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Introduction  
 
Within this policy, the use of the term “parent” shall relate equally to parents, guardians and/or 
carers. 
 
This policy includes but is not limited to contributions for School Lunches, and the School Journeys 
which are non-voluntary payments that the school collects. Where appropriate, this debt collection 
policy may be used for any other monies the school wishes to collect in the future. 
 
This Debt Policy has, therefore, been adopted to ensure a consistent and fair approach to debt 
incurred by parents whose children take school lunches or take part to chargeable activities such as 
trips.  
 
In individual cases of hardship, the Head Teacher may, at their discretion, agree a repayment plan with 
parents to recover a debt. If the agreed repayment plan is not adhered to, the conditions laid out in 
the remainder of this policy will apply. 
 

Provision of School Meals  
 
 All pupils in Reception, Year 1 and Year 2 are entitled to free school meals under the Government’s 
‘Universal Infant Free School Meals’ initiative. There will be nothing to pay for these year groups.  
In other year groups, if not eligible for Free School Meals, it is a parents’ responsibility to ensure 
that their child is provided with a meal at school, either as packed lunch or as a school meal. 
Parents are responsible for ensuring school meals are paid for and the school has a responsibility to 
ensure that money is not owed for school meals.  
The Schools Meals Service is no different to any other business, in the wider world; in that meals have 
to be paid for by someone. Free School Meals are available for parents who meet certain criteria 
including the receipt of state benefits. Anyone who may qualify for Free School Meals should read the 
paragraph below. 
 

Dormers Wells Learning Trust cannot and will not permit any debts outstanding. Therefore, a policy is 

required to ensure school meal debts are kept to a minimum. In writing this policy, the Governors of 

Dormers Wells Nursery Infant and Junior School wish to implement one that ensures meals are paid 

for, whilst aiding parents during financial difficulties and ensuring children still receive a meal at 

lunchtime. 

 
 

Procedures  
 
Parents will be advised at the start of each academic year, what the cost of meals will be. Payment is 
expected to be made in advance, in full, at least every day before 9 am. Dormers Wells Nursery Infant 
and Junior School is a cash free school and payment is expected to be made via the school online 
payment system. 
 
Dormers Wells Junior School has a clear set of procedures for the payment and collection of school 
meal money and any arrears that occur. 
 

 School meals must be paid for and booked in advance through the online payment system, 
SQUID. The school office can provide you with a username and password which you will need 
to set up your account. 
 

 Meals should be paid for on a daily, weekly, half termly or termly basis. We strongly 
recommend that meals are paid for and booked in weekly or longer blocks.  
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 If parents choose to pay either half termly or termly and a debt arises at the end of that period 

it will be the parent’s responsibility to provide the office with information as to where the 
error occurs.  

 
 If your child is absent from school and meals have been paid for, the school will log that 

absence and the credit for that meal will be given.  
 

 As soon as school are notified that a child is leaving, it is imperative for the school office to 
check the balance of the child’s account. Any debt outstanding must be paid in full, and any 
credit balance will be refunded via sQuid. 

 
 Whether you pay for your child’s meals or receive Free School Meals, you must book a meal 

for each day that your child has a school lunch. This is so that the kitchen is able to purchase 
the correct quantity of food and to minimise waste, therefore keeping costs as low as possible. 
In addition, the kitchen needs to know how many halal/ non-halal and vegetarian meals to 
prepare each day. 

 
 No credit or booking: 

If you have not booked a meal for your child or there is no credit on your account; your child 
will receive a yellow wristband and will have lunch at the end of the lunch session on day 1. 
This will be counted as a debt, and you will need to pay for this and all subsequent meals.  
If there is no booking/payment on subsequent days, following a polite reminder from the 
school, your child will not receive a school lunch until meals are booked and the account is in 
credit. 
 

 

Free School Meals  
 
Free School Meals are a statutory right and it is important that all parents who qualify, take up their 
child’s entitlement so that they can receive a school meal. If you think that your child may be eligible 
to receive free school meals, please contact the following service for further advice and guidance:  
Ealing Council Pupil Support Service  
Perceval House  
14-16 Uxbridge Road  
Ealing  
W5 2HL  
Tel:  
(020) 8825 5566  
https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_school_meals/
1 
  

All children who are at school and under 19 at the start of the academic year and are claiming or have 
parents who are claiming one of the following benefits, could be entitled the Free School Meals:  

 Universal Credit, provided the annual net earned income does not exceed £7,400 (£616.37 per 
month)  

 Income Support 
 Income based Employment and Support Allowance.  
 Income based Job Seekers Allowance  

 

Where a parent is entitled to Working Tax Credit during the four-week period immediately after their 
employment ceases, or after they start to work less than 16 hours per week, their children could also 
be entitled to free school meals. However, if a child’s entitlement to free school meals expires or the 
parents’ personal circumstances change, the parent must provide a packed lunch or send payment in 
advance for a school dinner. 
 

https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_school_meals/1
https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_school_meals/1
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We can assist with completing Free School Meal applications on behalf of parent/carer. 

 
Debt collection   
  
In collecting any outstanding debts, a step-by-step process will be followed. The time lapse between 
the steps will normally be 5 school days. However, this may vary depending on factors such as the time 
period within a term. The next step will be implemented if the debt has not been repaid or any contact 
made with the school.  

 Each week debts will be reviewed. Initially, reminders will be sent to parents who have not 
paid for school meals, by way of text.  

 If payment remains outstanding, a phone call will be made to the parent by the Pupil & Family 
Support Worker or a School Administrator. 

