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1.0 CHARGING POLICY 
 

The Academy Trust aims to have a clear, robust process in place for charging, 
refunds, and remissions; this policy clearly sets out the activities that are chargeable, 
when charges will and will not be made, the management of refunds and the process 
for claiming remission. 
 
The Board of Trustees has overall responsibility for approving and monitoring the 
implementation of this policy but can delegate to a sub-committee according to their 
terms of reference and the school’s financial regulations.  
The headteacher is responsible for ensuring all staff are familiar with the content of 
this policy and that it is being applied consistently. 
Staff are responsible for implementing this policy and notifying the headteacher of 
any specific circumstances where they are unsure of that implementation. 

 

1.1 Definitions 
Charge: the fee payable for a specifically defined activity 
Refund: the return of monies previously paid for a specifically defined activity 
Remission: the cancellation of / exemption from a charge that would normally be 
payable 

 

1.2 School Meals 
The charge for a school meal will be set annually by the CEO/COO following 
consideration of the Catering Business Plan as part of the annual budget setting 
process. 

 
All meals taken by pupils who are not eligible for free school meals will be 
chargeable, parents/carers are expected to make prompt payment. Where payments 
are not made in advance of the meal being taken, parents/carers will be reminded of 
their debt by email/ letter. 
 
There is no charge for pupils who are entitled to free school meals or universal infant 
free school meals.  

 

1.3 Educational visits: 
The academy: 

• will seek voluntary contributions from parents/carers where applicable  

• will not exclude a child from participating in an activity during the school day 
on financial grounds 

 
Where 10% or more of parents decline to make the requested voluntary contribution 
(their identity will remain confidential), or the contributions shortfall is £50 or more, 
then the visit or activity will not take place.  

 

1.4 Residential activities: 
The costs of residential activities can be high and such activities may only continue to 
be available if sufficient costs are recovered. 

 
Charges that apply: 

• travel costs – transport to and from the residential activity 

• board and lodging 



 

 

o full cost of board and lodging on residential trips whether or not it takes place 
during school hours, 

o parents / carers will be informed of the cost before the activity takes place, 

• costs of supply staff engaged to cover the staff accompanying pupils on a residential 
trip where the trip takes place during term time, 

• full cost recovery for residential activities that take place outside of school hours. 
 
NB> The academy will subsidise the cost of any residential trip for children of families 
claiming free school meals at an amount to be determined on request of assistance. 

 
No charge applies: 

• where parents / carers in receipt of certain benefits may claim exemption in 
accordance with the Remissions guidance below, 

• for education costs incurred on any visit during school hours,  

• for education costs incurred on any visit outside school hours if it is part of the 
academy’s curriculum. 
 

 

1.5 Music Tuition 
Instrumental tuition or singing lessons do not form part of the curriculum but are an 
additional activity arranged by the academy and delivered by specialist tutors either 
on an individual basis or as part of a group, following parental request. The cost of 
such lessons is dependent on the charges applied by the tutors, the size of the 
group, the duration and frequency of each lesson.  
The academy operates on full cost recovery basis. However, in order to ensure equal 
opportunities for all pupils, charges for music tuition within school hours for pupils 
eligible for free school meals or children in care will be considered for remission in 
accordance with this policy (see remissions section). 

 

1.6 Examination fees 
 

No charge when: 

• an exam is part of the curriculum 

• an exam is on the academy’s set examinations list 

• the pupil has been prepared for that exam by the academy 

• the exam is not on the set list, but has been arranged by the academy 
 

Charges do apply when: 

• the pupil has not been prepared for the exam by the academy 

• the pupil wishes to re-sit an exam 

• the pupil fails to reach the required standard without good reason (the academy may 
ask the parents to pay the original exam fee) 

 
 

 

2.0 Extra-curricular activities: 
 

2.1 Curriculum related clubs 
Where these activities run outside of normal school hours, (i.e. sports clubs, 
homework club, art club) a charge may be made to cover costs of equipment, 
teaching or non-teaching staff, specialist staff /coaches, transport to events such as 
sports fixtures, or materials used. The total charge will not exceed the actual costs 



 

 

incurred in the provision of the activity and will be set by the Headteacher in 
consultation with the Business Centre/COO/CEO. 

