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Mission Statement
MAY WE BE ONE
In purpose – educating for life in all its fullness
In faith – encountering God who lives among us, calling us to unity
In dignity – nurturing confidence and maturity
In community – striving together for justice, love and peace
In providing the best possible education and facilities the school must sometimes look to parents and carers for
financial support if they would like to purchase enhanced provision, such as peripatetic instrument lessons, for their
child. The school curriculum also offers, from time to time, additional opportunities, such as trips, that are in
addition to those associated with the formal curriculum. Together with parents we will work to provide the
outstanding resources as we work to nurture confidence and maturity.
1.

Key points
School governing bodies and local authorities, subject to the limited exceptions referred to in this advice,
cannot charge for education provided during school hours (including the supply of any materials, books,
instruments or other equipment).
Schools must ensure that they inform parents/carers on low incomes and in receipt of the benefits listed on
page 6 of this document of the support available to them when being asked for contributions towards the
cost of school visits. St Edward’s do this on each individual visit.

2.

Who does the policy apply to?
The policy applies to all staff, parents/carers/students and Governors of St Edward’s School

3.

School Charging

a/

Education
School governing bodies and local authorities, cannot charge for:
•

an admission application to any state funded school (paragraph 1.9 (n) of the ‘School Admissions Code 2012’
rules out requests for financial contributions as any part of the admissions process);

•

education provided during school hours (including the supply of any materials, books, instruments or other
equipment);

•

education provided outside school hours if it is part of the national curriculum , or part of a syllabus for a
prescribed public examination that the student is being prepared for at the school, or part of religious
education;

•

instrumental or vocal tuition, for students learning individually or in groups, unless the tuition is provided at
the request of the student’s parent/carer;
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• entry for a prescribed public examination, if the student has been prepared for it at the school; and
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• examination re-sit(s) if the student is being prepared for the re-sit(s) at the school .
Schools and local authorities can charge for:
•

any materials, books, instruments, or equipment, where the student’s parent/carer wishes him/her to own
them;

•

optional extras (see page 4);

•

music and vocal tuition, in limited circumstances (see page 5);

•

community facilities (under s.27(1) of the Education Act 2002)

It should be noted that ‘part of the National Curriculum’ is not restricted to learning outside the classroom
experiences that are specifically subject based (e.g. geography or science fieldwork) and include, for example,
activities designed to fulfil requirements under the National Curriculum ‘inclusion statement’ (e.g. developing
teamwork skills).
However, if a student fails, without good reason, to meet any examination requirement for a syllabus, the fee can
be recovered from the student’s parents/carers.
b/
Optional Extras
Charges may be made for some activities that are known as ‘optional extras’. Where an optional extra is being
provided, a charge can be made for providing materials, books, instruments, or equipment. Optional extras are:
• education provided outside of school time that is not:
a) part of the national curriculum;
b) part of a syllabus for a prescribed public examination that the student is being prepared for at the school;
or
c) part of religious education.
• examination entry fee(s) if the registered student has not been prepared for the examination(s) at the school;
• transport (other than transport that is required to take the student to school or to other premises where the
local authority/governing body have arranged for the student to be provided with education);
•

board and lodging for a student on a residential visit.

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;
• the cost of buildings and accommodation;
•

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 an appropriate proportion of the costs, for teaching staff employed to provide tuition in playing
a musical instrument, or vocal tuition, where the tuition is an optional extra.

Any charge made in respect of individual students must not exceed the actual cost of providing the optional extra
activity, divided equally by the number of students participating. It must not therefore include an element of subsidy
for any other students wishing to participate in the activity whose parents/carers are unwilling or unable to pay the
full charge.

4

Furthermore, in cases where a small proportion of the activity takes place during school hours the charge cannot
include the cost of alternative provision for those students who do not wish to participate. Therefore, no charge can
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 parent/carer choice and a willingness to meet the
charges. Parent/carer agreement is therefore a necessary pre-requisite for the provision of an optional extra where
charges will be made.

