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DINNER MONEY COLLECTION POLICY 
 

Any outstanding dinner money remaining at the end of the school year becomes a financial liability to the school. The 

money lost absorbing dinner money debt is money that we would have preferred to invest in children’s learning. 

Therefore, the school will take reasonable steps to ensure this money is recouped. 

 

In collecting any outstanding debts we will follow a step by step procedure. The time lapse between the steps will 

normally be one week. This could vary depending on factors such as the level of debt and the time period within a 

term. 

 

Parents 

Note that the term parents in this policy includes carers, guardians and anyone with parental responsibility. 

 

Staff 

This policy also applies to school staff. 

 

Universal Free School Meals 

Children in Reception to Year Two are entitled to a free school meal each day which is paid for by the government. No 

families will be expected to pay for such meals. This includes packed lunches for school visits and special meals, such as 

Christmas dinner. 

 

Free School Meals (Pupil Premium eligible) 

For the period during which a child is entitled to free school meals, no payment will be expected. However, any dinners 

taken before or after this period of entitlement will need to be paid for. 

 

Prevention 

• In order to prevent debts accumulating, dinner money should be paid in advance – ideally on the Monday of 

the week the child is receiving that meal.  

• Children will not be able to take a lunch without payment. 

• The school will periodically send reminders to parents to ensure that dinner accounts on Arbor have sufficient 

credit. 

• As a guide, and to allow families to plan, the Wistaston Weekly will include the amount for school dinners for 

the next whole half-term and for one lunch a week for the whole half-term. 

 

Illness 

• If pupils are reported as being absent at the beginning of the school day then no payment will be expected for 

their school dinner. 

• If a pupil goes home for any reason after 10am, the dinner payment will be taken. This will also apply if a pupil 

has ordered a school dinner and brings in sandwiches. 

 

Refunds 

Refunds may only be made for credits at the end of a child’s time at Wistaston Church Lane or if/when school lunches 

are no longer required. 

 

Emergency School Meals 

If a child forgets their packed lunch and is given a school meal, parents must pay for that meal by the end of the school 

week (except for children in receipt of free school meals). The school will contact parents as soon as possible to explain 

the situation.  

 

Debt Collection 

As soon as a child’s account goes into arrears, reminders will be sent along with a statement of your child’s account 
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where appropriate. 

 

Step One 

A text message/email will be sent to those with parental responsibility stating how much your child owes. Payment will 

be requested within seven days. 

 

Step Two 

A letter is generated using the Arbor system and sent via email along with a full statement of the account. This is called 

a Debt Collection One letter. This letter requests that the money is repaid or an appointment is made with the School 

Business Manager to discuss repayment within seven days. 

 

Step Three 

If payment has not been received and neither has an appointment been made to discuss the debt with the School 

Business Manager (or if there has not been a satisfactory outcome to this meeting), a Debt Collection Two letter is 

generated using the Arbor system and sent home to those with parental responsibility. This letter requires full payment 

to be made as a matter of urgency, or an appointment to be made with the Principal to discuss repayment within seven 

days.  

A phone call home will be made to anyone with parental responsibility. 

 

Step Four (or if the debt reaches £25) 

The Debt Collection Letter Three will be sent home which will also state that no more school lunches are to be taken 

until payment is made in full within seven days. The School Office will ensure that this is adhered to and if the children 

arrives at school without a packed lunch, parents will be contacted by telephone. If parents continue to send their 

child/children to school without a lunch, social services may also be contacted as it is a duty of care for parents to 

provide food for their children at lunchtime. If no reasonable arrangement has been made to repay the amount owed, 

the school reserves the right to commence legal proceedings against parents to recover the debt. 


