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This policy takes guidance from the DFE Policy – ‘Charging for School Activities’ which has been 

recently revised and Local Authority guidance on school lettings. Sections 449-462 of the Education 

Act 1996 set out the law on charging for school activities in schools maintained by local authorities in 

England. This guidance complements the information given in “A Guide to the Law for School 

Governors” (Chapter 23) and reflects the terms of the Education Act 1996.  

This Policy will be reviewed on an annual basis by the School’s Local Governing Body and will be 

adjusted in line with new Government or Local Authority recommendations. It sets out the School’s 

position on charges, remissions and lettings. 

 

Voluntary Contributions and Responsibilities of Staff 

Nothing in legislation prevents a Governing Body or Local Authority from asking for voluntary 

contributions that would benefit the School or any School activities and the School will invite parents 

and others from time to time to make voluntary contributions to enable the provision of activities and 

visits which may not otherwise be possible. If the activity cannot be funded without voluntary 

contributions, this will be made clear to parents at the outset. The Governing Body or Headteacher 

will make it clear to parents that there is no obligation to make any contribution. No student will be 

excluded from an activity because his or her parents are unwilling or unable to pay. However, if 

insufficient voluntary contributions are raised to fund a visit, it may not go ahead. Staff organising 

visits should make this clear to parents. Staff organising a trip will make it clear to parents at the 

outset what their policy for allocating places on the visit will be.  

 

Activities outside of normal lesson times and not within the National Curriculum (ranging from visits 

abroad to school matches) are classed as ‘optional extras’. Parents may be asked to meet the full 

cost of these activities. In the case of residential experiences, every effort will be made to offer value 

for money but the cost might be quite high. It is intended that School-based extra curricular activities 

should be free or very low cost. The School will do its best to offer assistance or remission of 

charges in any case where there is hardship.  
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For activities during normal School hours and/or within the National Curriculum, parents may be 

asked to make a voluntary contribution to cover the cost of the activity to enable it to go ahead. Each 

year, such visits are likely to include visits to museums, gardens and topic related workshops. The 

costs of visits will vary according to the trip.  

When making requests for voluntary contributions to School funds, parents will not be made to feel 

pressurised into paying as it is not compulsory. The School will ensure that direct debit or standing 

order mandates are not sent to parents when requesting for contributions (as opposed to a charge 

where this is allowed by law).- amend as necessary 

Voluntary contributions can be requested for any of the school's activities. There is no obligation to 

make a contribution, and no pupil will be treated differently if no contribution is forthcoming. Parents 

will, however, be reminded that the failure to raise sufficient contributions to cover the cost of the 

activity may cause the activity to be cancelled. Voluntary contributions invited from parents will not 

include a share of the cost of remission for any pupil for whom the governing body agrees to remit 

the charge, nor will they include any element other than those directly related to substantive costs 

incurred in providing the activity. 

Parents may be asked to meet the costs of private music tuition in full, where tuition is given either to 

an individual student or to students in small groups. General fundraising and sponsorship may be 

used to permit additional activities. 

 

Charging Structure 

For residential courses during the time of normal School hours, parents can be asked to meet the 

full cost of board and lodging, and to make a voluntary contribution towards any travel expenses. 

The School will meet the costs for students whose parents receive the income support benefits, 

where it is still possible for the visit to go ahead. The School will do its best to offer assistance and 

remissions in any case where there is hardship.  

Parents may be charged for some or all of the cost of damage to School property where this has 

been intentional. Parents will be expected to meet some or all of the cost for replacing lost or 

damaged books or equipment.  

Activities and Visits  

If the number of School sessions taken up by the visit is equal to or greater than 50% of the number 

of half days spent on the visit, it is deemed to have taken place during normal School hours (even if 

some activities take place late in the evening). Whatever the starting and finishing times of the day, 

regulations require that a school day be divided into two sessions: a ‘half day’ means any period of 

12 hours ending with noon or midnight on any day. Time spent on travel counts in this calculation if 

the travel itself occurs during School hours. Activities during normal School hours may only involve a 

request for a voluntary contribution; parents may be charged an amount to cover the costs incurred 

to the School for activities mainly taking place outside of School hours.  