 If payment is not received a letter will be sent home to chase any outstanding payments. 
Letter 1: “Debt letter 1” (Appendix A) will be sent via the child for all debts. This letter requests 
that the child is provided with a packed lunch until the debt is cleared, the School Office will 
ensure this is adhered to – if the child arrives at School without a packed lunch the parent will 
be telephoned asking them to bring this into School immediately.  

 Letter 2: If payment remains outstanding with no attempts to clear the debt and for those 
parents who received “letter 1” the previous week, “debt letter 2” (Appendix B) will be sent 
home via Royal Mail, requesting that the parent makes an appointment with the Finance 
Manager to discuss the outstanding debt and offering the opportunity to clear the amounts 
according to a strict repayment schedule.  

 Letter 3: If the debt is not cleared within the agreed timeframe and for those parents who 
received “letter 2”, the debt will be referred to the Governing Body and “debt letter 3” 
(Appendix C) will be sent via Royal Mail recorded delivery.  For debts, which received “letter 3” 
the Governing Body will decide on how to deal with this debt, e.g., passed on to a professional 
debt collecting agency or through the Small Claims Court. 

 If parents do not contact the school regarding the debt and no payment is made, additional 
administration costs may be added to the debt.  
 

We acknowledge that on occasion, families have financial difficulties and in these proven 
circumstances, the school will work hard with the family to agree a solution which is not to the 
detriment of the child, such as using food from charity (e.g., The Felix Trust) or signposting/issuing 
families with access to Ealing Foodbank voucher.  
 
In the event of a child leaving Dormers Wells Nursery Infant and Junior School with an outstanding 
debt, the Governing Body will need to consider what further steps to take which may include 
contacting the child’s new school and informing them of concerns. 
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Appendix A  
 
Parent or carer of (Pupil Name) 
(Address Line 1) 
(Address Line 2) 
(Address Line 3) 
(Post Code) 
 
Date:  
 
Dear Parent/Carer  
 
Re: School Meals provided to (Pupil Name) 
 
Dinner Money Rate: Daily £2.10/Weekly £10.50  
 
According to our records ………………………………………… has been taking school meals recently. It appears 
that we have not received sufficient money to cover this cost.  
 
The outstanding balance as at………………….. was £………………. I would be grateful if payment could be 
paid by ………………………….., via sQUID including monies for the forthcoming week/half term/term if 
this is relevant.  
 
It is the policy of Dormers Wells Learning Trust that the school does not pay for dinners on behalf of 
the children. I would be grateful if you could arrange for prompt payment of this outstanding debt. 
Due to the ever-increasing debts owing for children’s lunches, it is imperative that payment for meals 
is made promptly to the school, in advance of meals being taken.  Since the School has to fund all 
school meal debts from its budget, 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, a school meal 
will no longer be provided to your child, and you must make your own arrangements for your child’s 
lunch. Please ensure ……………………… is provided with a packed lunch, until this debt is cleared, and 
school dinners can re-commence.  
 
 
If you think you may qualify for Free School Meals, please contact the school office for further 
information. Remember that Free School Meals are a statutory right, and it is important that you use it 
if you qualify, your child will then receive a Free School meal each day. Additional information and an 
application form can be found on the Ealing Council’s website or in the school office, if you do not 
have access to the Internet: 

 
https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_scho
ol_meals/1 
 
If you have any queries regarding these arrears or wish to discuss this further, please do not hesitate 
to contact the school office. 
 
Yours sincerely,  
 
 
 
 
 
 
Head Teacher 
 
 

https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_school_meals/1
https://www.ealing.gov.uk/info/201111/education_grants_and_financial_assistance/701/free_school_meals/1
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Appendix B  
 
Parent or carer of (Pupil Name) 
(Address Line 1) 
(Address Line 2) 
(Address Line 3) 
(Post Code) 
 
Date:  
 
Dear Parent/Carer,  
 
Re: School Meals provided to (Pupil Name) 
 
You will recall that I wrote to you a few days ago, regarding this outstanding balance. 
Despite previous correspondences and messages the debt for your child xx in Class xx is still 
outstanding. The school’s records show that as at xx/xx/xx your account is £x in debt. The current cost 
of a school meal is £x per day or £x per week.  

 
It is the policy of Dormers Wells Learning Trust that the school does not pay for lunch on behalf of the 
children. I am disappointed that you have not paid the monies owing via sQUID as requested in my 
previous letter and would request that you telephone the office ASAP to make an appointment to see 
me to discuss this further. I would also 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. 

 
 
 
Yours sincerely,  
 
 
 
 
Headteacher 
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Appendix C  
 
Parent or carer of (Pupil Name) 
(Address Line 1) 
(Address Line 2) 
(Address Line 3) 
(Post Code)  
Date:  
 
Dear Parent/Carer,  
 
Re: School Meals provided to (Pupil Name)  
 
 
I am writing regarding the current level of outstanding school meal debt that is showing on your 
account. I am disappointed you have been unable to contact me to make arrangements to recover the 
outstanding debt of £ …………………………… in line with the school’s Debt Policy and procedures, a copy 
of which is available on the school website.  
 
I have no option but to refer this outstanding debt to the School Governors. They will consider the 
situation and will contact you in due course over the action they will take.  
 
The School and Governing Body reserves the right to begin legal proceedings to recover the 
outstanding debt and to inform the Local Authority that your child is not being provided with a 
suitable meal at lunch time. 
 
 If you have any queries regarding these arrears, please contact the school office immediately, so that 
this matter can be resolved. 
 
 
 
Yours sincerely, 
 
 
 
 
 Head Teacher 


