SOLENT

Academies Trust

&)@

Together we inspire lifelong learning, perseverance, kindness and growth,
transforming the lives of our children and families

DEBT MANAGEMENT POLICY

Scope: Trust Policy
Author: Chief Finance and Operations Officer
Name of Responsible Officer: Chief Finance and Operations Officer
Approving Committee: Finance and General Purpose
Statutory Basis: Non-Statutory Policy
Requirement to publish on website: Yes — Trust
Reviewed: May 2025
Date ratified by approving committee: July 2025
Review Period: 3 years
Review date: May 2028
RATIONALE

Company Registration No:08374351, Solent Academies Trust is a Charity and a Limited Company 1



Any money owed to any Academy or other within Solent Academies Trust has an impact on
the budget and may affect the resources we can provide for the pupils. We hope
parents/guardians and others understand this and will make every effort to avoid owing the
Trust money.

The Trust's debt recovery policy will observe the relevant financial regulations and guidance
set out in the Academies Financial Handbook and any other legal requirements.

The Trustees have determined acceptable credit settlement periods before the debt recovery
procedures are applied. The Trust will take all reasonable measures to vigorously collect
debts as part of its management of public funds. A debt will only be written off after all
reasonable measures (commensurate with the size and nature of the debt) have been taken
to recover it.

The Executive Principal/Principal/Head of School of each Academy welcomes anyone to the
contact them, to discuss any financial concerns and/or difficulties. They will also ensure that
before any action is taken the safety and wellbeing of the pupils is carefully considered.

1. CREDIT SETTLEMENT PERIODS

1.1 School trips

Payment is required in advance by cash, cheque or via online payment system within
the specified agreed timescales.

A list detailing any outstanding payments will be produced by the Admin Team at
each Academy for monitoring purposes. Should no payment be forthcoming within
the agreed timescales the debt will be reported to the relevant Executive
Principal/Principal/Head of School and the debt recovery procedure will be applied.

1.2 School dinners
Pupils - Payment is required in advance at the time of booking school meals.

Itis acknowledged that there are occasions when an upfront paymentis not possible.
In these cases, a member of staff will initially contact the parent/guardian to notify
them of the outstanding debt and request settlement within 10 working days.
Thereafter, the debt recovery procedures will be applied.

Staff - It is preferred that payment is made in advance/at the time of booking a school
meal. However, the Trust will allow a credit of £20 maximum. Thereafter, no school
meals should be ordered until payment is made. A statement of meals booked and
monies owing is available to all staff via Arbor software. The acceptable credit
settlement period in these circumstances is 10 working days. Should payment
become overdue then each individual case will be dealt with internally and will not be
subject to the debt recovery procedures.

On a monthly basis a debt report from the Arbor system will be produced by the Admin
Team at each academy to identify debts that require action to recover the debt.

1.3 Other Income
Invoices are raised for other purposes, such as lettings of academies premises.
The acceptable credit settlement period is 30 days.

On a monthly basis a debt report (aged debtors) will be produced by the Central
Finance Team to identify debts that require action to recover the debt. The debt
recovery procedures will be applied where any invoice becomes overdue by more
than 30 days.
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2. DEBT RECOVERY PROCEDURES

a.

It will be necessary to prove all reasonable attempts have been made to recover the
debt if action is to proceed further and, therefore, records will be kept of measures
taken.

For overdue debts under reminders will be sent by way of either e-mail, text message,
letter or by telephone. In the event of non-payment, the debtor will be contacted by
telephone and invited to contact or meet with the relevant Executive
Principal/Principal/Head of School to discuss repayment proposals and consider the
viability of recovery of the debt.

For overdue debts of £25 or over the following procedures will be applied.

¢ Initial overdue payment reminder
An initial reminder will be sent by way of e-mail or by telephone after 10 working
days. The debt report will record this.

In the case of 'other income' payments, debt recovery procedures will commence
with the first overdue payment letter (below).

o First overdue payment letter
If there is no response to the initial reminder, a formal letter will be issued 10
working days after the initial reminder. This letter will be signed by a member of
the Admin Team of each Academy and a copy will be retained for the records.

In the case of 'other income' payments, the debt recovery procedure will be
managed by the Central Finance Team.

e Second overdue payment letter
If there is no response to the first overdue payment letter, an additional formal
letter will be issued 10 working days later. The debtor will also be advised that the
withdrawal of any future supply of paid Academy services will be considered
unless payment is received in advance or the debt settled in full, where
appropriate. This letter will be signed by the relevant Principal. A copy of the letter
will be retained for the records.

In the case of school dinners, if a debt is not settled at this stage then the Executive
Principal/Principal/Head of School of each Academy will have the discretion to
inform the parents/guardians that they must provide their child with a packed
lunch. Where a debt is not settled and a child comes to school requesting a meal
then the parents/guardians will be contacted and asked to make alternative
arrangements for lunchtime. If the parents/guardians do not bring in a packed
lunch for their child.

e Failure to respond and/or settle a debt
If there is no response and the debt remains outstanding, the debtor will be invited
to meet the relevant Executive Principal/Principal/Head of School to discuss
repayment proposals. The possibility of negotiating repayment in instalments,
where appropriate, will be considered. A letter confirming the agreed terms for
repayment will be issued to the debtor and will be retained in the records. In the
event the debtor does not adhere to the agreement the repayment in full will be
requested.

e Legal action
If the debt is still outstanding with no repayment and/or contact have not been
forthcoming. Consideration to take legal action will be at the discretion of the
Chief Financial and Operations Officer.
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3. REPORTING OF OUTSTANDING DEBT LEVELS

a.

On a monthly basis the Admin Team of each Academy will produce outstanding
debt reports for the relevant Executive Principal/Principal/Head of School. This will
detail the total dinner money debt and will highlight any large debts and any debts
that are cause for concern.

On a monthly basis the Central Finance Team will produce an aged debtor for all
academies within the Trust which will highlight any large debts and any debts that are
cause for concern.

Total outstanding debt levels will be detailed in the management accounts and
discussed with the Chief Finance and Operations Officer on a monthly basis to ensure
all debts are managed appropriately.

4. IN THE EVENT THE DEBTOR IS UNABLE TO REPAY

a.

Each Academy may reduce or write off a debt on their individual merits in certain
exceptional circumstances. A sensitive approach to debt recovery will be
carried out, taking the following into account:

e Hardship - where repayment of the debt would cause financial hardship.
[l health — where recovery action may cause further ill health.
Cost - where recovery of the debt would cost more than the debt itself.

Loss of contact - in cases where an individual has left any Academy and there
is loss of contact.

. WRITE OFF OF BAD DEBTS

Authority to write off unpaid debts are as follows:

Up to £200 Executive Principal/Principal

Up to £1,000 Chief Finance and Operations Officer
£1001 to £5000 Risk and Audit Committee

Over £5000 Full Board of Trustees

If a debt remains unrecoverable after one year, or, if during the year, it becomes clear
that the debt will remain unpaid, the Chief Finance and Operations Officer will submit a
report to the Risk and Audit Committee for approval to write off the debt. Bad debts are
only written off when all possible procedures to ensure their recovery have been
undertaken by the Trust.
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