
ParentPay Payment Procedures 

The ParentPay system is now in use for all the services offered by the school to make payment easier.  We 
expect ALL parents to be registered with and use the system. ParentPay also highlights debt and low 
balances immediately so keeping track is easy. There is a facility in ParentPay where parents can ask to 
be reminded automatically by email when their balances are running low. School will also contact parents 

by text message if there is insufficient credit on their account. 

School Meals: 

We require that payment is made a minimum of one week in advance and a credit balance is maintained at all times. 
Parents can upload money into their child’s school meal ‘pot’ weekly, half-termly or termly in advance. If paying weekly £10.50 must 
be uploaded into your child’s account in advance and no later than 9am on the Monday of that week. We no longer allow parents to 

pay in arrears. 

Children will not be provided with a school lunch unless it is paid for in advance (except for those children entitled to Free School 

Meals and/or Universal Free School Meals).  

If a parent/carer genuinely forgets to pay, the school may grant a debt allowance of one meal. However this debt must be paid next 
day and future meals must be paid for in advance before any more meals are provided. 

Should the parent/carer fall into arrears of more than one week (£10.50) and fail to make a payment within one week of receiving a 
reminder, the parent/carer will be advised that their child will no longer be entitled to a school lunch and that they should send their 

child to school with a packed lunch.  

In a case when a debt payment is not received nor a packed lunch provided, the office will phone the parent to ask to come to 
school with the money or provide sandwiches before lunch time. Failure for the parent/carer to provide their child with a packed 
lunch may result in children services being informed that these parents are not carrying out the responsibility of care by not 

providing food for their children at lunchtime. 

Before and After school Club: 

As per the agreement on the initial registration form signed by the parent/carer, we require that payment is made a 
minimum of one week in advance and a credit balance is maintained at all times. Payment is required for all days booked 
even if the child does not attend, the exceptions being when school is closed or the child is ill. Should the child no longer  require a 
place the parent/carer is to advise the School office at least one week in advance in writing; otherwise the parent/carer is still liable 
for charges. Should the parent/carer fall into arrears of more than one week and fail to make a payment within one week of 

receiving a reminder, the Headteacher will withdraw the child ’s place. 

Trips: 

We legally cannot send children out of school on trips without parental consent. This is a simple process…permission is now 
granted via ParentPay when making a payment. Parents must inform the school office (not just the class teacher) if their chil d does 
not want to, or cannot attend a school trip. We have had a number of occasions where parents have not responded to reminders 
sent out by the school office, and in the case of sporting activities where we have to take a set team number; other children  have 
missed out on a potential spare space to take part. 

Negotiation of repayment terms:  

Debtors are expected to settle the amount owed by a single payment as soon as possible after receiving the initial ‘overdue 
payment’ reminder. However, if people are unable to pay the schoo l may reduce or cancel a debt in certain circumstances. 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 debt – 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. 

If a debtor requests for ‘repayment terms’ these may be negotiated at the discretion of the MAT Finance Director/Headteacher/MAT 
Business Manager. A record of all such agreements entered into will be retained. 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 Finance 
Director and Headteacher will decide whether any debtor who has been granted extended settlement terms will not be offered an y 

further ‘credit’ and in future will be required to pay in advance. 