 
Parents/carers will be advised of any such costs before their child is allowed to 
undertake any such activity and participation will be on the basis of the parent’s 
willingness to pay the charges. 
Parents/carers are able to claim remission from such charges in accordance with the 
guidance in section 8 below. 

 
2.2      Breakfast Club 

Charges apply in accordance with the rules laid down in the academy’s separate 
Breakfast Club agreement, which must be signed by parents/carers before their child 
is left in the care of breakfast club staff. 
 

2.3 After School Club 
Charges apply in accordance with the rules laid down in the academy’s separate 
After School Club agreement which must be signed by parents/carers before their 
child is left in the care of after school club staff. 
 

 
 

3.0 Other areas 

 
Charges apply: 

• books and materials belonging to the academy that a pupil has lost 

• books and materials that a parent wishes a pupil to keep after having been advised 
of the cost  

• activities taking place outside school hours that are not 
o part of the academy’s curriculum 
o part of a syllabus for a public examination that the pupil is being prepared for 

by the academy 
o part of the academy’s basic religious education 

• property damage – each individual case to be decided upon by the Headteacher 
o full repair costs incurred as a result of wilful or reckless damage to academy 

property by a pupil or parent/carer 
o full recovery of costs incurred by the academy as a result of damage caused 

by a pupil to third party property  
 

No charge applies: 
• for activities taking place during school hours except any of those listed above 

• for transport during school hours for school-organised activities except for 
educational visits as detailed above 

• for activities outside school hours that are part of the 
o set curriculum including sports matches against other academies / schools 
o syllabus for a public examination that the pupil is being prepared for by the 

academy 
o academy’s basic religious education syllabus 

• for admissions. 
 
 

 

4.0 Voluntary contributions 
 



 

 

The academy may, from time to time, ask parents/carers for voluntary contributions 
to the academy’s general funds in order to assist with the provision of resources to 
enhance their children’s education.  There will be no pressure exerted and any 
contribution will be gratefully received. 

 
Where the voluntary contribution applies to an educational visit or extra-curricular 
activity, there is no obligation for parents/carers to make any contribution and no 
child will be excluded from an activity if their parents/carers are unwilling or unable to 
pay. However, if the sufficient level of total contributions is not achieved, that activity 
will be cancelled, and any monies already collected will be refunded to the relevant 
parents/carers. 

 
 

5.0 DBS checks 
 
The academy will cover the cost of DBS checks for all employed staff. 
The academy will cover the cost of DBS checks for volunteers. 

 
 

6.0 REFUNDS POLICY 
 
6.1 School meals 

• Where payment for a school meal is received in advance and the pupil is absent due 

to illness, the funds will be retained to be used for future meals.   

• If the academy has to cancel meal provision for a short time, the income received in 

advance will be recorded against each individual pupil to be used to cover future 

meals; where that amount exceeds £30 for any one pupil, the parent/carer may 

request a refund.   

• When a pupil leaves the academy and income has been received but meals not 

taken, the parent is entitled to request a refund where the figure exceeds £5, lessor 

amounts will be retained in academy funds. 

 

6.2 Educational visits 

• When a pupil is absent due to illness and does not attend an educational visit, the 

transport/entrance cost will not be refunded, where already committed. However, 

where possible, the academy will endeavour to recover costs related to that activity 

and, if successful, will then refund the parent/carer.  

• If a trip has to be cancelled by the academy, parental contributions will be refunded, 

less any initial deposits withheld by the venue. 

• Where contributions for an activity exceed the final total cost by more than £5 per 

pupil, a refund will be given.  Excess income less than £5 per pupil will be retained in 

academy funds.  

 

6.3 Residential activities 

• If a pupil does not attend a residential activity due to illness, the academy will 

endeavour to recover costs, through the trip insurance and, if successful, will then 



 

 

pass this refund onto the parent/carer; please note that initial deposits may be 

retained by the travel company. 

• Where a residential trip is cancelled by the travel company, the academy will 

endeavour to recover full refunds which, upon receipt, will be passed onto the 

parents/carers. 

• