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05 September 2013
Dear Parent

This letter contains important information about how to activate your Parentpay account to ensure your child is able to pay for school meals and other events and activities when they start at Oathall. As well as this you will also find enclosed information about setting up your Parentmail account so that you receive emails and text communications from the college. 

School meals and your child’s school meals account. 

Every child at Oathall is allocated their own school meals account. This will be linked to them and they will be able to access this either biometrically or by using their unique account code (on a card). 
· If you opted to use biometrics we will register your child on their first day or as soon as we have all their details on our management system. 
· If you opted for a card this will be issued to your child on their first day or as soon as we have all their details on our management system. 
If you did opt for a card and have changed your mind and would like to use biometrics instead please download and complete a biometrics consent form – these are on the college website. We recommend biometrics as we find that cards are constantly lost or damaged. We do not accept cash for any purchases at the tills in the canteen. 
Putting funds into your child’s school meals account. 

There are three methods of adding funds to your child’s account. 

1. Our recommended and most efficient method is to put funds into your child’s account by using ParentPay. Enclosed with this letter you will find your Parentpay activation letter. Please read this carefully and set up an account. Parentpay is also used by the college for collecting payments for trips and events. 
2. Each day we will also offer a cash top-up facility between 8.15 and 8.30am and at morning-break. Your child can bring along a payment in cash to add to their account at the top-up till point (Minimum payment £5). This is located at the servery window that opens out onto the reception playground. Your child will need to queue once to top-up their account and then join the queue again to make their food or drink purchases. We don’t allow top-ups at lunch break as it is too busy for our canteen staff to manage this and serve food at the same time. 
3. If you don’t use the internet we can order you a paypoint card and you can use this to put money into your child’s account at outlets that offer this facility. If you order a paypoint card it takes about 2-3 weeks to arrive so you will need to use the cash top-up facility at school until the card arrives. Please contact the college if you would like us to order you a paypoint card.  
Please note we don’t offer credit to students. However, we know from experience that there are occasions where a student’s account may not be topped up in time, or they drop their lunch, or they forget to bring in a packed lunch and so on. If this happens to your child please ask them to come to the reception office and we will ensure they get a basic meal. We do ask you to bring in the cash equivalent as soon as you can to cover the cost of the meal.

Students entitled to free school meals will automatically have their allowance put onto their account each day. If your entitlement has been accepted by West Sussex County Council you do not need to do anything to action this. 

Parentmail 
Our preferred method of sending general letters and information about the college to parents is by email. We use a service called Parentmail to do this. Enclosed with this letter you will find your unique registration codes for registering your child’s details. 
What you need to do now
· Set up a Parentpay account for your child using the unique activation information contained in this letter. 
· Once set up add funds to your child’s dinner money service on Parentpay. This will ensure they can pay for food and drink after we have set up a school meals account for them in school. 
· Set up a Parentmail account for your child by following the instructions in this letter. Please note the registration codes are only valid for 6 weeks. If you do not register within 6 weeks of receiving them please contact the college and we will send you new codes. 
If you need any further information please see the college website where you will be able to find copies of information about cashless catering. If you still have questions please contact the college on 01444 414001 or at office@oathall.org. 
Yours sincerely
Jo Godbolt
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