
 

 

Muswell Hill Primary School 

School Meals Payment Policy 

 
 

 

 

 

 

Agreed by the Governing Body: May 2020 

Review: May 2021 

 

 
Electronic signature 
Dan Salem  
Chair of Governors 
May 2020 

 

1 
Muswell Hill Primary School 



 
PURPOSE  

The purpose of this policy is to make it clear how payment is made for school meals and to 

ensure a consistent and fair approach to any debt accrued by parents/carers whose children 

take school meals.  

We are sure that parents/carers can relate to the situation that, just as they can’t take their 

child to a restaurant for a meal without paying, neither should they expect the school to 

provide food for their child that has not been paid for.  The free school meals system is 

there for those who cannot afford school meals and we actively encourage all 

parents/carers who are eligible to apply for their entitlement. 

The school budget has to fund any outstanding debts that cannot be recovered which 

directly affects the amount of money that is available to provide education for all children. It 

is also very time consuming for the office staff to chase parents for money, by letter, phone 

call or in person.  It is also embarrassing for all concerned and occasionally it can have a 

negative effect on our relationships with parents/carers. 

Therefore, the Muswell Hill Governing Body feel that ‘zero tolerance’ approach to debt 

should be taken. 

The school will make parents aware of this policy in the following ways: 

● a letter to parents/carers 

● reminders in the school newsletters 

● the school website. 

This will ensure that all parents/carers get the same message in a consistent way.  This will 

be done at least once a year, more often when it is first introduced.  All parents will be 

provided with a copy of this policy when their child joins the school. 

 

PROVISION OF SCHOOL MEALS 

All children in Reception, Year 1 and Year 2 are entitled to a universal free school meal for 

which there is no need to complete a form. 

However, you can apply for free school meals if your child attends a Haringey school and 

you receive one of the benefits shown below:  

● Income Support 

● Income-based Job Seekers Allowance 

● Income-related Employment and Support Allowance (ESA (IR))  

● Child Tax Credit (providing your assessed annual income is less then £16,190, and 

you are not entitled to any Working Tax Credit) 

● Guaranteed element of State Pension 
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● Credit Universal Credit provided that you have an annual net earned income of less 

than £7,400 (616.67 per month) 

● If you are supported by NASS under Part V1 of the Immigration and Asylum Act 1999. 

You must provide your NASS number.  

We encourage you to apply for the Free School Meals (FSM) entitlement even if your child is 

in Reception or Years 1 or 2 and automatically receives a free school meal.  If you fulfil any 

of the criteria listed above, and are entitled to Free School meals, the school can benefit 

from Pupil Premium. This is extra money paid directly to schools to support the education of 

children of parents and carers on a low income or those from military families. 

School meals are available to pupils in years 3 to 6 at a cost of £2.60 per day (September 

2020) or at no cost to those in receipt of Free School Meals. 

The school meal menu is displayed on the school website. 

If you would like your child to have school meals please contact the School Office and let 

them know.  If your child has school meals and decides that they no longer want them we 

ask you to give us a half term’s notice, i.e.  you would continue paying for the meals until 

the next half term or end of term whichever is the closer.  Please pay for meals in advance, 
on a weekly, monthly or termly basis. The payment of school meals is made through our 

online payment system – ParentPay. When you join the school, you are given details on how 

to set up a ParentPay account; if you have any queries please contact the School Office who 

will be pleased to help you. 

 

HOW TO APPLY FOR FREE SCHOOL MEALS 

You can apply for free school meals via the online form at the following link:  

https://www.haringey.gov.uk/children-and-families/schools-and-education/school-applicati

on-forms/free-school-meals-fsm-and-clothing-grant#apply 

or you can collect a copy of the form from outside the School Office and give it to a member 

of the School Office Team. 

 

KEY INFORMATION REGARDING THIS POLICY 

1. All parents will be provided with a copy if this policy when their child joins the 

school. 

2. All school lunches must be paid for in advance. 
3. No child should be sent to school with no money in their ParentPay account and 

expect to be given a meal. 

