
 
 

1 Income / debt will be managed and collected in accordance with procedures 

set by the Director of Finance, Property & Performance, in consultation with 

Directorate Management Teams (see Appendix – Debt Management 

Escalation Protocol). 

 

2 The Governing Body is responsible for the collection of income and the 

management of debt relating to the school, and must adopt any procedures and 

targets set by the LA for the reduction of outstanding debt.  

 

3 All schools should have an escalation procedure to ensure effective debt 

management, similar to that shown in the Appendix. 

 

4 The Finance Committee may write off debts to a limit of £100 and the 

Governing Body may write off debts to a limit of £250 For amounts greater 

than this, approval is required from the Local Authority. 

 

5 When there are disputes relating to debts internal to the LA, these shall be 

resolved by the Director of Finance, Property & Performance and the Head of 

Legal Services, after the debt has been outstanding for more than six months. 
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Appendix – Debt Escalation Protocol      
      

 
Service 

Provided 

Invoice 

Raised 

Reminder 

1st 

Recovery 

Letter 

2nd 

Recovery 

Letter 

<£50 
>£50 
<£20
0 

>£20
0 
<£5K 

>£5

K 

Referral to 
Collection 
Agency for 
40 days 

Referral to 

Collection 

Agency 

for 40 
days 

Referr

al to 

Legal 

Small 

Claim

s 

Court 

Write off 

Write off 

Paid 

Paid 

Write off 

Paid 

Paid 

Credit controllers to 

attempt to contact 

customer prior to 2nd 

letter Invoice raiser has 
21 days to stop 
next step 

13 Days = 34 days total 

21 days 

21 days  = 55 days total 

Time limit to be agreed 

21 days = 76 days 

total from 2nd letter 

to referral 

Paid 

Paid Paid 