c/

Voluntary Contributions

Nothing in legislation prevents a school governing body or local authority from asking for voluntary contributions for
the benefit of the school or any school activities. However, if the activity cannot be funded without voluntary
contributions, the governing body or headteacher should make this clear to parents/carers at the outset. The
governing body or headteacher must also make it clear to parents/carers that there is no obligation to make any
contribution.
It is important to note that no student should be excluded from an activity simply because his or her parents/carers
are unwilling or unable to pay. If insufficient voluntary contributions are raised to fund a visit, or the school cannot
fund it from some other source then it must be cancelled. Schools must ensure that they make this clear to
parents/carers. If a parent/carer is unwilling or unable to pay, their child must still be given an equal chance to go on
the visit. Schools should make it clear to parents/carers at the outset what their policy for allocating places on school
visits will be.
When making requests for voluntary contributions, parents/carers must not be made to feel pressurised into paying
as it is voluntary and not compulsory. Schools should avoid sending colour coded letters to parents/carers as a
reminder to make payments and direct debit or standing order mandates should not be sent to parents/carers when
requesting contributions.
d/

Music Tuition

Although the law states that, in general, all education provided during school hours must be free, instrumental and
vocal music tuition is an exception to that rule.
The Charges for Music Tuition (England) Regulations 2007 set out the circumstances in which charges can be made
for tuition in playing a musical instrument, including vocal tuition. They allow charging for tuition in larger groups than
was previously the case.
Charges may now be made for vocal or instrumental tuition provided either individually, or to groups of any size,
provided that the tuition is provided at the request of the student’s parent/carer. Charges may not exceed the cost
of the provision, including the cost of the staff who provide the tuition.
The regulations make clear that charging may not be made if the teaching is an essential part of the national
curriculum. They also make clear that no charge may be made in respect of a student who is looked after by a local
authority (within the meaning of section 22(l) of the Children Act 1989).
e/

Transport

Schools cannot charge for:
• transporting registered students to or from the school premises, where the
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• local education authority has a statutory obligation to provide transport;
• transporting registered students to other premises where the governing body or local authority has arranged
for students to be educated;
• transport that enables a student to meet an examination requirement when he has been prepared for that
examination at the school; and transport provided in connection with an educational visit;
f/

Charging and Remissions Policies

No charges can be made unless the governing body of the school or local authority has drawn up a charging policy
giving details of the optional extras or board and lodging that they intend to charge for, and a remissions policy.
The governing body’s policy may be more or less generous than the LA’s, as long as it meets the requirements of the
law. A policy statement will take account of each type of activity that can be charged for and explain when charges
will be made.
If a charge is to be made for a particular type of activity, for example optional extras, parents/carers need to know
how the charge will be worked out and who might qualify for help with the cost (or even get it free). This information
should be made available to parents/carers. At St Edward’s this is done on an individual basis by letter / email to
parents / carers of the student being offered optional activity.
The remissions policy must set out any circumstances in which the school or local authority propose to remit (wholly
or partly) any charge which would otherwise be payable to them in accordance with their charging policy. For
example, a school may decide to provide an Italian language evening class as an optional extra. The governing body
may decide to reduce the cost for those students whose parents/carers are in receipt of certain benefits.
g/

Residential Visits

Schools cannot charge for:
•

education provided on any visit that takes place during school hours (See section 452 of the Education Act
1996 for guidance as what counts as during school hours);

•

education provided on any visit that takes place outside school hours if it is part of the National Curriculum,
or part of a syllabus for a prescribed public examination that the student is being prepared for at the school,
or part of religious education; and

• supply teachers to cover for those teachers who are absent from school accompanying students on a residential
visit.
Schools can charge for:
• board and lodging and the charge must not exceed the actual cost.
When a school informs parents/carers about a forthcoming visit, they should make it clear that parents/carers who
can prove they are in receipt of the following benefits will be exempt from paying the cost of board and lodging:
• Universal Credit in prescribed circumstances;
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• Income Support (IS);
• Income Based Jobseekers Allowance (IBJSA);
• support under part VI of the Immigration and Asylum Act 1999;
• Student 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 £16,190 (Financial Year 2013/14);
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• the guarantee element of State Pension Credit;
• an income related employment and support allowance that was introduced on 27 October 2008;
h/

Education partly during school hours

Where an activity takes place partly during and partly outside school hours, there is a basis for determining whether
it is deemed to take place either inside or outside school hours. However, a charge can only be made for the activity
outside school hours if it is not part of the national curriculum, not part of a syllabus for a prescribed public
examination that the student is being prepared for at the school and not part of religious education.

i/

Non-residential activities

If 50% or more of the time spent on the activity occurs during school hours, it is deemed to take place during school
hours. Time spent on travel counts in this calculation if the travel itself occurs during school hours. School hours do
not include the break in the middle of the day.
Where less than 50% of the time spent on an activity falls during school hours, it is deemed to have taken place
outside school hours. For example, an excursion might require students to leave school an hour before the school day
ends, but the activity does not end until late in the evening.
j/

