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1. INTRODUCTION  
 
1.1 The school has a responsibility to its parents, employees and as a part of a Charitable Trust, to act at 
all times with financial propriety and to ensure the long-term financial position of the school.  
The purpose of this policy is:  
 To ensure that potential debtors are aware of the school’s debt management policy and of the actions 
it will take.  

 To provide the Management Team and Financial Controller with direction and support when dealing 
with debtors.  
 
1.2 It is self-evident that the collection of fees is vital to the financial wellbeing of the School and it is 
important to have policies in place to deal with collection, arrears, non-payment and debt recovery. It is 
equally important and, more so with the implementation of legislation and the litigious society that we 
live in, that the School’s terms and conditions related to the collection of fees and fees arrears are 
clearly laid down in the Parent contract.  
 
1.3 Michael Hall School requires that parents/guardians pay the fees on or before the first day of the 
academic year unless they have signed up to our direct debit system or will be paying termly (termly 
payment attracts a 5% surcharge). In practice, most parents/guardians sign up to the direct debit system. 
However, there will be a minority who will require constant and sustained chasing and it is important to 
have proper procedures to do this. It is also important that deadlines are set and adhered to so that the 
defaulting parent/guardian is left in no doubt about their obligations and that the School intends to see 
that obligation discharged.  
 
2. METHODS OF PAYING SCHOOL FEES  
 
2.1 The School facilitates the following methods of paying School fees:  
 
A. The school’s preferred method of payment is via our direct debit scheme. This sees the annual fees 
split over 10 direct debit payments commencing 5th September and running through to 5th June. Any 
‘extras’ invoiced will be split over 3 monthly payments. 
 
B. We do also accept payment via an online transfer, cheque or bankers draft annually or termly in 
advance (termly attracts a 5% surcharge). 
Payment may be made by cheque or bank transfer and is to be made payable to Michael Hall School.  
 
C. Fees in Advance  
We do not accept payment of fees in advance of future school years. 
 
3. METHODS OF CREDIT CONTROL  
 
3.1 Graduated Response  
The key to effective credit control is ensuring there is a graduated response from gentle written 
reminders through meetings, to exclusion of the child and court orders. Of equal importance any action
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taken by the School must be constant, sustained and consistent underpinned by a transparent procedure 
that is documented in the Parent Contract.  
 
3.2 Exclusions Policy  
 
Also, it is important that Governors agree on an exclusions policy. It is usual when fees have not been 
paid for one term that pupils should not be allowed to return at the start of the next term. Ultimately, it 
may be the only practical outcome is to recommend exclusion and referral to legal proceedings to 
recover the debt.  
 
3.3 Penalties and Inducements  
 
In addition, offering either penalties or inducements or both can be effective in ensuring parents pay on 
time; thereby, not becoming a problem requiring drastic measures such as exclusion and court 
proceedings. Many schools impose quite high interest charges on late payments, calculated on a daily 
basis, with some limited success.  
 

4. FEE DEBTORS PROCESS  
 
4.1 Bearing in mind the above principles, the following Fee Debtors Process is to be followed: 
 
Stage Nature of Document/Action Action by Timing Remarks 

1 Terms and Conditions spelt 

out in Parents’ Contract 

Admissions At point of offer  

2 First contact with 

parents/guardians, normally 

via email reminding them to 

make payment 

Accounts Office After 7 days of 

start of term 

 

3 Contact with 

parents/guardians, normally 

via email reminding them to 

clear outstanding balance, 

also informing them that no 

additional expenses such as 

trips, music lessons, etc., 

should be incurred if the 

account isn’t brought up to 

date within 7 days. Interest 

can also be applied on the 

overdue balance from this 

point and a late payment fee 

of £50 to be applied to the 

account 

Accounts Office After 14 days of 

start of term, or 

default of direct 

debit payment 

 



DEBTOR POLICY  
Published: Spring Term 2017 

   

3 Owner: Financial Controller  Review Date: Spring Term 2018 

 

4 Second contact demanding 

payment within 7-days and 

advising that a meeting with 

Financial Controller and 

General Management Team 

may be required. 