Parents may be asked to make a voluntary contribution towards activities taking place during School 

time, or towards activities which are a necessary part of the National Curriculum, or towards 

activities that form part of the School’s basic curriculum for Religious Education. Parents will be 

asked to meet the full cost of optional extra activities that occur outside of normal School hours, 

where these activities are not a necessary part of the National Curriculum. Parents will be asked to 

meet the full cost of board and lodging, and to make a voluntary contribution towards travel 

expenses for residential visits which fall, in the main, during normal School sessions. Students 

whose parents are receiving the following benefits should not be prevented from taking part in any 

School activity or trip that is open to other students: 

• Income Support (IS); 

• Income Based Jobseekers’ Allowance (IBJSA); 
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• support under part VI of the Immigration and Asylum Act 1999; 

• Child Tax Credit, provided that Working Tax Credit is not also received and the family’s 

income (as assessed by Her Majesty’s Revenue and Customs) does not exceed the limit set 

by HMR&C 

• the guarantee element of State Pension Credit 

• any similar income related employment and support allowances introduced by the 

Government. 

Any charge made in respect of individual students will not exceed the actual cost of providing the 

optional extra activity, divided equally by the number of students participating. It will not include an 

element of subsidy for any other students wishing to participate in the activity whose parents are 

unwilling or unable to pay the full charge.  In calculating the cost of optional extras an amount may 

be included in relation to: 

• any materials, books, instruments, or equipment provided in connection with the optional 

extra; 

• non-teaching staff; 

• teaching staff engaged under contracts for services purely to provide an optional extra, this 

includes supply teachers engaged specifically to provide the optional extra; and 

• the cost, or a proportion of the costs, for teaching staff employed to provide tuition in playing 

a musical instrument, where the tuition is an optional extra. 

In cases where a small proportion of the activity takes place during School hours, the charge will 

include the cost of alternative provision for those students who do not wish to participate.  Therefore 

no charge will be made for supply teachers to cover for those teachers who are absent from School 

accompanying students on a residential visit. Participation in any optional extra activity will be on the 

basis of parental choice and a willingness to meet the charges. Parental agreement is therefore a 

necessary pre-requisite for the provision of an optional extra where charges will be made. 

When the School informs parents about a forthcoming visit, the member of staff leading the trip 

should make it clear that parents who can prove they are in receipt of income support benefits will 

be exempt from paying the cost of board and lodging. However, where voluntary contributions would 

not cover the cost of a visit, it would be likely that the visit would be cancelled where the trip was not 

an essential element of the curriculum.  

Music Tuition 

The law states that all education provided during school hours must be free, but music lessons are 

an exception to this rule. The Education and Inspections Act 2006 introduced a regulation-making 

power which allowed the Department for Children, Schools and Families to specify circumstances 

where charging can be made for music tuition. The Regulations, which came into force in September 

2007, provide students with greater access to vocal and instrumental tuition. Charges will be made 

for teaching either an individual student or groups of any appropriate size (provided that the size of 

the group is based on sound pedagogical principles) to play a musical instrument or to sing.  

Charges may only be made if the teaching is not an essential part of either the National Curriculum 

or a public examination syllabus being followed by the student(s).  

 

Extended Schools –  

Provide information here re charges e.g Breakfast Club etc e.g. 

Carnagill Primary School provides a term time only wraparound school childcare service for children 

in FS2 to Year 6 year olds at Carnagill Crew Before & After School Club’.  Parents will be charged 

for use of the service and the session times and charges are as follows: 

 

Full morning session including breakfast    - 7.50am until start of school at 8.50am  -    5.00 
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Afternoon session - 3.15pm until 4.30pm   -   £5.00 

Afternoon session – 3.15pm until 6pm (including a light snack)-   £9.00 

 

Non Attendance or Cancellation 

 

If a place is cancelled with less than 24 hours notice, parents will still be charged. If a child is 

collected late there will be a charge of £10.00 plus an additional £10 for every 15 minutes late. For 

holidays taken in term time a retainer of £10.00 per week will be applicable in order to continue to 

hold a full time (am and pm) place in Carnagill crew. If only part time place is held, a reduction in the 

retainer will be made. Note: late payment may incur additional charges 

 

Free School Meals  

For information on free school meals where applicable please see the School Office Manager. 

Where there is entitlement to a Free School Meal the lunchtime supervision charge will be waived for 

the sessions that the Free School meal applies. 

 

School Nursery 

On site Nursery provision is teacher led and takes place every morning in term time between 8.50am 

and 11.50am. Most parents use their universal entitlement of 15 hours of free childcare a week and 

name the school as the provider to receive funding for this. This funding is received the term after a 

child is 3. If a parent has a 30 hour code, the school offer afternoon sessions to make up the hours 

to 30. 

