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Mission Statement 
Inspiring and achieving lifelong learning in a welcoming  

Catholic community. 

 



 

 

Safeguarding Statement 

At St Elizabeth Catholic Primary School, we respect and value all children and are committed to providing a 

caring, friendly and safe environment for all our pupils so they can learn, in a relaxed and secure atmosphere. 

We believe every pupil should be able to participate in all school activities in an enjoyable and safe 

environment and be protected from harm. This is the responsibility of every adult employed by,or invited to 

deliver services at St Elizabeth Catholic Primary School. We recognise our responsibility to safeguard all who 

access school and promote the welfare of all our pupils by protecting them from physical, sexual and emotional 

abuse, neglect and bullying. 

 

Equality statement 

As a school we are committed to ensuring that equality principles are embedded within all school policies 

and procedures, as we endeavour to: 

• Eliminate discrimination, harassment and victimisation. 

• Promote equality of access and opportunity within our school and within our wider community. 

• Promote positive attitudes to difference and good relationships between people with different 
backgrounds, genders, cultures, faiths, abilities, sexual orientation, and ethnic origins. 

 
School Values 

As a Catholic school with a strong Christian ethos we actively support and promote a value-based 

education. By living out our 4Rs – Relationships, Resilience, Responsibility and Respect, we encourage the 

whole school community to: 

• Think about and reflect upon positive Christian, British and Universal values 

• Experience how living out these values impacts on themselves and others, in school, in the wider 
community and in the world 

• Instil a sense of belonging to the school, the local community, the country they live in and the wider 
global community 

• Inspire individuals to choose their own positive personal social, moral and spiritual values 

• Promote an inclusive school ethos and a learning climate that will raise aspirations and achievement 

• Raise self-esteem and encourage children to take more responsibility for their own behaviour and 
learning 

 

British Values 

At St Elizabeth’s, the school recognises and promotes the fundamental British values of democracy, the rule of 

law, individual liberty, and mutual respect and tolerance of those with different faiths and beliefs. Through this 

provision of SMSC, the school will: 

• enable pupils to develop their self-knowledge, self-esteem and self-confidence; 

• enable pupils to distinguish right from wrong and to respect the civil and criminal law of England; 

• encourage pupils to accept responsibility for their behaviour, show initiative, and to understand how they 

can contribute positively to the lives of those living and working in the locality of the school and to society 

more widely; 

• enable pupils to acquire a broad general knowledge of and respect for public institutions and services in 

England; further tolerance and harmony between different cultural traditions by enabling students to 

acquire an appreciation of and respect for their own and other cultures; 

• encourage respect for other people; 

• and encourage respect for democracy and support for participation in the democratic processes, 
including respect for the basis on which the law is made and applied in England. 

 
Data Protection 

The General Data Protection Regulation (GDPR) ensures a balance between an individual’s rights to privacy 

and the lawful processing of personal data undertaken by organisations in the course of their business. It aims to 

protect the rights of individuals about whom data is obtained, stored, processed or supplied and requires that 

organisations take appropriate security measures against unauthorised access, alteration, disclosure or 

destruction of personal data. 

The School will protect and maintain a balance between data protection rights in accordance with the 

GDPR. This policy sets out how we handle the personal data of our pupils, parents, suppliers, employees, 

workers and other third parties. 

Changes to data protection legislation will be monitored and further amendments may be required to this 

policy in order to remain compliant with legal obligations. 

All members of staff are required to familiarise themselves with its content and comply with the provisions 

contained in it. Breach of this policy will be treated as a disciplinary offence which may result in disciplinary 

action under the School’s Disciplinary Policy and Procedure up to and including summary dismissal 

depending on the seriousness of the breach. 



 

 

Purpose of policy 

To ensure that: 

• Reasonable measures are taken to collect debts 

• Only after reasonable measures have be taken will the debt be written off. 

Aims: 

• To ensure all reasonable measure to taken to collect debt, prior to debt 

being written off. 

• To ensure the relevant financial regulations and guidance set out in the Scheme 

for Financing Schools and any other legal requirements are followed 

Definition 

To ensuring that debt write offs are kept to a minimum by taking all reasonable steps 

to recover money owed to the school. However, there will be situations where the debt 

recovery process fails to recover all or some of the debt and in such cases, the debt 

needs to be recommended for write off. The writing off of debts, should only be 

considered where appropriate recovery action has been exhausted or a cost benefit 

analysis indicates this to be uneconomic. 

 
1. General requirements 

 
St Elizabeth Catholic Primary School will take all reasonable measures to 

vigorously collect debts as part of its management of public funds. A debt will be 

written off only after all reasonable measures (commensurate with the size and 

nature of the debt) have been taken to recover it. The school’s debt 

management policy will observe the relevant financial regulations and guidance 

set out in the Scheme for Financing Schools and any other legal requirements. 

