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Debt Management Policy 
The Governing Body is responsible for ensuring procedures are in place for recovering outstanding debt. 
Aim  
The aim of this policy is to ensure that 
1. parents and carers understand the rational, objectives and principles for recovering debt 
2. the school has a process in place to collect income due before or at the time the relevant service is provided 
3. parents and carers have access to the school payment system
4. parents and carers are aware of what services are chargeable and how much they cost
5. parents and carers know how to claim free school meals if they are eligible  
1. Rationale, objectives and principles 
The effective management of debt is important to the success of any school. The Governors and Senior Leadership Team of J H Godwin Primary school have a duty to ensure the effective use of the school budget to raise standards and maximise the achievement of pupils. 
As a school we have a responsibility to adopt a clear and consistent approach to debt and ensure parents and carers understand what is expected of them when they make a financial commitment and do not build up debts that they cannot afford to pay back to the school.
Any money owed to school has an impact on the budget and may affect the resources that can be provided to all children. We hope that parents understand this and will make every effort to avoid owing money to the school. 
The School Governors always encourage Parents and Carers to contact the Headteacher or the Bursar if they are experiencing any difficulties in meeting their financial commitments to the school. In most cases a mutually acceptable agreement can be reached thus avoiding the need to implement the debt management process. Whenever possible this would be our preferred course of action. 
In order to ensure that the required balance is applied in the control and recovery of money, the Governing Body has developed the Debt Management Policy
2. Collection Process 
Residential Trips:
The school is committed to providing subsidised extracurricular activities to support children’s development and as such sets an annual budget aside to subsidise all trips, any parental contributions will be for the costs of food or accommodation, please see Charging & Remissions Policy for full details.
Requests for payment for such costs will be set up on school gateway between 4-6 months prior to the trip.  
There will be a minimum of 4 payment deadlines within the payment period, however, the software does allow for smaller more regular payments to be made for parents who prefer that. 
	Payment 1
	Deposit (non refundable)

	Payment 2
	Payment 2

	Payment 3
	Payment 3

	Payment 4
	Final Balance.  It is at this stage that the admin team will print off a trip payment /balance sheet for the head. It is at this stage a decision will be made





	Insufficient Contributions
	Sufficient Contributions

	
	

	The decision to cancel the trip is made, refunds will be given, less the non-refundable deposit.

	The Trip will be approved



Where the head approves the trip to commence, but where there are parents who have not made the final balance payment, the head will contact the parent and set/agree an affordable payment plan.  The payment extension plan will not exceed the date of the trip, unless there are exceptional circumstances.
During this conversation the head will make it clear the it will not be the school’s responsibility, but that of the parent/carer to advise that their child will not be able to attend the residential. There will be several chances to have this discussion with parents during this period and several chances to put in place a payment system that is affordable to all. The final payment date will be 6 weeks before the trip is due to depart (where this is possible). The children of the parents who don't make the contributions will not attend the trip, but will be expected to attend school, where alternative learning provision will be made.
Class Trips:
Class trips are voluntary, and arranged by the class teacher and usually support the learning pupils, but are not part of the national curriculum.  As such, class trips rely on parent contributions.  Where possible trips cost less than £20, where trips cost above £20, the school will subside the remainder of the costs.
Payment for class trips will (where possible), be organised 6 weeks prior to the trip.  As with a residential trip, there will be 4 payment stages.  Two weeks prior to the date of the trip the admin team will print off a payment/balance sheet for the class teacher.  It will be at this stage as above a decision will be made as whether the trip will go ahead or not.  If insufficient contributions have been made the class teacher will need the approval of the head for the trip to commence, or be cancelled.  As above if cancelled a full refund will be given less any non-refundable deposit.

Breakfast Club 
Parents and Carers will need to pay in advance for the number of days they wish their child to attend Breakfast Club. It is necessary to complete the on line a booking form via the school gateway app (Appendix 1).  
Failure to book, and pay in advance for breakfast club may result in your child being unable to attend, as staffing for the club is based on pre-booked attendance.
If parents /careers repeatedly fail to book their child/children onto breakfast club their place will be lost and the service cannot be used. 
The cost of breakfast club is available on the school website.

