
 

 
 
School Meal Debt Policy & Procedure 

 
This is non-statutory policy delegated for approval to the Staffing, Premises and Finance 
Committee by the Full Governing Body of Glenfrome Primary School. 
 
First adopted: November 2018 
 
History of recent reviews: 

Review Date Page Details 

November 2020   

November 2021* 3 The word ‘reasonable’ was added – i.e. debt is reducing by 
a reasonable amount. 

 
January 2024 

 Removed any reference to cost as this changes all the 
time.  

 
*This version: Approved by SPF 24th January 2024  
 

To be reviewed every 2 years or before if required 
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Meals Debt Policy for Parents 
 

Dear Parent/Carers 
 
Glenfrome Primary School will adopt a NO DEBT policy relating to school meals. 
 
If debts are incurred, then the school budget has to pay for them.  This means that money 
which should be spent on the children’s education is used to pay for any unpaid meals.  I 
am sure everybody will agree that this is unacceptable and we hope that all parents give 
this policy their full support. 
 
If you believe that you may qualify for entitlement to Free School Meals, please contact the 
office for more details.  This allowance is a statutory right and it is important that you use it if 
you qualify.  We will help you all we can with your application. 
 
School lunches must be paid for in advance using any of the methods of payment outlined 
below: 
 

• Online   

• Card payment (at school office or over the phone)  

• Send cash or cheque in a marked envelope to the school office 
 
If a parent genuinely forgets to pay in advance, the school may grant a debt allowance of 
one meal.  However this debt must be paid next day and future meals must be paid in 
advance before any meal is provided. 
 
If the debt is not cleared, parents must provide 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 
them to come to school with the money or provide sandwiches before lunch time. 
 
 
We hope that by implementing this debt policy we are able to help parents manage school 
dinner money better and at the same time ensure that all the money that is for children’s 
learning is available. 
 
Yours sincerely 
 
 
 
 
Mrs I O’Callaghan 
Headteacher 
 
 
 
 
 
 
 
 
 
 
 



Establishing a debt policy 
 

 

• A letter to parents 

• The school’s newsletter 

• The school’s prospectus 

• The school website 
 
This will ensure that all parents get the same message in a consistent way. This should be done at 
least once each year, more often when it is first introduced.  
 
Debt Policy implementation 
 

• All school lunches should be paid for in advance. 

• No child should be sent to school without their dinner money and expect to be given a meal. 

• Parents, who don’t want their child to have a school lunch, should provide a healthy packed 
lunch or arrange to take them home for lunch. 

 
Level 1 
Indicator: A child’s record shows a debt 
Check 1: is this a FSM child, are dates correct? 
Check 2: Is there a possibility that payments have not been recorded correctly? 
Check 3: Does this parent normally pay on time, is this just a one-off? 
Action: send a “Gentle debt reminder” or text. Appendix A 
 
Level2 
Indicator: A child comes to school again without the debt being paid or a packed lunch  
Check 1: is this a FSM child, are dates correct? 
Check 2: Is there a possibility that payments have not been recorded correctly? 
Check 3: Has the parent made contact? 
Action 2: Personal contact 
The office will phone the parent and ask them to bring in the money owed or bring sandwiches 
to school before lunchtime or arrange to take their child home at lunchtime.  
 
Level 3 
Indicator: The parent does not comply with any of these options.  
Check 1: is this a FSM child, are dates correct? 
Check 2: Is there a possibility that payments have not been recorded correctly? 
Check 3: Has the parent made contact? 
Action 3: send a “Strong debt” letter Appendix B 
 
Level 4 

      Indicator: The parent consistently does not comply with any of these options.  
Check 1: is this a FSM child, are dates correct? 
Check 2: Is there a possibility that payments have not been recorded correctly? 
Check 3: Has the parent made contact? 
Action 3: Head teacher will make contact with the family and inform them that the legal team 
may be contacted.   
 
 
 
 

• If a parent/guardian makes arrangements to pay and the arrears reduce each week, 
then there is no requirement to send the above letters.  As long as the outstanding 
arrears are reducing by a reasonable amount and future school meals are paid for in 
advance, school meals can continue to be provided. 

• Copies should be kept of all letters sent 
 



 

Date 

Name/Address         

 

 

Dear  ……………… 

Re: School Meal Payments for ………………………… 

Our records show there is dinner money outstanding for your child. 

As at  xx/xx/xx your account is showing a debt of £x.xx     

Please arrange for this money to be paid immediately. Once the debt is cleared please 
ensure the account is always in credit. 

Payment can either be brought in to school in a named envelope, you can pay at the office 
with card/cash or you can pay online through your Eduspot login. If you are having 
difficulties with this, please contact the school office who will help you to access your 
account. 

If you have any queries regarding these arrears, please contact the school office 
immediately. 

Yours sincerely, 

 

 

Head teacher 

Glenfrome Primary School 