 

If a parent would like to use the Nursery provision during the afternoon sessions and is not entitled 

to a 30 hour code, the charges are as follows: 

 

 

    Afternoon session – 11.50am to 2.50pm - £12 (£4 per hour) 

 

In addition to this, parents can also access the following sessions at an additional cost: 

Lunchtime – 11.50 to 12.50pm - £4 

Extend the day – 2.50pm to 3.15pm - £2 

 

 

LETTINGS – No lettings currently 

 

Charges for lettings will be reviewed annually by members of the Finance Committee and will be in 

line with those in the North Yorkshire County Council Schools’ Finance Manual. Lettings will be 

based upon the following principles:  

 (i) the School’s premises represent a significant capital investment and should be fully utilised 

 (ii) the premises are a valuable community resource 

 (iii) educational usage constitutes the main priority 

 (iv) a profit margin would be welcome when derived from private or commercial usage but is not 

the objective when facilitating educational activity by designated users.   

New applicants wishing to use the School premises will be vetted, as appropriate to their request, 

before a contract with them is offered. Full contact details will be required and the Local Authority’s  

terms and conditions relating to such contracts will apply for lettings and hire of the premises.  

All formal hiring of the School’s premises, including those for which no charge is made, shall be 

documented by the School’s Finance Assistant. Hirers must complete an appropriate hire 

agreement/lettings form and will receive a copy of the conditions of hire. The hire agreement is a 

contract which Governors may enforce in law. 
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In arriving at the charges for lettings and hiring of the premises, the School will use the following 

principles:  

 (i) statutory users will be charged an amount commensurate with the costs incurred to the 

School 

 (ii) designated users will be charged no more than the cost incurred 

 (iii) private users will be charged on a cost plus income margin to enable income generation 

that can contribute towards wear and tear incurred and the replacement of 

furnishings/equipment, enabling the sustainability of lettings and hire 

 (iv) there will be parity of treatment for similar users 

 (v) overall, the cost of letting School facilities should be recovered from users. 

For the purpose of charging, the Governing Body, Headteacher, or member of staff to which this 

duty is suitably delegated, will be empowered to determine to which group any particular individual 

or organisation belongs. The basis of charging will be determined by the purpose for which a letting 

is arranged as per the Local Authority’s guidelines. Charges are available on request from the 

School’s Finance Office and will be reviewed each year. The Governing Body reserves the right to 

require a deposit over and above the hiring charge as provision against damage to the premises 

(including any equipment) or the premises being left in an unacceptable condition, necessitating 

additional costs for cleaning, caretaking or other expenses. The School will seek to recover any 

costs incurred which were unavoidable and resulted directly from a cancelled letting. The School will 

not always employ a continuous caretaking presence during lettings, but the Governing Body 

reserves the right to insist upon this where the nature of the hiring may leave the School vulnerable 

to theft or damage. 

The Governors will review and update the lettings and room hire charges each year. Increases will 

take account of the rise in caretaking staff pay and any other relevant, inflationary rises of which the 

School is informed by the Local Authority or supplier of a service relevant to the letting.  

The School’s Governing Body will be mindful of their responsibilities in safeguarding the School from 

bad debt. Therefore, payment at the time of booking will be the preferred option. Cheques or cash 

are both acceptable and, in all cases, official receipts will be issued. The School will allow the 

extension of credit to local organisations and individuals where they are satisfied that these are 

credit worthy. The School reserves the right to withdraw credit facilities where prompt payment is not 

received. In all cases, where credit is extended, an official invoice will be issued. The Governors will 

not normally extend credit for lettings where the invoice value is less than fifty pounds (£50). The 

Finance Officer will refer any queries or concerns regarding the creditworthiness of person(s) or 

groups wishing the hire the premises to the Finance Manager or Headteacher.  

Value Added Tax 

The Governors are constrained by law to apply value added tax to all transactions where  

 

 

 

Lettings Policy  
 

 

Adoption  

The Governing Body of Carnagill Primary School at their meeting on 10 th May 2018 adopted the hire 

arrangements policy as set out in this document.  
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Introduction  

The Governing Body is committed to ensuring the efficient use of the school’s premises and making 

them available for use by the local community.  

