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School Meals Debt Policy                         
 
 
This policy has been written to help your school adopt a consistent approach to debt 
incurred by parents whose children take school dinners.  It provides clarity and 
consistency in managing the debt and will also help parents clearly understand what is 
expected of them.  
 
There will occasionally be the decision to be made about whether a child should be 
refused a meal in school if they have not paid.  However, the school meals service is no 
different than any other business and the meals must be paid for by someone. 
 
Parents should be able to relate to the situation that they cannot take their child to a 
restaurant and expect them to be given food without paying. Yet a minority of parents in 
the school expect the school to provide food for their children without paying for them. 
The Free School Meals system is there for parents who cannot afford school meals, 
there should be no reasons for non-payment.  
 
It is very time consuming for the kitchen staff to continually chase parents for money - by 
letter, phone call or in person.  It is also highly embarrassing for all concerned and 
occasionally it can have a negative affect on our relationships with families.  
 
TCS education Catering Ltd feel that a system that works best is a ‘zero tolerance’ 
approach.  We understand that it may seem a very hard stance as there has been a 
culture of debt tolerance and that this will be tough to implement.  However, it will 
become easy to maintain once parents realise schools can only offer free meals to 
children whose parents qualify for FSM entitlement. Every other meal must be paid for.  
Our dinner money system highlights debt immediately so keeping track will be easy. 
 
 
TCS make parents aware of this policy in the following ways: 
 
 

• A flyer in the introduction, ‘welcome to school meals’ envelope 

• Letters sent home in child’s book bag 

• Letters posted to home address 

• Telephone contact 
 

 
This will ensure that all parents get the same message in a consistent way.  This will be 
done at least once each year, more often if required. 
In cases where the school is unable to give us the parent contact details, TCS will supply 
a letter to the school for it to be posted to the parent by the school 
 
 



 
                                                    
Key Information 
 

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

be given a meal 
3. Parents who don’t want their child to have a school lunch, should provide a 

healthy packed lunch, failure to do this becomes a safeguarding issue and the 
school safe guarding lead must be informed. 

4. The child will be refused a meal if payment has not been made and there is a 
persistent debt.  
In this case it is not appropriate for the child to be sent into the dinner queue as it 
may cause the child distress. At this point the issue becomes the 
responsibility of the school, who will make the decision to contact the 
parent or sign to say they will cover the cost of the meal for that day. 
The back dated debt is the responsibility of TCS Education Catering Ltd, but 
cooperation with the school in communicating to parents is expected.  
The school will be made aware of this so that the child can be sent to reception 
and his/her parents informed by a school representative and asked to bring in a 
packed lunch. If the school is unable to contact the parent then the school may 
want to sign for the meal to cover payment as per the school duty of care.  

 
 

 
Debt policy implementation 
 
Level 1 
Indicator: A child’s account goes into debt 
Check 1 is this a FSM child, are dates correct? 
Check 2 is there a possibility that payments have not been credited? 
Check 3 does this parent normally pay on time, is this just a one off? 
 
Action 1:  

• Send a ‘Gentle debt reminder’  
 
Level 2 
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 credited? 
Check 3 has this parent made contact? 
 
Action 2: Personal contact 

• Someone will phone the parent to ask them to either bring the money into school or 
bring a packed lunch in before 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 credited? 
Check 3 has this parent made contact? 
 
Action 3: send strong debt letter  
The school will be informed of the situation in case they are aware of extenuating 
circumstances, asked if they would like to sign to agree payment for this meal, if not a 
final letter will be sent to home address informing them that meals will not be provided. 
School will check that the child does not come in to dinner and has a packed lunch as 
per school duty of care.  
 
 
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 credited? 
Check 3 has this parent made contact? 
 
Action 4: bring in outside agencies 

• LA to advise, small claims court, social services 
 



 
School Meals Debt Policy 

 
TCS Education Catering Ltd adopt a NO DEBT policy relating to the school meals. 
 
If you believe that you may qualify for entitlement to Free School Meals please contact 
www.gov.uk/apply-free-school-meals or speak to your school office for more details.  This 
allowance is a statutory right and it is important that you use it if you qualify.  All children in 
reception and key stage one are entitled to a Universal Free School Meal but if you believe they 
qualify for an income related free school meal please encourage the parent to apply as this 
generates additional funding for the school.  
 
School lunches must be paid for in advance using any of the methods of payment outlined below: 
 

• Online at Arbor Account, https://portal.squidcard.com or  www.parentmail.co.uk 
 
 
If a parent genuinely forgets to pay in advance, TCS will grant a debt allowance of one meal.  
However this debt must be paid next day and future meals must be paid in advanced 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. 
 