4. Parents/carers who do not want their child to have a school lunch should provide a 

healthy packed lunch. 
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MANAGEMENT OF SCHOOL MEAL DEBT  

In order to be fair and transparent we will apply the following procedures in all cases of 

non-payment of school meals debts: 

Level 1 Indicator - A child’s account goes into debt 

● Check 1 – has this child been approved for FSM and are the dates correct? 

● Check 2 – is there a possibility that payments have not been credited to the 

ParentPay account? 

● Check 3 – does this parent/carer normally pay on time and is this just a one-off? 

Action 1 – Send a ‘gentle debt reminder’ email/letter – see Appendix A for example 

 

Level 2 Indicator - A child comes to school again without the debt being paid or without a 

packed lunch 

● Check 1 – has this child been approved for FSM and are the dates correct? 

● Check 2 – is there a possibility that payments have not been credited to the 

ParentPay account? 

● Check 3 – has the parent/carer made contact with the school following receipt of our 

‘gentle debt reminder’? 

Action 2 – The School Office will phone the parent/carer to ask them to either settle the 

debt on ParentPay immediately or bring a packed lunch before lunchtime 

 

Level 3 Indicator – The parent/career does not comply with any of these options 

● Check 1 – has this child been approved for FSM and are the dates correct? 

● Check 2 – is there a possibility that payments have not been credited to the 

ParentPay account? 

● Check 3 – has the parent/carer made contact with the school following receipt of our 

‘gentle debt reminder’? 

Action 3 – A strong debt reminder will be sent – see Appendix B for an example, this will be 

the final letter and it will come from the Headteacher 

 

Level 4 Indicator:  The parent/carer consistently does not comply with any of these 

options 

● Check 1 – has this child been approved for FSM and are the dates correct? 
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● Check 2 – is there a possibility that payments have not been credited to the 

ParentPay account? 

● Check 3 – has the parent/carer made contact with the school following receipt of our 

‘gentle debt reminder’? 

Action 4 – We will bring in outside agencies. 

 

We very much hope that it will not be necessary to regularly use this system for debt 

management and that all parents/carers will understand the need to pay for meals in 

advance and develop their own systems for ensuring that their ParentPay account is in 

credit. 

Thank you in advance for your co-operation and understanding. 
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APPENDIX A – EXAMPLE LETTER 

‘GENTLE DEBT REMINDER’ 

 

Dear Parent/Carer of 

Class: 

SCHOOL MEAL ARREARS 

This is a reminder that, according to our records, you have arrears on your child’s school 

meal account. 

Our records show that at DATE your debt is AMOUNT. 

In order for your child to continue to receive school meals, it is important to keep your 

account in credit at all times. 

Please arrange for the amount stated above to be paid today. Please also add an additional 

£12.50 to pay, in advance, for school meals for the week ahead. 

In the meantime, please provide your child with packed lunches until the outstanding 

account has been paid.  

Please pay using ParentPay using the login details you created when setting up your 

account. You can check your account at any time by logging in. 

If you have any queries regarding these arrears, please contact the School Office. 

With thanks in advance for your co-operation. 

Yours sincerely 

 

School Office 
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APPENDIX B – EXAMPLE LETTER 

‘STRONG DEBT REMINDER’ 

 

Dear Parent/Carer of 

Class: 

SCHOOL MEAL ARREARS 

This is a reminder that, according to our records, you have arrears on your child’s school 

meal account. 

Our records show that at DATE your debt is AMOUNT. 

Your debt has already been outstanding for more than seven days. We would therefore 

ask you to make immediate payment.  If you are unable to do so please provide your child 

with packed lunches until your account has been settled. 

If this amount continues to be unpaid, the School Office will contact you to discuss any 

queries and arrange a payment schedule.  

Please note that payment for school meals should be made in advance for the week ahead 

(£12.50), and that your account should be in credit at all times.  

Please pay using ParentPay using the login details you created when setting up your 

account. You can check your account at any time by logging in. 

If you think that your child may be entitled to free School Meals, please contact the School 

Office. 

Yours sincerely 

 

Headteacher 

 

 

7 
Muswell Hill Primary School 