However, the overriding aim of the Governing Body is to support the school in providing the best 

possible education for its pupils, the promotion of equality and opportunity and the community 

cohesion of the local area. Any hiring out of the premises to outside organisations will be considered 

with this in mind.  

 

Definition of a Hire Arrangement  

A hire arrangement may be defined as:  

“Any use of the school buildings or grounds by parties other than the school and its partners. This 

may be a community group (such as a local football team) or a commercial organisation (such as a 

local “Weight Watchers” branch).”  

The following activities fall within the day to day business of the school and are not considered to be 

hire arrangements.  

• Governing body meetings  

• Extra-curricular activities arranged by the school for pupils  

• Parents meetings  

• PTA meetings  

 

The costs arising from these uses are therefore a legitimate charge against the school’s delegated 

budget.  

 

Types of Hire Arrangements  

The school will only use the school building for :  

 

• School Hire Arrangements for activities for pupils or their parents/carers that provide 

educational benefit to pupils that the school wishes to subsidise;  
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Priority for Hire Arrangements  

 The following hire arrangements are especially encouraged:  

 

• Educational activities open to school pupils and their families  

 

The following activities are not considered appropriate for hire arrangements as they are either well 

provided for in the local area, are not deemed to be compatible with the ethos of the school or are 

not able to be accommodated within the school’s facilities:  

• [insert any types of use that conflict with the school improvement plan, local priorities, etc i.e. 

commercial activities with little potential to generate income or support the school, events 

selling alcohol or promoting gambling]  

  

 

Conduct of Users  

The Hirer shall be present at all times during the hire and shall be responsible for the maintenance 

of good order; special attention shall be given to:  

 

• The behaviour of those in attendance;  

• The interests of residents in the neighbourhood so that they are not disturbed or caused any 

inconvenience;  

• Other functions being held elsewhere on school premises so that they are not interfered with;  

• All those in attendance vacating the premises in an orderly manner and by the finishing time 

as stated on the application form.  

 

Smoking is not allowed within the school’s perimeter.  

Animals, other than Guide Dogs, are not permitted anywhere on the school premises except with the 

express approval of the Governing Body.  

 

Indemnity and Insurance  

Neither Dales Academies Trust nor the school shall be liable for any injury or damage to persons or 

property upon its premises (so far as they are legally able to do so) sustained during the hire.  

The Hirer shall agree to indemnify Dales Academies Trust, its employees and agents and the school 

against all actions, proceedings, claims, damages, awards or costs in respect of loss, damage, 

death or personal injury during the period of hire or before or after that time unless such death or 

injury occurs as a result of the negligence or breach of duty of Dales Academies Trust, the school or 

their agents or employees.  

The Hirer must be covered by public liability insurance policy with a minimum limit of £5 million 

including damage to the premises and its contents. It shall be necessary to produce documentary 

evidence of the cover when booking.  

The Governing Body may at its discretion waive this requirement where the Hirer is an individual or 

small informal group of individuals (not using the school buildings for commercial or business 

purposes) who do not fall within the following definition and are not able to obtain public liability 

insurance:  

 

• Members of any club, association or society which operates by subscription or entry fee;  

• Any charity or individual organisation, carrying on business with a view to profit.  

 

 

Appeals Procedure  
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If a Hirer has a hire arrangement application rejected or agreement withdrawn they have the right to 

appeal to the Governing Body.  

The appeal should be made in writing and will be presented at the next full meeting of the Governing 

Body.  

The Hirer will be informed of any action and/or decision taken by the Governing Body.  

The Governing Body’s decision is final.  

 

Complaints Procedure  

If a Hirer is dissatisfied with any aspect of the service they have received, they should at the earliest 

opportunity attempt to resolve this with the staff at the school. Every effort will be made to resolve 

disputes between parties quickly and effectively.  

In the event of a dispute, the complainant should proceed as follows:  

1. The relevant member of staff should be contacted to try to resolve the problem.  

2. If the matter cannot be resolved satisfactorily, the Headteacher should be contacted.  

3. If the matter remains unresolved, the complaint must be submitted in writing to the 

Headteacher.  

4. Where the Headteacher has failed to satisfy the complainant, the Governing Body (or a 

committee or an individual governor where delegated to do so) may review the case.  

 

Having exhausted the steps above, all unresolved disputes or differences shall be referred to a 

single arbitrator who shall be determined by the school’s Governing Body.  

 

Policy Review  

This policy is due for review on March 2023 

 

 

 

 


