
Appendix 4: Charging Policy for the Supply of Goods and Services 

1. Introduction  
1.1 The purpose of this policy is to ensure that, during the school day, all children have full 
and free access to a broad and balanced curriculum. We do not charge for any activity 
undertaken as part of the National Curriculum. 

All education during school hours is free, with the exception of individual or group music 
tuition.  

2. Trips  
Reference to section 13 will guide staff as to what can be charged for in a school trip. To 
cover any other costs, a voluntary donation can be requested.  

When organising school trips or visits that enrich the curriculum and educational experience 
of the children during the school day, the school invites parents to contribute to the cost of 
the trip or visit. These charges will be based on the actual cost of the trip divided by the 
number of pupils participating.  

All contributions are voluntary. However, if we do not receive sufficient voluntary 
contributions, we may have to cancel a trip or visit. If a trip goes ahead, it may include 
children whose parents have not paid any contribution. We do not treat these children 
differently from any others.  

If a parent wishes their child to take part in a school trip or event, but is unwilling or unable to 
make a voluntary contribution, we do allow the child to participate fully in the trip or activity. 
We ask parents who are having difficulty in paying to speak with the Headteacher/Business 
Manager in confidence. They will be asked to make a reduced contribution and/or given the 
opportunity of paying by our instalment scheme to spread the cost.  

Support for cases of hardship will come through voluntary contributions and fundraising. 
Sometimes the school pays all or part of the costs in order to support the visit. This money 
could be from earlier fundraising, donations or the PTA.  

The following is a list of the type of activities organised by the school, for which we usually 
ask for voluntary contributions from parents. This list is not exhaustive:  

• visits to museums;  
• sporting activities which incur transport expenses;  
• outdoor adventure activities;  
• visits to the theatre;  
• travel to school trips for geography, science or environmental education;  
• musical events;  

 
The principles of best value will be applied when planning activities that incur costs to the 
school and/or charges to parents.  

3.  Residential visits  
Reference to section 13 will guide staff on whether a charge can be made for a school trip. 
To cover any other costs, a voluntary donation can be requested. 

If the school organises a residential visit in school time or mainly school time, which is to 
provide education directly related to the National Curriculum, we do not make any charge for 
the education. However, we do make a charge to cover the costs of board, lodging and 
travel expenses. If parents are experiencing financial difficulty they are invited to speak in 
confidence to the headteacher. 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4. Optional Music tuition  
All children study music as part of the school curriculum. We do not charge for this. 

There is a charge for individual or group music tuition if this is not part of the National 
Curriculum.  

Where a peripatetic music teacher teaches an individual or small group, we make a charge 
for these lessons in line with costs set by the music service, or the peripatetic teachers. We 
provide parents with information about additional music tuition including the costs, in 
advance. A commitment for these lessons must be made with full payment in advance 
before lessons can be booked.  

5. Swimming 
The school organises swimming lessons for all children during their time in Key Stage 2. 
These take place in school time and are part of the National Curriculum. We make no 
charge for this activity. We inform parents when these lessons are to take place, and we ask 
parents for their written permission for their child to take part in swimming lessons.  
 

6. Optional Activities Out of School Hours  
The school offers a variety of clubs after school time, run and organised by the school, 
parents or outside organisations. There is a charge for these sessions which aims to cover 
the direct costs of putting on the sessions. Parents are invited to sign up for these in 
advance. Where school staff run an activity in preparation for an event or performance 
where children are representing the school, the school will decide for each activity whether it 
is appropriate to charge.  
Where a charge is attached to the running of an out of hours activity, providers will be asked 
to consider a reduced, half price rate, for disadvantaged pupils to ensure we maintain the 
fully inclusive character of the school.  

7. Damage or Loss to School Property  
A charge will be levied in respect of wilful damage, neglect or loss of school property 
(including premises, furniture, equipment, books or material), the charge to be the cost of 
replacement or repair, or such lower cost as the Headteacher may decide.  

A charge will be levied in respect of wilful damage, neglect or loss of property (including 
premises, furniture, equipment, books or materials) belonging to a third party, where the cost 
has been recharged to the school. The charge to be the cost of replacement or repair, or 
such lower cost as the Headteacher may decide.  

8. Supply Teachers – Recovery Costs  
Where possible, supply teachers costs will be recovered from outside agencies. Details will 
be passed to the School Business Manager, who will issue an invoice. 
 
Where supply teachers are employed to cover lessons for teachers who are taking part in 
optional extra activities, the full cost should be included in the overall cost of the activity and 
recovered as part of the contribution from parents.  

9. Freedom of Information Act and Publication Scheme  
The school will provide single copies of documents made available under our publication 
scheme free of charge. For multiple copies we reserve the right to make a charge to cover 
any postage and photocopying costs incurred.  

