RICHMOND HILL PRIMARY ACADEMY
PARENTPAY MEAL BOOKING GUIDE FOR PARENTS

If you would like your child to have a daily school provided hot meal you must complete your
booking on Parentpay at least 5 days in advance.
Even if your child is in receipt of Doncaster Council Free School Meals (FSM) or Universal Free School
Meals (UFSM - applicable to all Reception/Y1/Y2 pupils), bookings need to be made in the same way,
but for these pupils there will be no charge.
If you have not booked your child’s meals please provide a packed lunch from home.
Please email finance@richmond.doncaster.sch.uk if you are unable to login to ParentPay.
If you pay for meals, the cost of the booked meals will be added to your basket. You will have two
hours from the time of booking the meal to pay. If payment is not received after two hours,
ParentPay will cancel the booking and you will restart the booking process.

1. When you login to Parentpay click on ‘Make Bookings’

2. Click ‘Make or View Bookings’ for the week - this must be done at least 5 days in advance.
You can book as many weeks in advance as you wish.

3. The full week’s menu will appear – for each day click on the main meal box and the dessert
box to make the selection.
You must commit to meals on Monday-Thursday with the only exception being Fridays as
we recognise that some children do not include fish in their usual diet. If you do not wish to
make a selection on Fridays only, then please provide a packed lunch from home.

4. Then click on ‘Confirm Bookings’
Payments must be made within 2 hours of making your menu selection.

FSM/UFSM
If your child is in receipt of Free School Meals or is in Reception/Y1/Y2 and is eligible for Universal
Free School Meals then no payment is required.

