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Statement of intent

The governing body has a duty to ensure that Hasland Infant and Nursery school receives all
the funds to which it is entitled. This policy has been created to ensure the appropriate
procedures are in place to deal with debts and the recovery of assets as well as to ensure that
a consistent and fair approach is applied to debt incurred by parents/carers.

It encompasses all debts owed to the school including, but not limited to, payments for goods,
extended services and school trips.

Each case will be treated individually and the circumstances that have led to the outstanding
debt will be considered to determine the best course of action and whether it is fair and
reasonable to pursue the debt in its entirety, if at all.

The principles

1. The governing body will not write off any debt which exceeds £100 unless
the cost of doing so would exceed the value of the monies to be recouped.

2. The school will not write off any debts owed by the local authority (LA).

3. Afull record will be kept of debts owed to the school for 7 years. This will
include all letters requesting money, reminders and invoices.

4. The school will not initiate legal action to recover debts, without first
referring to the Local Authority and our legal services team to consider such
action.

Roles and responsibilities

The Headteacher and Business Manager will ensure that:

Letters requesting money are accurately recorded and those records maintained.
Evidence of the steps taken by the school in pursuance of debt is recorded, including
dates and times of both letters and phone calls.

A final reminder is sent by recorded delivery to the debtor after 6 months.

Family cases will be judged fairly and according to the circumstances of the family
involved.

The privacy of the family involved will be respected and they will only be made known
to those who need to know.

The level of outstanding debt can be determined at any time.

The governing body:

Will prescribe and regularly review the arrangements for debt recovery.

Must approve any legal action taken.

Record approved actions in the minutes of the relevant meeting.

Will adhere to the privacy arrangements.

Will delegate its responsibilities under this policy to the Resources Committee.



The process for pursuing debts

Informal reminder: The debtor will be informally reminded, in person, by
email or by telephone, that they owe money to the school.

First reminder letter: If the debt is yet to be paid four weeks after an
informal reminder, a formal letter will be sent to the debtor.

Second reminder letter: If the debt is yet to be paid four weeks after a first
formal reminder, a second formal letter will be sent to the debtor. These
letters allow the debtor every opportunity to settle their debt and ensure
the school can prove all reasonable steps have been taken to recover the
debt should the issue proceed further.

Final reminder letter: If no response is received following the second
reminder after four weeks the school will send a letter to the debtor
advising them that they will be referring the matter to the local authority
to consider legal action. This letter will be sent by recorded delivery to
ensure the debtor has had every chance to respond. At this point, at the
discretion of the governing body, the debtor may be advised that they will
have to pay in advance for certain services in the future, if relevant.
Possible legal action: At this juncture, the appropriate body will decide
whether to take legal action against the debtor.

Negotiation of debt payment

It is expected that any debt will be repaid as soon as possible, particularly after
repeated reminders; however, this will be negotiated at the discretion of the
Headteacher and the governing body. If there is a case where the debtor is deemed
to be refusing to pay without sufficient reason, the school may consider involving the
Local Authority and its Legal Services representative to resolve the issue and
recuperate owed funds.

Waiving of debts

1.

2.
3.

The waiving of debts is at the discretion of the headteacher and the
governing body. A debt may be waived when it is believed the debtor is
experiencing serious financial hardship, or if all reasonable avenues to
recover the debt have been exhausted and it is believed it would not be cost
effective to pursue the debt through legal action.

The headteacher is authorised to waive debts of up to £100.

Debts over £100 will never be waived, unless the cost of pursuing them
exceeds the value of the monies to be recouped.



Appendix 1

Please sigh below to accept the following terms and conditions:

The cost of the provision will be £xxxxx per week. Payments should be made through
Parentpay.

Please make payment either in full or ensure that your account is kept in credit
through regular payments each week. Overdue accounts will result in your child’s
place being withdrawn

You will need to pay IN FULL for your childcare even if your child is off sick or on
holiday, as the staffing will have been arranged to look after all the children.

If the provision is closed due to an inset day you WILL NOT be charged for the childcare
on that day.

If you want to end your child’s provision, one month’s written notice must be
provided.

Non-payment will result in your child’s provision being terminated as per our policy

Parent/Carer Signature

Date




Appendix 2

Parent or carer of (Pupil Name)
(Address Line 1)
(Address Line 2)
(Address Line 3)

(Post Code)
Date: XX/XX/XX

Dear xxxx

OVERDUE FEES for XXXX

According to the School’s financial records and your Parentpay account, you have not paid
(the provision) money for (pupil name). As at xx/xx/xx your account is showing a debt of £xx.

In order that there is no detriment to the school’s budget, please clear your child’s debt by
arranging for the outstanding debt to be paid immediately. Once you have cleared the

current debt, | should be grateful if you could ensure that you keep your account in credit.

If you have any queries regarding these arrears or wish to discuss the matter further, please
do not hesitate to contact the school office.

Yours sincerely

Headteacher



Appendix 3

Parent or carer of (Pupil Name)
(Address Line 1)
(Address Line 2)
(Address Line 3)
(Post Code)
Date: XX/XX/XX

Dear XXXX

OVERDUE FEES for XXXX

| am writing regarding the current level of outstanding debt that is showing on your account.
Despite previous correspondences and messages, the debt for your child xx is still
outstanding. The school’s records and your Parentpay account show that as at xx/xx/xx your
account is £x in debt.

| would ask that you please make arrangements to clear this debt immediately and take steps
to ensure your account is kept in credit in the future.

As the School’s budget will have to fund any overall debt incurred through the provision of
additional hours, it is essential that all payments are up to date so that the quality of the
service provided to all pupils is maintained. Unfortunately, if the debt is not cleared by xxxxx
the provision will no longer be provided to your child. The school reserves the right to begin
legal proceedings to recover the outstanding debt and to inform the Local Authority.

If you have any queries regarding these arrears, please contact the school office immediately
so that this matter can be resolved.

Yours sincerely

Headteacher



