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Introduction  
 
The Education Act 1996 (Sections 449-462) sets out the law on charging for school activities. It 
states that schools have a duty to provide parents with information regarding the charges that 
can and cannot be made for the services and activities provided by the school.  
 
Asfordby Hill believes that a full and varied education should be available to all students. The 
school recognises that for many families, well organised activities are welcomed as they offer 
the opportunity for children to participate in activities that would otherwise be unavailable or 
would be too costly to provide outside of the school setting.  
 
Aim  
 
The aim of this policy is to set out what charges will be levied for activities, the circumstances 
under which voluntary contributions will be requested from parents and what support is 
available to parents on low incomes and /or in receipt of benefits. It also sets out procedures for 
the repayment and recollection of outstanding debts. 
 
Responsibilities  
 
Asfordby Hill Primary School is committed to adhering to legal requirements regarding charging 
for school food, activities and materials, and meeting all statutory guidance provided by the DfE.  
The Governing Body of the School are responsible for determining the content of this policy and 
the headteacher is responsible for ensuring that it is implemented.  
 
Prohibition of Charges  
 
Under the current legislation, Asfordby Hill cannot charge for the following:  
 

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

 

• education provided outside school hours (including trips), if it is part of the National Curriculum, 
or part of a syllabus for a prescribed public examination that the pupil is being prepared for at 
the school, or part of religious education;  

 

• tuition for students learning to play musical instruments if the tuition is required as part of the 
National Curriculum, or part of a syllabus for a prescribed public examination that the pupil is 
being prepared for at the school, or part of religious education;  

 

• entry for a prescribed public examination or examination re-sit, if the student has been 
prepared for it at the school;  

 

• supply teachers to cover for those teachers who are absent from school accompanying pupils on 
a residential trip;  

 

• transporting registered students to or from the school premises, where:  
 
- there is a statutory obligation to provide transport;  
 



- the Governing Body/LEA has arranged for a student to be educated;  
 
- transport enables a student to meet an examination requirement when the student has been 
prepared for that examination at the school;  
 
- transport provided in connection with an educational trip.  

 
 
Publication of Information  
 
A summary of this policy will be included on the school website and will specify what charges 
are/are not to be made and for which activities voluntary contributions will be invited from 
parents.  
 
Charges  
The school can charge for the following:  
 
(a) any materials, books, instruments or equipment, that the student’s parent wishes them to 
own  
 
(b) music and vocal tuition, if this is not part of the National Curriculum or a public examination 
syllabus  
 
(c) Optional Extras. Charges may be made for :  
 
(i) travel  
 
(ii) materials and equipment  
 
(iii) non-teaching staff costs  
 
(iv) teaching staff purely employed for this purpose  
 
(v) entrance fees  
 
(vi) insurance costs  
 
(vii) board and lodging on residential visits activities  
 
if the activity is wholly or mainly outside school hours and is not part of the National 
Curriculum, part of a public examination or part of religious education  
 
(d) examination entry fees where the student has not been prepared by the school  
 
(e) breakages and replacements as a result of damages caused wilfully or negligently by pupils  
 
(i) extra-curricular activities and school clubs.  
 
 
 
 



 
Support to Families on Low Incomes  
Children whose parents are in receipt of the following support payments will, in addition to 
having a free school lunch entitlement, also be entitled to the remission of charges for board 
and lodging costs during residential school trips that are part of the curriculum. The relevant 
support payments are:  
a) Income Support;  
b) Income Based Jobseeker’s Allowance;  
c) Support under part VI of the Immigration and Asylum Act 1999;  
d) Child Tax Credit, where the parent is not entitled to Working Tax Credit and whose annual 
income does not exceed the threshold set by HMRC for the financial year in  
question. 
 
All children eligible for targeted FSM will be entitled to one set of after school club sessions. 
 
The school holds a limited amount of discretionary funds, which may be used at the request of 
an activity organiser, in consultation with the Educational Visits Co-ordinator and the 
headteacher, to offer top-up funding for individual students in cases of proven hardship. 
 
Pupils who receive Pupil Premium funding are supported at the discretion of the headteachers 
and governors.  
 
Leaders of educational trips, whose cost exceeds £200 per student, are required to ensure that 
adequate time is allowed (6-10 months) for parents to raise the funds. Longer payment plans 
will be available for those experiencing financial hardship. 
 
Voluntary Contributions  
Parents will be invited to make voluntary contributions for the benefit of the school for the 
following activities:  
 
a) Food and Design Technology, where the finished product is to be taken home.  
 
b) Trips - if an activity can not be funded without these contributions, this will be made clear at 
the outset. If insufficient voluntary contributions are raised to fund an activity, then it will be 
cancelled.  
 
Any request made to parents will specify:  
 
1) that the contribution is genuinely voluntary and that they are under no obligation to pay; 
and  
2) that children will not be treated differently according to whether or not their parents have 
made any contribution in response to the request.  
 
The responsibility for determining the level of the voluntary contribution is delegated to the 
headteacher and is dependent upon the activity.  
 