We reserve the right to refuse to supply information requested under the Freedom of 
Information Act where the cost of doing so exceeds the statutory maximum, currently £450. 
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In calculating the cost of supplying the information Staff costs will be calculated at £25 per 
hour. When calculating the cost of supplying the information, we will take account of the 
costs of determining whether the information is held, locating and retrieving the information, 
and extracting the information from other documents. We will not take account of the costs 
involved with considering whether information is exempt under the Act.  

If a request would cost less than the limit, we will only charge for the cost of informing the 
applicant whether the information is held, and communicating the information to the 
applicant (e.g. photocopying, printing and postage costs) Photocopying charges are 1p per 
sheet.  

Where we intend to charge a fee for complying with a request for information then the school 
will give the person requesting the information notice in writing (the “fees notice”) stating that 
a fee of the amount specified in the notice is to be charged for complying.  

Where a fees notice has been given to the person making the request, we will not comply 
with the request unless the fee is paid within three months of the notice being received.  

Where it is found that a request for information made under the freedom of information act is 
exempt, the school will contact the enquirer to inform them that the information is exempt 
and why. If the information is already available through the school publication scheme the 
enquirer will be informed and directed as to where to find the information.  

Please refer to School Freedom of Information Policy for further details.  

10  Lettings  
7.1 The school may make its premises available to outside users at a charge of at least the 
cost of providing the facilities. The scale of charges will be determined annually by the 
Resources sub-committee.  

11. Miscellaneous  
The Headteacher, Resources Committee or Governing Body may levy charges for 
miscellaneous services up to the cost of providing such services, e.g. providing a printed 
copy of an Ofsted Report.  

12 Remissions Policy  
If the parent/guardian of a pupil is in receipt of income support, income based jobseeker’s 
allowance, support under part VI of the Immigration and Asylum Act 1999; or Child Tax 
Credit (providing that they do not receive a Working Tax Credit and have an annual income, 
assessed by the Inland Revenue, of more than the minimum prescribed threshold), charges 
in respect of board and lodging will be remitted in full.  

The Headteacher, Finance and Premises sub-committee or Governing Body may remit in full 
or part charges in respect of a pupil, if it feels it is reasonable in the circumstances.  

The Headteacher, Finance and Premises sub-committee or Governing Body may decide not 
to levy charges in respect of an particular activity, if it feels it is reasonable in the 
circumstances.  
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13: Can we Charge for an Activity? 

The overriding policy is that ‘Education provided in school hours must be free’. This includes 
materials/ equipment and transport.  

School hours’ is defined as either of the two school day sessions (these will change if our 
school day changes): 
 9:00 – 12.00 or 1:10 – 3:15/3:30 

Where the flowchart refers to ‘Parents receiving benefits’ the qualifying benefits are:  
o Income support 
o Income-based jobseeker’s allowance 
o Support under Part 6 of the Immigration and Asylum Act 1999  
o Child Tax Credit (providing that they are not entitled to Working Tax Credit 
and have an annual income, assessed by Her Majesty’s Revenue and 
Customs  
o The guaranteed element of State Pension Credit  
o And income-related employment and support allowance  

A charge for an activity cannot exceed the cost for that pupil for that activity.  

Where the chart shows that we cannot charge for an activity, then we can still ask for a 
voluntary donation.  

• Governors should make it clear that the contributions are voluntary 
• Children of parents who do not contribute must not be treated differently 
• Voluntary donations can exceed the amount needed for that child to perform the 

activity. 
• If there are not enough voluntary donations then the activity must be cancelled.  

 
To decide if you can charge for an activity, follow the flowchart below:  
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1.7 
 

 School activities charging flowchart: 
      Is it music tuition 

  

 

Yes   No  Is it a residential trip? 

 

 

Is it part of the     No          Yes 

National   

Curriculum 

     Is it in school hours?       Is it within school time?   

                                                                        Ask whether most of the ‘Activity’     A How many school sessions are missed (either 

No  Yes   excluding travel takes place within      8.50 – 12.15 or 13.10 – 15.15) 

     the school day ie 8.50-12.15 and      B How many ½ days are taken up by the activity 

     13.10-15.15        If A is greater than B/2 then it is in school time.  

  

Can charge  

      Yes   No     No    Yes   

                    

         Is it necessary 

         For part of the National curriculum    Cannot charge for  education 

         or for RE       Cannot  charge for travel  

       Yes 

Cannot charge 

         No        Do parents receive  benefits  

               As described above 

       Can Charge for Education and travel   

 

            Yes      No  

 

 

          Cannot charge    Can charge 

For  board and lodgings  For Board and lodgings

9:00 – 12.00 or 1:10 – 3:15/3:30)

9:00 – 12.00 or 1:10 – 3:15/3:30