Residential 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 school hours (even if some activities take place late in the
evening). Whatever the starting and finishing times of the school day, regulations require that the school day is divided
into 2 sessions. A ‘half day’ means any period of 12 hours ending with noon or midnight on any day.
Example 1: Visit during school hours
Students are away from noon on Wednesday to 9pm on Sunday. This counts as 9 half days including 5 school
sessions, so the visit is deemed to have taken place during school hours.
Example 2: Visit outside school hours
Students are away from school from noon on Thursday until 9pm on Sunday. This counts as 7 half days
including 3 school sessions, so the visit is deemed to have taken place outside school hours.
k/

Trip Payments

If parents and carers sign up for their student to go on an optional school trip the trip will go ahead based on the
number of students signed up and expenses will be committed to by the school.
The school will set out a payment calendar for any large trips or set a payment date for less expensive trips, which
must be adhered to. Parents and carers are responsible for meeting these payment dates. While the school will
endeavour to advise parents and carers where payments are missed, if payments are not made on time, students will
be removed from the trip and any money already committed will not be returned. This is because the payment dates
are set to ensure sufficient money has been received at the key times required to secure the trip. If parents and carers
commit to a trip and then find themselves in financial difficulties, they should contact the school immediately as the
school will then look to see if they can set an alternative payment programme to help facilitate the trip.
If a student is signed up to a trip and then decides for any reason that they no longer wish to go, the school will be
unable to refund any money that cannot be reclaimed from third parties and will leave the school out of pocket.
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l/

Photocopying and Printing

Photocopying is a large expense for the school and it needs to reclaim costs not directly related to delivering the
business of the school.

The school has an obligation to provide information in certain instances and will continue to do so. However, if these
requests take a lot of investigation and copying, where we are legally allowed we will make charges as follows:

1- 10 sides of A4 - £1-50
11-20 sides of A4 - £3:00
£1.50 will be charged for up to each 10 extra copies.
If in depth investigation of our records is required, we will provide the first half an hour for free and then charges will
be made at £15 an hour for subsequent investigation to recover the cost to the school of providing the information.
If more than 7 hours investigation is required, the school is likely to incur overtime costs and the hourly rate will be
increased to £20 an hour to cover this.
The school will give a requester an estimate of the cost of supplying information, so they can decide if they wish to
proceed.
The school may from time to time, undertake copying or printing for local community groups or charities and will
quote a one off cost for this.

m/

Staff / student self-service photocopying or Printing

The school will pay the first £1 of any student copying each term for school related activity, (this is equal to 20 A4
black and white sheets) but any further printing or copying will be charged as follows to cover costs incurred.

Printing
Single side Black and White Colour
A4
5p
10p
A3
10p
20p
double side Black and White Colour
A4
10p
20p
A3
20p
40p

Copying
Single side Black and White Colour
A4
5p
10p
A3
10p
20p
double side Black and White Colour
A4
10p
20p
A3
20p
40p

Staff are discouraged from photocopying or printing for personal use and any personal printing should be done on
their own time. However, on those occasions when staff do personal copying or printing the following charges they
will also be charged at the student rate.

4.

Student Borrowing

Students forget lunch / bus money and as this impacts their wellbeing / safety, St Edward’s will lend students enough
money for lunch or to get transport home. A call home will be made prior to loaning money to obtain parents /
guardians permission and inform them that the school requires the money repaid at the finance desk on the next
school day.
St Edward’s will therefore take the following steps to recover any unpaid debts without increasing administration
costs.
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Student borrowing process
Student borrows money from Finance

Finance record in diary
Finance only loan
for bus money or
lunch, not for
drinks / shop as
these are not
essentials.

Student returns money to Finance

Finance issue receipt in diary

Weekly review of outstanding money

1 week outstanding: Standard debt letter/
text sent

2 weeks outstanding, for debts of £5+: Call and
letter from Finance / BM

No further loans are made without calling parent / carer until outstanding has been cleared

Continued non-payment to impact on rewards / trips / proms ticket sign off

The policy applies to all staff, parents/carers/students and Governors of St Edward’s School

This policy has undergone an Equalities Impact Assessment in line with the requirements of the Public Sector Equality
Duty.
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