents, carers and families in avoiding accumulation of debts in relation to
services within its schools such as school dinners, school trips and residential and after
school activity clubs.

Parents/carers are expected to pay in advance for services provided by the school and this
can be paid using the online payment system: PARENTPAY

All debts owed to a school including those due from parents/carers have an impact on the
school budget as the school has to meet the actual costs incurred. This means that any
money owed to the school diminishes the resources that can be provided to all children. We
hope that parents/carers understand this and that they will make every effort to avoid owing
the school money.

SCHOOL MEALS DEBT

At the time of writing this policy, all primary-aged pupils in London from Reception to Year 6
are currently entitled to free school meals. This is provided through Universal Infant Free
School Meals (UIFSM) for pupils in Reception to Year 2, and through the Mayor of London’s
Free School Meals scheme for pupils in Years 3 to 6. Should this funding cease or change,
_ the following policy will apply to any pupils who are no longer eligible for free school meals.

For children in Key Stage 2 and for those families not receiving the Pupil Premium grant for
Free School Meals, it is the duty of parents/carers, not the school, to provide a midday meal
for their child. Parents/carers may take their child home to discharge this obligation but if
they elect to leave the child on the school site during the lunch period, they must either
provide a packed lunch for the child or request that the school provide a lunch.

Parents/carers whose child is not entitled to Free School Meals are expected to pay for these
in advance. The Governors of Weald Rise reserve the right not to provide a school meal in
circumstances where payment has not been made. It is very important that if a parent or a
carer believes their child may be eligible for Free School Meals, please contact the school
office to help you to this or go to the Harrow Council website and complete an online form
to apply for Pupil Premium and Free School Meals.

Apply for free school meals — London Borough of Harrow

This allowance is a statutory right and it is vital that parents/carers use it if they qualify. We
will help parents/carers with their application, as required, to find out if they are eligible.

If a parent/carer genuinely forgets to pay in advance, the school may grant a debt
allowance of 1 meal. However, this accrued debt must be paid the following school day and
future meals must be paid for in advance before any meal is provided. If the debt is not
cleared, parents should provide a packed lunch.
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In a case where a debt payment is neither received within the allowed time nor a packed
lunch provided, the school office will telephone the parents/carers requesting that they
come to the school to make an

immediate payment.

The Governors of Weald Rise reserve the right to begin legal

proceedings against the parents/carers to recover the debt. Children’s

Social Services may also be informed that these parents are not carrying out their
responsibility of care by not providing food for their child at lunchtime. See below for the
recovery timetable.

BEFORE/AFTER SCHOOL CLUB FEES

This policy also covers the collection of fees for school-run Before and After School Clubs
and outlines the procedures to be followed where debts arise due to non-payment by
parents or carers. This includes attendance at:

e Morning Club

e Extra-curricular After School Clubs (e.g., Cricket Club, Science Club)

» Friday Wraparound After School Club, including Games Club

¢ Nursery Additional Hours

ADDITIONAL MUSIC TUITION

This policy also applies to the collection of fees for additional music tuition provided by the
school and outlines the procedures to be followed where debts arise due to non-payment by
parents or carers. This includes all individual and group instrumental lessons delivered
during or outside the school day, which are not part of the school curriculum.

DEBT RECOVERY

The Governors of Weald Rise will take all reasonable measures to

vigorously collect debt as part of its management of public funds. The

School’s debt recovery policy will observe the relevant financial regulations and any other
legal requirements.

ACCEPTABLE ‘CREDIT PERIOD’

The Governors of Weald Rise have determined that one half term is an acceptable ‘credit
settlement period’ before debt recovery procedures are applied.

REPORTING OF OUTSTANDING DEBT LEVELS
The Headteacher will ensure that the level of outstanding debt is regularly monitored.

Suitable records will be maintained to detail individual debts and the total value of debt to
the school in order that it can be determined at any time and reported to the School’s
Governing Body. The Governing Body will review the level of outstanding debts every term
to determine whether this level is acceptable and whether action to recover debts is
effective.

DEBT RECOVERY PROCEDURES
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Where payment from the parents/carers has not been received in advance, or at the end of
the first week the payment is due, the following process will be applied:

An initial reminder will be sent to parents/carers by letter and a text will be sent to the
parents/carers informing them of the letter. A reminder is sent a maximum of 14 days after
the original debt remains unpaid after the due date.

If the debt remains unpaid after a further 7 days, the school will contact the parents/carers
by telephone.