Financial 

Controller 

Within a month 

from first 

contact 

 

5 Final contact, assuming no 

payment and non-compliant 

regarding meeting above - 

consideration now being given 

to exclusion of child at the 

end of the term and matter to 

be put immediately in hands 

of solicitors 

Financial 

Controller and 

General 

Management 

Team 

  

6 

 

 

 

Local Solicitors or Debt 
Recovery Agent will be 
instructed to pursue the debt 
 
 
 

Local Solicitor 

 
 
 

 

 
 
 

 

 
 
 

 
4.2 Clearly, it is hoped that the outstanding amount is actually cleared at the earliest possible stage 
therefore negating the need to progress to the next step. Meticulous record keeping is essential and, at 
each stage, copies of letters and emails are kept on a debtors file and notes recorded of any phone calls 
that may have occurred.  

 
4.3Only the General Management Team, as delegated by the Trustees, has the authority to exclude a 
pupil. A debtor does not have the right of appeal if a pupil is excluded for non-payment of school fees as 
this is a contractual obligation on behalf of the debtor and the debt will still be due and collected.  
A debtor will also be automatically charged £15 as an administrative fee for any returned cheques or any 

BACS or standing orders not processed. 

5. CONSUMER CREDIT ACT 

5.1 The school has structured its direct debit payment arrangements over 10 months in order to make 

use of the relevant exemption under the Consumer Credit Act (as ‘credit brokerage’ would not be 

applied). This requires that interest or other charges cannot be added to the repayment instalments 

under the deferred payment arrangement (if this agreement is broken, default charges can be applied).If 

we were to increase the monthly payments to 12, a credit license would be required. 
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6. FINANCIAL ASSISTANCE  
 
6.1 Notwithstanding the above procedure, it may become evident that within the late payers there will 
be parents with genuine financial difficulties. Where there is a genuine problem the award of a reduced 
fee may be appropriate. Nevertheless, even in these circumstances it may not be in anyone’s interest to 
allow a debt to accumulate with no immediate hope of recovery. In these circumstances it may be 
appropriate to place a voluntary ‘charge’ with interest on the parents’ property, if possible. That way 
the child can continue at School and the debt will eventually be paid sooner or later, but this could only 
be utilised in exceptional circumstances. 
 
7. REPORTING & WRITE-OFF PROCEDURE  
 
7.1 Reporting  
The Financial Controller is responsible for reporting information regarding late payers to the General 
Management Team; specifically to report the total outstanding amount and, in respect of debts which 
have been outstanding for longer than a term, precise details of how the bill has been progressed to 
date.  
 
7.2 Action Taken  
The General Management Team may then choose to make recommendations about the next steps 
regarding the outstanding debt if the above Fee Debtor Process appears not to have worked effectively.  
 
7.3 Write-Off Limits and Procedure  
Ultimately, the General Management Team may decide that the outstanding amount is irrecoverable and 
choose to write-off the bill. The Financial Controller has the delegated power to write off any bill for 
fees for less than £500; any bill for fees above this amount is to be submitted to the General 
Management Team for write-off and the decision minuted accordingly. 
 
8. CONCLUSION  
 
8.1 There are some parents who put their children into an independent school knowing that they cannot 
afford the fees in the belief that, once in the School and bearing in mind ‘public benefit’ rules, the child 
will be provided with financial support throughout by the School. Whilst this policy will be difficult to 
apply in all circumstances it is a fact that schools with proper credit control procedures, backed by a 
policy of exclusion, have fewer problems with debt. It is therefore vital that this policy and procedures 
are adhered to and regular updates are provided to the General Management Team and Council of 
Trustees on the management of debts. 
 

 

 