In particular: 

• The formal agreement of the Local Authority’s Director of Finance and 

Resources (Section 151 Officer) will be obtained before a debt exceeding 

£1,000 is written off. (If any debtor has a number of debts, which together 

exceed the write-off limit, then these will be treated as a total amount). 

• Debts greater than £10,000 can only be written off by the Executive 

member for finance on advice of the section 151 officer. 

• A formal record of any debts above £1,000 written off will be maintained 

and this will be retained for 7 years (the form of this record is specified 

below). 

•  The school will not initiate any legal action to recover debts, but will refer 

any debts which it has not been able to collect (unless a decision to 

write- off the debt is deemed a reasonable course of action) to the 

Council’s Legal Services section to consider taking legal or other action 

to recover the debt. 



 

 

1. Acceptable ‘credit period’ 
 

Invoices 

In general payment for all goods and services supplied by the School should be 

collected in advance or at least within 30 days upon receipt of an invoice. 

 
Breakfast and After School Care 

As per the agreement and offer letter signed by the parent/carer, we recommend        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. Should the child no  longer 

require a place the parent/carer is to advise the School office at least one week in 

advance, otherwise the parent/carer is still liable for charges. Should the  parent/carer 

fall into arrears, the club will withdraw the child’s place. 

 
School lunch 

We recommend that payment is made a minimum of one week in advance and a 

credit balance is maintained at all times. The parent/carer can decide at the 

beginning or end of the term only if they want to change to/from school lunch / 

packed lunch and cannot change in between. Should the parent/carer fall into 

arrears and fail to make a payment within a reminder letter, a further letter will be sent 

advising the parent/carer that child will no longer be entitled to a school lunch and 

that they should send their child to school with a packed lunch. Failure  for the 

parent/carer to provide their child with a packed lunch may result in involving the 

school’s child protection officer. 

 
2. Reporting of outstanding debt levels 

 

The Executive Headteacher/Head of Admin will ensure that the level of outstanding 

debt is regularly monitored. Suitable records will be maintained to detail individual 

debts and the total value of debt to the school. 

 
3. Debt Recovery Procedures 

Where payment from the parent/carer has not been received within the above  

acceptable credit period the following process should be applied. 

 
First ‘overdue payment’ reminder letter 

An initial reminder letter will be sent home requesting the account be credited with 

one week’s full amount by the Wednesday of that week. Warning that their    child’s 

club/lunch will be cancelled. 

 

Second ‘overdue payment’ reminder letter (WARNING LETTER) If full payment is not 

received by that Wednesday, Letter Two will be sent home on Thursday advising their 

child’s Breakfast Club/After School Care /School Lunch place has been cancelled. A 

payment or a repayment plan must be made by Friday. A follow up phone call will be 

made to the parent/carer, as they will need to make other arrangements. 



 

 

Third (FINAL) ‘overdue payment’ reminder letter (combined amount 

equalling £50plus) 

If by the following Monday no payment or response is made, Letter 3 will be 

sent home advising this is a Final reminder and payment must be received 

immediately otherwise the Council’s Legal Service will be contacted. 

 
a. Staff Debt Recovery 

Staff debts can accumulate from staff school lunches they have taken. 

A letter will be put in their pigeon hole on the Monday advising of the 

debt. By the following Monday if the debt is still outstanding the same 

letter will be handed to them in person in the strictest of confidence and 

a school lunch will not be provided until the debt is paid in full. A Final 

letter will be hand delivered to a member of staff before the end of their 

employment advising their debts will be deducted from payroll. 

 
4. 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 School 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 Executive Headteacher/Head of Admin. 

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 

Executive Headteacher/Head of Admin will decide whether any debtor who 

has been granted extended settlement terms will not be offered any further 

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



 

 

 
5. Costs of debt recovery 

 

Where the school incurs material additional costs in recovering a debt then 

the Headteacher will decide whether to seek to recover such costs from the 

debtor. The debtor will be formally advised in writing that they will be 

required to pay the additional costs incurred by the school in recovering the 

debt. This decision and its basis will be recorded and reported to the Finance 

& Premises Committee. 

 

 

              Debt Management Process 

 

 

 

 

 

 

 

 

 

 

 

Monday - Check all      accounts 

Letter 1 goes out to all  parents with arrears 

All debts over £10 are also followed by a phone call 

Wednesday - check debt  account 

Letter 2 goes out to all  parents still in arrears 

Followed by phone call  advising parent that the 
issue has been escalated 

Friday - check debt    account 

Letter 3 goes out to all    parents still in arrears 

Followed by a phone call 



 

 

Process to cease at payment stage 

If a payment plan to recover a debt is required - please use the sample 

attached. Ensure the parent signs one copy in agreement and returns to the 

School Office and it is kept on file. 