Other Clubs
Booking of clubs will now take place on line via the school gateway app.  Any payment for such clubs will need to be paid in advance.  No payment plans will be available for such items.
Parents/carers will be advised of the costs for these additional activities via letter in advance.  
Swimming
The school pays for your child to swim once per week during year 4.  However additional swimming sessions are organised for a term (usually 10 weeks) when your child is in years 3, 5 and 6, the charge for which is on the website.
Payment contributions towards swimming will be required as a one off payment in advance of the first lesson, non payment will result in your child being unable to swim.  Should you need assistance with payment for this activity please contact the school bursar in the first instance.
Dinner Money
Parents pay/and can choose their child/children’s meal via the school gateway app, the cost of which is published on the school website.
Payment for school meals should be made on the day or prior to your child/children booking their meal.  However, we realise that parents are busy and often payments missed.  We would not wish any child to be without a meal, therefore a credit limited has been built into the system.  This means that your child/children can order up to 10 meals, even if their account is not in credit.
Once this limit has been reached, the system will not allow your child/children to book a school dinner.
At this point the parent is phoned and asked to credit their child/children’s account and/or supply meal from home until the debt is cleared. In these circumstances if no meal is provided the parent will receive another phone call and the child will be fed a healthy packed lunch but not a school meal packed lunch.

3. Payment System
All school payments including school trips, school dinners, breakfast and extracurricular clubs, are collected via School Comms, using the school gateway app.  Parents should download the gateway app onto their phone, this will allow parents to view payments requests, make payments and view your history.  Appendix 1 
However, if you do not have a mobile telephone, or access to a PC please contact the school office who can arrange for a pay Point barcoded token to be printed.  A bar code token will allow you to pay for goods at your local Spar.
4. Charges 
In September, charges for services such as school meals, breakfast club and extracurricular activities will be published on the school website.  In addition, parents will be advised by letter of the costs of activities such as residential trips and class trips at the point of organisation.


5.How to Apply for Free School Meals/Pupil Premium
The government provides Universal Free School Meals(UFSM) for pupils in Foundation Class, Team 1 and Team 2, commonly known as KS1.  This is not Free School Meals.
You must apply for Free School Meals direct to Cheshire West and Chester Council. Your child may be able to get free school meals if you receive any of the following:-
· Income Support
· Income-based Jobseeker’s Allowance
· Income related Employment and Support Allowance
· Support under Part VI of the Immigration and Asylum Act 1999
· The guaranteed element of Pension Credit
· Child Tax Credit (provided your not also entitled to Working Tax Credit and have an annual gross income of no more than £16,190 (correct at time of publishing)
· Working Tax Credit
· Universal Credit

For more information, please see the school website alternatively we have put a shortcut to applying for free school meals under the useful links app in school gateway.
Additional Information
Pupil premium
Pupil Premium is additional funding given to the school by the Government. Pupil premium is intended to directly benefit the children who are eligible, helping to diminish the difference between them and their peers. Students receive Pupil Premium if they are in receipt of Free School Meals or have qualified for free school meals at any point in the past six years, classed as Ever 6.
Existing Debt /Debt Write off 
Where there are existing debts relating to previous goods and service, the bursar will continually strive to recoup debt using payment cards.
At each BRW meeting the bursar will report the levels of school debt, to Governors. Outstanding debt of under £50 can be written off by the Headteacher provided all the appropriate follow up actions have been undertaken. Debts of over £50 will need Governor approval following submission of details of the debt and the reason for the proposed write off. The write off will not be communicated to the debtor. It is not an acknowledgement that the debt does not exist but is an internal transaction and remains on record. 
If the debt is significant, the bursar may referr to CWAC will pursue the debt on our behalf and if not successful will be passed over to a debt collection agency. If still unsuccessful CWAC Income Section will inform school and seek permission to write off the debt or pursue further.
Conclusion 
We hope that by implementing this Debt Policy, parents are clear about the school’s expectations regarding payment for goods and services, how to avoid building up debt, how to claim for pupil premium and FSM and how the school manages its debts.

Appendix 1

Appendix 1 - School Payment Policy - School Comms Gateway App
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