Voluntary contributions will be used solely to support the cost of the activity or to maintain the 
level of curriculum resources.  
 
Lettings of the School Premises 
The Governing board has agreed that the school will not let out any of its facilities. 



 
 
Governors have agreed that Asfordby Hill Primary School must have a policy in place to ensure 
the repayment and recuperation of any outstanding debts incurred by the school on behalf of a 
pupil, including fees for school meals and after school clubs. The school will take all reasonable 
measures to vigorously collect debts as part of its management of public funds. A debt will be 
written off only after all reasonable measures (commensurate with the size and nature of the 
debt) have been taken to recover it. Each case is to be treated individually and the 
circumstances that have led to the outstanding debt will be taken into account to determine the 
best course of action and whether it is fair and reasonable to pursue the debt in its entirety if at 
all.  

 
School Dinners are at a cost of £2.95 each and are to be paid for before receiving the meals. If a 
meal has not been paid for, the parents will be contacted and asked to bring in a packed lunch 
for the child. 
 
Morning and After School Care Club and After School Clubs at Asfordby Hill Primary School are 
available to parents at the cost of £3.50 (Morning 8am-8:45am), (After School shorter session 
3:15pm -4:15pm £4.00/longer session 3:15pm-5:00pm £6.50). Payments are to be paid for in 
advance of the sessions using Arbor.  Parents/carers will be notified by email if payment is 
outstanding from the previous weeks. If a parent/carer has one month of outstanding debt they 
will be informed that their place in the clubs will be cancelled until the debt has been fully paid.  
 
Wherever possible, to avoid incurring debts, payments for materials and services provided by 
the school will be collected in advance or at the point of sale.  
 
Any person(s) involved in the monitoring, recording and pursuing of debts owed to the school 
must formally record any information gathered and actions taken – data which is to be kept by 
the school for a period of seven years.  
 
The school’s finance monitoring governor 

 •  Will regularly review details of its debts and what recovery action is needed. 

 •  Must be consulted if legal services are required for debt recovery. 

 •  Will adhere to the privacy rights of pupils and their guardians in all cases. 

 •  May decide, in conjunction with the Chair of Governors to leave a case of debt recovery to 
the decision of Head Teacher.  
 
The Co- headteachers will ensure: 

• Debt reminders are recorded and those records maintained for a period of seven years – dates 
and times of letters, phone calls, emails, conversations or any other correspondence. 

• Instances of debt are judged on an individual basis, with consideration of the nature of the 
debt and the circumstances of the family involved. 

• The privacy of the pupil and their family will be protected by all staff.  

• The level of outstanding debt owed to the school can be determined at short notice.  
 

Acceptable ‘credit period’ In the case of a debt, the Co-headteachers will agree upon a ‘credit 
period’ within which the debtor can pay the outstanding sum before debt recovery procedures 
are exercised. This period of time may vary, at the discretion of the Co-headteachers, 
dependent on the nature and size of the debt. The school will work with the debtor to agree a 
payment plan if necessary.  

 



Declaring outstanding debt levels The Co-headteachers and finance officer will review the level 
of outstanding debts every month to determine whether current debt levels are acceptable and 
whether current methods and procedures to recover debts are effective. Any individual cases of 
debt that are deemed to require intervention will then be pursued by the following procedures: 
 
Where there is an outstanding payment yet to be received and the acceptable credit period has 
been surpassed, an official invoice should be created outlining the value and reason for the 
debt, as well as the debtor’s identity. Upon creating the invoice and stipulating a date on which 
it must be paid by, there is acknowledgement from the school that the debt has been set up.  
 
Verbal and written overdue payment reminders  
Initial verbal reminder – informal in-person/telephone/email correspondence notifying person 
of debt (date and time should be officially recorded).  
First formal written reminder – an official, dated letter addressed to the debtor should be 
written up one month after the first informal reminder and should acknowledge that it took 
place.  
Second formal written reminder – this should come one month after the second reminder, 
citing the details of both previous reminders and stating that concerted efforts have been made 
to make the person aware that an outstanding debt is overdue.  
 
If these reminders are not responded to, another letter will be sent to the debtor advising them 
that the case will be referred to the school’s legal advisors and the School Governing Board. It is 
then for these parties to agree on a time-frame for a repayment or, if necessary, a payment plan 
for separate instalments.  
 
It is expected that the debt should be repaid as soon as possible, particularly after repeated 
reminders; however, this can be negotiated at the discretion of the Co-headteachers, 
particularly if there are financial hardships involved.  
If there is a case where the debtor is deemed to be refusing to pay without sufficient reason, 
the school will use the Local Authority legal services to resolve the issue and recuperate owed 
funds.  
 
It may be advisable to waive or partially waive debts where it is deemed that it does not make 
financial sense to continue allocating time and resources to pursuing. The governing board will 
review any case in which debt may be waived, and come to a final decision based on the value 
of costs versus value of the debt, taking into account the advice of the Co-headteachers. 
 
Monitoring, Evaluation and Review  
The policy will be promoted and implemented throughout the school. The Governing Body will 
review the policy annually, unless there are significant changes in the interim period.  
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