





Ropsley C of E Primary School

Debt Recovery Policy



[image: A white line drawing of a tower

Description automatically generated]








	Adopted
	Signed
	Review
	Equality Impact Assessment
	Reviewed Against our Vision
	Amendments

	January 2024
	Ann Cook
Gary Reeves
	January 2025
	No
	Yes
	New Policy

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	











OVERVIEW 
The staff and Governors at Ropsley CE 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: PARENTMAIL 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 
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.  Payments are made directly to Willoughby Foods and a debt cannot be accrued.
 
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 LCC website and complete an online form to  apply for Pupil Premium and Free School Meals. 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. 



AFTERSCHOOL/BREAKFAST CLUB DEBTS
Parents are generally required to pay in advance for wraparound care at our school via ParentMail. However, we understand that emergencies can arise, so we allow parents to use our Breakfast Club and after-school club, 'Rascals,' on an ad-hoc basis when necessary. In these instances, the cost of the session is added to the parent's account as a debt. It is important to note that parents must clear any outstanding debt before booking another session for their child. While most families settle their balances promptly, we occasionally find that one or two families have used this emergency facility multiple times, leading to accrued debts.

DEBT RECOVERY 
The Governors of Ropsley CE Primary School 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 Ropsley CE Primary School has determined that one half term is an acceptable ‘credit settlement period’ before debt recovery procedures are applied. 
The school Administrator will check school systems for debt and begin the process at the beginning of each half term or earlier if she becomes aware of any accrued debt during her to day tasks. The process will begin immediately for any debt that is over £20.00.
 
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 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. 
 
DEBT RECOVERY PROCEDURES 
Where payment from the parents/carers has not been received in advance following process will be applied: 

The balance adjustment tool will be used to apply the debt to the parents account alongside an explanation of the amendment completed by the administrator.

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 

	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 

	Ill health 
	- where our recovery action might cause further ill health 

	Cost 
	- where the debt is large compared to the person’s income and 

	Time 
	- 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. 


 
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 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 Finance Committee. A record of the write-off, the reason for it, and the approval will be recorded in the minutes of the Finance 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 yearly cycle. Adherence to the policy will be monitored by the school’s Governing Body. 
 
Policy adopted:  January 2025
To be reviewed Annually



[image: A white line drawing of a tower

Description automatically generated]Policy/Vision impact review 
In God's image, we strive and shine: with happy hearts and inspired minds

Our Vision
Our vision is to be a caring, happy and inclusive church school that is at the heart of our community. We strive to provide an excellent education which develops a lifelong love of learning in a global context. We see all members of our school family as valued and precious in the eyes of God. We seek to do this through an innovative, engaging and inspiring curriculum that encourages us all to flourish.
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	How will this policy affect ALL members of our school family?
Pupils, parents, staff, governors, members of the community, outside agencies, and charities (global, national, and local.)

	Ropsley CE Primary School prioritises the physical and emotional wellbeing of its pupils but has a legal and moral duty to allocate resources fairly for the benefit of all. To ensure this, the school has implemented a debt recovery policy to help families avoid accumulating debts for services like school meals, trips, and activity clubs.

	
	

	Impact

	Pupils
	The policy supports parents in managing financial responsibilities, fostering collaboration, inclusion, and access to enriching opportunities for their children.

	Parents
	The policy provides staff with clear processes, reducing stress and enabling them to focus on delivering an inclusive and inspiring curriculum.

	Staff
	The policy provides staff with clear processes, reducing stress and enabling them to focus on delivering an inclusive and inspiring curriculum.

	Governors
	The policy aligns with the school’s vision of fairness and stewardship, ensuring resources are used effectively to support all pupils and the school community.

	Community 
	The policy reinforces the school’s role as a caring and inclusive community hub, ensuring sustainable practices that benefit everyone.

	
	

	Are any changes to the policy recommended?

	


	What could we look at to track the impact of the policy?
	Data related to debt – FSM applications, use of Wrap Around Care

	When will this policy be reviewed
	January 2025
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