
APPENDIX B 

DEBT MANAGEMENT POLICY 
 

1.0 INTRODUCTION 

 

1.1 The Governing Body is responsible for ensuring that procedures are in 

place for the recovery of any outstanding debt. 

 

1.2 This policy sets out procedures for debt recovery and for the write-off of 

any debt which is deemed to be irrecoverable. 

 

2.0 POLICY 

 

2.1 Payment should be obtained as and when goods and services are provided 

wherever possible; in particular where the value of the goods and services 

is relatively small, ie less than £100. 

 

2.2 Where payment is not received at the time when the goods or services are 

delivered an invoice will be raised as soon as possible but normally within 10 

days after a debt becomes due. 

 

2.3 Invoices will require payment within 30 days from the date of issue. 

 

2.4 A reminder will be issued if no payment is received within 30 days.   

A final reminder will be issued 14 days after the initial reminder stating 

that legal action will be considered if payment is not received within 14 

days. 

 

2.5 At each Governing Body/Finance Committee meeting, the headteacher is 

required to inform the governors of any debt which is still outstanding 

after the 14 day period following the final reminder together with any 

proposed action.  This may be a referral to a debt collection agency, to 

solicitors for legal action or to write-off the debt if there is no realistic 

prospect of debt recovery being successful or if further action is not cost-

effective. 

 
 

2.6 Outstanding debt of up to £50 may be written-off by the headteacher 

provided that the appropriate follow-up action outlined above has been taken 

and the details of the debtor, amount of write-off and reason for no further 

action being taken is reported to the Finance Committee for information at 

their next meeting. 



 

2.7 Write-off of outstanding debt in excess of £50 must be approved by the 

Finance Committee following submission of details of the debt by the 

headteacher together with reasons for no further action being taken. 

 

 

APPENDIX C 
SCHOOL CHARGING AND REMISSIONS POLICY 
 

INTRODUCTION 

 

This charging and remissions policy complies with statutory requirements, 

has regard to the Authority's policy statements on charging and is reviewed 

on an annual basis. 

 

CHARGING POLICY 

 

Activities without charge 

There will be no charge for the following activities: 

 

 education provided wholly or mostly during school hours.  This includes 

the supply of any materials, books, instruments, other equipment and 

also transport provided in school hours to carry pupils between the 

school and an activity; 

 

 education provided outside school hours if it is part of the National 

Curriculum, or part of a syllabus for a prescribed public examination 

which the pupil is being prepared for at the school, or part of religious 

education; 

 

 instrumental and vocal music tuition which is part of the National 

Curriculum or the first programme in which the whole class engages 

with the KS2 Programme of Instrumental and Vocal Tuition (Wider 

Opportunities); 

 

 

 

 instrumental and vocal tuition for children in care; 



 

 entry for a prescribed public examination including re-sits provided 

that a pupil has been prepared for it at the school. 

 

Voluntary Contributions 

 

The school may ask for voluntary contributions towards the cost of school-

time activities to assist with funding subject to the following conditions: 

 

 any children of parents who do not wish to contribute will not be 

treated any differently; 

 

 where there are insufficient contributions to make the activity viable 

then the activity will be cancelled. 

 

Chargeable Activities 

 

The school may recover the full costs of the following activities but charges 

will not exceed actual cost: 

 

 educational or other activities provided wholly or mainly outside school 

hours which are not: 

 

(a) part of the National Curriculum; 

 

(b) part of a syllabus for a prescribed public examination which the 

pupil is being prepared for at school; 

 

(c) part of religious education. 

 

(note: schools may wish to specify particular activities which are 

subject to    charge.  These could include any commissioned services) 

 

 board and lodgings on residential visits (subject to  remission 

arrangements). 

 



 cost of entering a pupil for a public examination not prescribed in 

regulations, and for the cost of preparing a pupil for that examination 

outside school hours. 

 

 cost of entering a pupil for a prescribed public examination including re-

sits where no preparation has been provided by the school. 

 

 provision of instrumental and vocal tuition, which takes place during the 

school day and which has been requested by parents/carers. 

 

 day care facilities 

 

(note: schools may wish to attach a schedule of current charges as an 

appendix to the policy) 

 

Remissions Policy 

 

 There will be no charge for board and lodgings for pupils whose parents 

are receiving income support, income-based job seekers allowance, 

family credit or disability working allowance.  Charges for other 

'chargeable activities' may also be fully or partly remitted.  Details of 

any remission arrangements will be made clear when parents are 

informed of charges for individual activities. 
 


