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Charging
The school will not charge pupils or parents for educational activities taking place either within or outside school hours with the following exceptions:

Charging
The school will not charge pupils or parents for educational activities taking place either within or outside school hours with the following exceptions:

1. The full cost of activities, including board and lodging for residential activities, deemed to be optional extras taking place outside school hours.
2. The school may charge for the cost of instrumental tuition for groups of up to four pupils in a lesson. Individual lessons are not considered viable. Parents will be required to commit to pay for instrumental lessons for their child for the whole academic year.
3. The cost of materials, ingredients or equipment for certain aspects of the curriculum if the parents have indicated in advance that they wish to own the finished product. 

A charge may be made for replacement of any item of school property that is lost or damaged. 

The Governing Body may, from time to time, amend the categories of activities for which a charge may be made. 

If a charge is made for each pupil it will not exceed the actual cost. If further funds need to be raised, for example to help in hardship cases, this will be by voluntary contributions or general fund­raising. 
Parents have a right to ask for details of how the charges are worked out and who might qualify for help with the cost.

Voluntary contributions

Although charges are not made for school time activities, parents and others may be asked to make voluntary contributions via parent pay to make school funds go further.  All requests to parents for voluntary contributions will make it quite clear that the contributions would be voluntary. Children of parents who do not contribute will not be treated any differently and will not be left out of any activity. Where there are not enough voluntary contributions to make the activity possible, and there is no way to make up the shortfall, the activity will be cancelled. 

Remissions 

In circumstances of family hardship that make it difficult for pupils to take part in particular activities for which a charge is made (excluding the Nest) or where parents are in receipt of family credit or income support, the school will invite parents to apply in confidence for the remission of charges in part or in full. Authorisation of remission will be made by the headteacher. In some cases, the headteacher might deem it appropriate to use pupil premium funding to enable a pupil to take part in an activity that would benefit the pupil and which they would otherwise be unable to attend.

Debt Recovery
Any money owed to school has an impact on the budget and may affect the resources we can provide to all pupils. We hope that parents understand this and will make every effort to avoid owing the school money. 

Where possible the school will ensure that any payments are requested in advance or ‘at the point of sale’. Payments for the Nest are on a pay as you go basis and can be made throughout the term. We require all Nest balances for the current term to be cleared by the last day of term.
The school will take all reasonable measures to vigorously collect debts as part of its management of public funds. 

Recording & Reporting of Outstanding Debt

Suitable records will be maintained to detail any individual debts and the total amount outstanding to the school, in order that it can be determined and reported at any time. 

The Operational Office Manager is responsible for ensuring the level of outstanding debt is monitored regularly and the position is reported to the Head Teacher each month. The outstanding debts for the Nest are monitored by the Nest Manager and reported to the Operational Office Manager each month.
The Finance & Staffing Committee of the Governing Body will review the level of outstanding debt on a regular basis (ideally each term) to determine whether the level is acceptable and whether action to recover debts is effective. 

Acceptable ‘Arrears Period’ 

The school expects all Parent Pay accounts to be kept in credit at all times. If this is not the case (for example with school meals) then the debt recovery procedure will commence as soon as the account first goes overdrawn. 

For any overdue Nest balances, debt recovery will commence at the end of the term that the charges were incurred.

For all other items the debt recovery procedures will commence once the due date for payment has been missed, with two weeks being deemed an acceptable ‘arrears period’ before formal notification procedures are applied. 

Debt Recovery Procedure

a) School Meals

	EVENT
	ACTION

	1. Parent Pay account for school meals is out of funds.
	Issue initial “overdue payment” reminder. 

This may be informal and can be made either in person, by email, text or by phone. 

The date of the initial reminder should be recorded.



	2. Debt is not settled within 1 week of the initial reminder. 
	Issue a formal overdue payment notification seeking immediate (same day) correction. 

This can be delivered in person, by email, text or by post. 

The date of the formal notification should be recorded.

Parents to be advised that if the debt is not settled immediately the school meal service will be withdrawn and the child will need a packed lunch from home.


	3. Debt still remains unpaid 24 hours after formal notification is issued.
	Withdraw the school meal service until the account is settled and advise the parents accordingly.

If the account is settled then reinstatement of the school meal service thereafter is at the Head Teacher’s discretion.



	4. Debt still remains unpaid after 4 weeks from Parent Pay being out of funds and the amount payable exceeds the agreed threshold for cost-effective recovery.
	Issue a customer invoice for payment via Staffordshire County Council 

The County Council income team will carry out standard debt recovery procedures on behalf of the school where customer invoices have been raised. 

When all practical and cost-effective methods of debt recovery have been exhausted by the County Council income team, the Director of Finance & Resources will notify the school of the amount of debt that is considered to be irrecoverable and should be written off. Writing off debt will lead to a charge appearing on the school budget as the income is credited to the school budget when the invoice is first raised.


b) Other items
	EVENT
	ACTION

	1. Payment is not made on the due date.
	Issue initial “overdue payment” reminder. 

This may be informal and can be made either in person, by email, text or by phone. 

The date of the initial reminder should be recorded.



	2. Payment is still outstanding 2 weeks after the initial reminder. 
	Issue a formal overdue payment notification seeking immediate correction. 