 
Dear    

 

 

Following our conversation regarding the outstanding debt for Breakfast 

club/After, School Care/School lunch payments, please find below repayment 

schedule in order to clear your account. 

 
Balance outstanding £ xxx 

 
Repayment week commencing 

XXXXXXXXX  

Repayment week commencing 

XXXXXXXXX  

Repayment week commencing 

XXXXXXXXX  

Repayment week commencing 

XXXXXXXXX 

Can you please sign and return one copy of this letter showing agreement to the  

proposed repayment schedule. 

Repayments need to be made at the school office/ via bank transfer. 

Until the outstanding debt is cleared, your child will not be able to attend Breakfast 

club/After School /School lunch. 

If you need to discuss this matter further, please do not hesitate to contact us on 

the   above number. 

Yours sincerely,  

 

Ms Ceri Walker 

 

Head of Admin 

 

 

 

 



 

 

Letter One 

 
I am writing to remind you that according to our records, you have arrears on your 

child’s Breakfast club/After School Care/School lunch account. In order for your 

child to continue to attending Breakfast /After School Care/ School lunch it is 

important to keep your account in credit. 

Our records show that for your child: 

 

 
<consumer forename/> <consumer surname/> Class:<class/> 

at <date/> your debt is <balance/><b> 

 
Please arrange for this to be paid by DATE. You have two ways to make payment. 

You can pay directly at our school office, on ParentPay, or by bank transfer. 

You can check your account balance at any time by asking the office staff. 

Non-payment affects the quality of service we are able to offer to the children 

therefore we need to ensure that all payments are up-to-date. Once the debt is 

cleared please ensure the   account is always in credit. 

If you have any queries regarding these arrears, or if you have difficulty making 

payment,   please contact me at the School Office to discuss this further. 

 

 
Yours sincerely,  

 

Ms Ceri Walker 

Head of Admin 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Letter Two 

 

 
Our records show that despite numerous reminders, you have still not made 

payments on 

Breakfast Club/After School Care/School lunch account for your child: 

 

 
<consumerforename/> 

<consumersurname/> Class: <class/> 

 

 
As a result there Breakfast club/Tea-time club/School lunch place has 

now been cancelled. 

As at <date/> your account is showing a debt of <balance/> 

Please arrange for this money to be paid immediately or contact the school to 

arrange a payment plan, otherwise non compliance may result in Legal action. 

Once the debt is cleared please ensure your child’s Breakfast club/ After 

School Care/School lunch account is always in credit. 

You have two ways to pay the outstanding amount: 

1. Pay directly (by ParentPay) at the school office by speaking to one of the 

office staff. This will be logged in the pay book. 

2. Bank transfer. 

No matter how you pay you can check your account balance at any time by 

contacting the school office. 

If you have any other queries regarding these arrears, please contact me 

the School Office to discuss. 

 

Yours sincerely,  

 

Ms Ceri Walker 

Head of Admin 

 

 

 

 

 



 

 

Letter Three – FINAL REMINDER 

 

It has been brought to my attention that despite numerous reminders there is still 

an outstanding balance on your Breakfast club/After School Care/School lunch 

account for: 

<consumerforename/><consumersurname/> Class: <class/> 

As at <date/> your account is showing a debt of <balance/> 

 
Please arrange for this money to be paid by (FRIDAY and date) the latest. Your 

account will be checked on Monday morning and should the account be 

showing an outstanding balance or you have not contacted the school to 

arrange a payment plan; the council’s Legal services will be contacted 

 
Once the debt is cleared and should you wish your child to resume Breakfast 

club/After School Care/School lunch, please contact the School Office to 

discuss regular payments. 

 
You have two ways to pay the outstanding amount: 

1. Pay directly (by ParentPay) at the school office by speaking to one of the 

office staff. This will be logged in the pay book. 

2. Bank transfer. 

 
No matter how you pay you can check your account balance at any time by 

contacting the school office. 

If you have any other queries regarding these arrears, please do not hesitate to 

contact the School Office. 

 
Yours sincerely,  

 

Ms Ceri Walker 

Head of Admin 

 

 

 

 

 

 



 

 

RECORDS OF DEBTS WRITTEN OFF 
 

 

DEBTOR Details of 

Debt 

 

Amount (£) Invoice 

reference and 

date (where 

applicable). 

Authorisation of 

write off – name 

and signature 

of the 

authorising 

individual and 

date. Cross 

reference to 

entry in the 

accounts 

where 

applicable. 

Reason for 

write-off 

(including brief 

details of 

measures 

taken to 

secure 

payment - as 

appropriate). 

 

      

      

      

      

      

      

      



 

 

 


