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Overview and purpose of policy

1.

This policy relates to the contributions expected from parents for school
lunches, music tuition and voluntary trips. It does not apply to activities set
out in the school’'s charging and remission policy for which voluntary
contributions are requested.

The school will take all reasonable steps to vigorously collect debts as part
of its management of public funds and its compliance with the Academies
Trust Handbook.

The policy is necessary so that the school and parents are clear on the
procedure which will be followed in the event of non-payment of expected
contributions.

Within this policy, the use of the term ‘parent’ shall relate equally to parents,
guardians and/or carers.

Debt recovery procedures

5.

All amounts outstanding are shown on the school’s online payments
systems. All parents have been sent activation details for the online
payment systems in use and are expected to use the site and to monitor it
for details of amounts outstanding. If necessary, a reminder of the
activation details can be requested from the school.

Parents are advised of amounts owing for lunches, music tuition and trips,
by letter or email. Where amounts remain unpaid the following procedures
will be followed by finance staff:

a. Initial reminder emails are sent to parents, sometimes supplemented
with a phone call.

b. Further emails are sent requesting payment.

c. Aformal reminder letter from the headteacher will be sent. This letter
will advise that where no response is received and no payment is
made (or no payment plan is agreed) that the matter will be passed
to the Chief Financial Officer and that this review may result in legal
action.

d. If noresponse is received from the formal reminder letter from the
headteacher, a further letter will be sent advising the parent that the
matter is being handed to legal advisors for further action, which
may include the small claims court.

In individual cases of hardship, the headteacher and/or the Trust's
operations or finance staff, may at their discretion, agree a repayment plan
with parents in order to recover a debt. If the agreed repayment plan is not
adhered to, the procedure laid out in this policy will be followed.
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8. Where the school incurs costs in recovering a debt then the headteacher
and the Chief Financial Officer will decide whether to seek to recover such
costs from the parent.

Bad debts

10.  The school should also consider if a debt should be written off. This
decision should be based on the value of the outstanding debt, and any
other background information given to the school by the parent. This
background information could include details of hardship or ill health.

11.  Authority to write off a debt is given as follows:

a. School Finance staff — up to £60
b. The headteacher — up to £200
c. Chief Financial Officer — over £200

Other

12.  Unless there are exceptional circumstances and it has been agreed with
the headteacher, and/or a payment plan has been agreed, all amounts
owing for school lunches, for the entire academic year, must be fully paid
before a child can depart on a voluntary/fee paying residential trip.,.

3 Debt Recovery Policy



TRUST

Palingswick House
241 King Street
Hammersmith
London W6 9LP

T 020 8600 0670

E contactkst@ks-t.org

www.knowledgeschoolstrust.org



http://www.knowledgeschoolstrust.org/

	Overview and purpose of policy
	Debt recovery procedures
	Bad debts
	Other