If payment of the debt is not received, TCS will inform the head teacher who may decide to pay 
for the meal or contact the parent to bring in a packed lunch.  
 
Social services may also be informed that these parents are not carrying out the responsibility of 
care by not providing food for their children at lunchtime. 
 
We hope that by implementing this debt policy we are able to help parents manage school dinner 
money better. 
 
If you have any concerns please don’t hesitate in contacting me. 
 
Email: gill@tcsinfo.co.uk 
Phone: 01474 555503 
 
Yours sincerely 
 
 
 
Gill Russell 
Contract Manager 
Total Catering Solutions (SE) Ltd 
 
 

 

http://www.gov.uk/apply-free-school-meals
https://portal.squidcard.com/
http://www.parentmail.co.uk/


New Starter Letter 
 
 

 
 
Dear Parent or Carer, 
 
Welcome to TCS Education Catering Ltd, who are the caterers at                    School.  
We would like to take this opportunity to inform you of the procedure for the payment of school 
dinner money. 
School lunches for Key Stage 1 and reception class are currently free, Key Stage 2 will cost         
£        daily or £     for the week.  
Payment is very easy, simply; 
1 Book and pay for your child’s meals online at Arbor  https://portal.squidcard.com or  
www.Parentmail.co.uk  
2 Send in the dinner money on a Monday or the first day of the school week. 
3 Put the money or cheque in an envelope clearly marked with your child’s name, class, and the 
days he/she would like to come to lunch and the amount of money enclosed. 
4 Make cheques payable to TCS Education Catering Ltd and put your child’s name, class and 
school on the back. 
If we do not receive payment in advance we will not be able to serve your child with a meal 
so it is important that you remember to send in the money on the correct day. 
 
Thank you for your cooperation in this matter. 
Yours Sincerely, 
 
Gill Russell 
 
Contract Manager 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://portal.squidcard.com/


1. Gentle Debt Reminder Slip 

 

 

                         
 
Date…………………………………                                 
 
Child’s Name…………………………………………….. 
 
Class ………………………………………………………. 
 
Dear Parent 
We did not receive payment for your child’s school lunches today, it is possible that your child did 
not hand the payment to the teacher or it may be in his/her classroom but unfortunately it has not 
been received. 
 
You currently owe £………………. . Please could you arrange to send the money in to the school 
kitchen tomorrow so that we can clear your debt. 
 
The cost is £       per day (£      per week) and should normally be paid in advance on a Monday 
or the first day of the school week or term. 
 
Thank you for your co-operation 
 
 
TCS Cashier 
Contact details -  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Letter home. 
                                                                                                 

The Parent/Carer of:                                                                         
 
School Name and Address: 
 
 
 
 
Date: 
 
Dear Parent/Carer 
 
I understand from our cashier at:                 that you currently owe £       for 
school lunches provided to your child/children recently. 
 
Please be advised that TCS Education Catering Ltd operate a strict no debt 
policy and therefore will be unable to provide any more meals for your 
child/children until payment has been made. 
 
Payment via your Arbor Squid Account. www.portal.squidcard.com or Parentmail 
Acct.  
 
For other methods of payment please contact me on:                                
Or our head office on:  01474 555503 
  
Please arrange for a payment to be made by…………………………… In the 
meantime please could you provide a packed lunch until the outstanding 
debt is cleared.  
 
If you have difficulty paying for school meals you could be entitled to Free 
School Meals. Please contact the school for further details. 
 
Thanking you in anticipation. 

 
Yours sincerely 
 
 
 
 
On behalf of TCS Education Catering Ltd 
 

http://www.portal.squidcard.com/


3 Strong Letter 
 

                                                                                          
 

Kent Space 
Fleet House Suite 7 

Springhead Road 
Northfleet 

Kent DA11 8JN 

     
Name and Address of school 
 
 
Date 
 
Dear  
 
I understand from our cashier at _________ School that you currently owe 
£…………. for school lunches provided to your child from (date)  
 
Despite several attempts to contact you the balance is still unpaid, and payments 
must be made to the school kitchen by Monday (date) to clear the account.  
 
If we do not receive contact from you by this date your child will not be 
given a school meal.   
 
Please be advised that unless full payment is received the company will 
refer the matter to a debt collecting agency and the matter will be brought 
to the attention of the safeguarding lead at the school as it is your duty of 
care to ensure your child is provided with a meal. 
 
You can contact me at the above address, or by telephone on 01474 555503                    
Or by email at       _____@tcsinfo.co.uk to discuss payment. 
 
 
Yours sincerely, 
 
 
TCS Education Catering Ltd 
 

mailto:_____@tcsinfo.co.uk