This can be delivered in person, by email, text or by post. 

For Nursery or residential visits (or other activities for which payment is not discretionary) the parents are to be advised that if the debt is not settled immediately their child may forfeit their place and any deposit may not be refunded.

The date of the formal notification should be recorded.



	3. Payment is still outstanding 2 weeks after the formal notification is issued (i.e. 4 weeks from the original due payment date) and the amount payable exceeds the agreed threshold for cost-effective recovery.
	Issue a customer invoice for payment via Staffordshire County Council. If a customer invoice cannot be issued then send a formal demand letter from the School signed by the Head Teacher.

For Nursery or residential visits (or other activities for which payment is not discretionary) the parents are informed that their child’s place has been withdrawn and any deposit retained.

The County Council income team will carry out standard debt recovery procedures on behalf of the school where customer invoices have been raised. 

When all practical and cost-effective methods of debt recovery have been exhausted by the County Council income team, the Director of Finance & Resources will notify the school of the amount of debt that is considered to be irrecoverable and should be written off. Writing off debt will lead to a charge appearing on the school budget as the income is credited to the school budget when the invoice is first raised.

If the School issues a formal demand letter and there is no response then the matter must be reported to the Finance Committee and/or Full Governing Body for consideration of further action. This may include passing the debt to an external debt collection agency. 

If the debt is settled then reinstatement of the child thereafter to Nursery or any residential visits (or other activities for which payment is not discretionary) is at the Head Teacher’s discretion.




Repayment Terms

Debtors are expected to settle the amount owed by a single payment at the latest immediately after receiving the formal ‘overdue payment’ notification. 

The school must ensure any outstanding debts are dealt with in a timely manner and further goods or services are not supplied to parents/pupils who have not paid for items already received or used. 

If a debtor requests ‘repayment terms’ these may be negotiated at the discretion of the Head Teacher and subsequent notification to the Local Governing Body. A record of all such agreements entered into will be retained. 

Where the school incurs material additional costs in recovering a debt then the Local Governing Body will decide whether to seek to recover such costs from the debtor. The debtor will be formally advised in writing that they will be required to pay the additional costs incurred by the school in recovering the debt. This decision and its basis will be recorded and reported to the Local Governing Body. 

In all cases, a letter will be issued to the debtor confirming the agreed terms for repayment. The settlement period should be the shortest that is judged reasonable. 

The Local Governing Body will decide whether or not any debtor who has been granted extended repayment terms will be offered any further ‘credit’ and will, in future, be required to pay in advance. This decision and its basis will be suitably recorded. 

Failure to adhere to extended repayment terms will result in immediate formal demand. The matter must then be reported to the Local Governing Body for consideration of further action including passing the debt to an external debt collection agency. 

Threshold for Cost-Effective Recovery (including dormant credit balances)  

Debts below £20 are not deemed cost effective for formal recovery and write-off procedures.

If payment of such amounts is still outstanding 2 weeks after a formal notification has been issued (i.e. 4 weeks from the original due payment date) then no further action will be taken. A record of the debtor and the amount owing will be retained on file in line with standard retention period for school financial records and the details notified to the Head Teacher. The details will also be reported to the next Local Governing Body meeting.

On occasion school may find itself in possession of an overpayment or residual credit balance on Parent Pay. In this instance, for any credit balances above £20, every effort must be made to issue a refund by way of cheque drawn on School Fund. Credit balances below £20 are not deemed cost effective for a refund unless the owner directly requests it. A suitable record must be maintained of the owner’s name, the credit balance due and any refunds issued. This record must be retained in line with standard retention period for school financial records. 
We are unable to make any repayments in relation to childcare vouchers or tax-free payments for the Nest as these payments have been made before tax or national insurance has been deducted.
Cancellation / Suspension of Debt Recovery Procedures
In certain circumstances (as per the examples below) the school may choose to reduce the amount payable or cancel or suspend debt recovery procedures subject to the approval of the Head Teacher and (for amounts over £250) the Local Governing Body. 

A sensitive approach to debt recovery will be carried out, taking the following factors into account: 

· Hardship – where paying the debt would cause financial hardship. 

· Ill health – where our recovery action might cause further ill health. 

· Time – where the debt is so large compared to the person’s income that it would take an unreasonable length of time to pay it all off. 

· Cost – where the value of the debt is less than the cost of recovering it. 

· Multiple debts – 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. 

Debts Written-Off

A debt will be written off only after all practical and cost-effective methods of debt recovery (commensurate with the size and nature of the debt) have been exhausted and only after approval from the Local Governing Body. For customer invoices handled by the County Council income team, the Director of Finance and Resources will notify the school of the amount of debt that is considered to be irrecoverable and should be written off.

A record of the write-off, the reason for it, and the approval for it, must be minuted and retained.

Future supplies and services will not be made available to any “unrecovered” debtor unless and until any prior debt has been fully repaid and on the strict understanding that, thereafter, any supplies and services are always paid for in advance.

The Governing Body reserves the right to forward the details of any outstanding or written off debts to other schools to which the relevant parent/pupil has transferred. 






Charging, Remissions and Debt Recovery Procedure


To be used alongside JTMAT Charging and Remissions Policy
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