A second formal reminder letter will be issued 2 weeks after the initial reminder. If action is
to proceed further, it is necessary to prove that all reasonable attempts have been made to
recover the debt, and that these attempts have been made in a timely manner, i.e., at the
time the debt first became overdue.

If there is no response to the second formal reminder letter the parents/carers will be
invited to meet the Headteacher to discuss how the debt will be settled. An official invoice
may be issued for the full amount at the discretion of the Local Governing Body.

This will trigger the school’s recovery process. The parents/carers may be advised that they
will be required to pay in advance going forward. The decision and its basis will be recorded
and reported to the Governing Body and the parents/carers.

Within 10 days a of the second formal reminder letter a decision should be made regarding
further activity, which may include legal action.

THE RECOVERY TIMETABLE

Action Total Days Elapsed Days
1 Invoice - 1 1

First Reminder 15 14

Telephone Call 23 7

Final reminder 37 14

Within 10 days a decision should be made regarding further activity,

which may include legal action.

NEGOTIATION OR REPAYMENT TERMS

Parents/carers in debt to the school are expected to settle the amount by a single payment
as soon as possible after receiving the initial reminder. If they are unable to pay the school
may reduce or cancel a debt in certain circumstances. A sensitive approach to debt recovery
will be taken and the following factors will be considered:

Hardship - where paying the debt would cause financial hardship

1ll health - where our recovery action might cause further ill health

Time - where the debt is large compared to the person’s income and Cost - it would
take an unreasonable length of time to discharge in full

Multiple debt - where someone owes more than one debt to the school. In this
situation, an attempt to agree one repayment plan to include all debts will be
established.

v vV VY

Repayment terms may be negotiated at the discretion of the Headteacher. A record of all
such agreements entered will be retained. In all cases a letter will be issued to the
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parents/carers confirming the agreed terms for repayment. The settlement period should be
the shortest that is judged reasonable.

BAD DEBTS
The write-off any debt up to £250 requires the written approval of the Governing Body.

Debts above £250 will be referred to the Resources Committee. A record of the write-off,
the reason for it, and the approval will be recorded in the minutes of the Resources
Committee. Similarly, the decisions of the Committee, regarding referrals to it, shall be
recorded in its minutes.

MONITORING, EVALUATION AND REVIEW

The Headteacher and the School’s Governing Body will assess the implementation and
effectiveness of this policy. The policy will be promoted and implemented.

This Policy will be reviewed by the School’s Governing Body on a three-yearly cycle and
must be signed by the Chair of Governors. Adherence to the policy will be monitored by the
school’s Governing Body.
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APPENDIX 1

Date

Initial Reminder Letter

Child’s name:

Dear Parent/Carer,

According to our records there are some outstanding fees for your child/children.

The arrears are related t0 .......cccoceeiiiiie s for the week commencing
.............................................. Please make the payment of £ ................... tomorrow.

Payment can be in cash via the school office or via ParentPay.
If you have any queries regarding the above, please contact the school office.

Yours sincerely

Headteacher
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APPENDIX 2

Date:
Accumulated Outstanding Fee Arrears

Child’s name:

Dear Parent/Carer,

Following our letter dated ..................... regarding outstanding Fees, our records show that
this has not been paid.

To date, the amount of arrearsis £...................... We now request that you attend a meeting
to discuss the situation with the Headteacher. Please telephone the school office to arrange
an appointment.

These arrears need to be cleared as soon as possible. Payment can be made in cash via the
school office or using ParentPay.

Any parent/carer experiencing financial difficulty may make a claim for the remission of
charges which should be addressed to the Headteacher and will be considered confidentially
on an individual basis.

If you have any queries and/or wish to discuss this matter, please contact the school office.

Yours sincerely

Headteacher
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APPENDIX 3

Date:

Non-payment of Fees due Fee arears

Child's name:
Dear Parent/Carer

Our records show that you have not cleared the fee arrears for your child/children despite
previous letters sent home on ................. and ..o,

Arrearsto date total £ .....ooovvvvee .

Following the school policy on debt recovery, a copy of which was shared with all parents
and is available on our school website, I must inform you that if payment is not received

with 5 working days, the Governing Body will be asked to consider starting legal proceedings
for debt recovery. I am obliged to warn you that the debt recovery procedure can result in a

summons to Court.

Any parent/carer experiencing financial difficulty may make a claim for the remission of
charges which should be addressed to the Headteacher and will be considered confidentially
on an individual basis.

Should you wish to discuss any issue regarding this debt, please contact the school office.

Yours sincerely

Headteacher
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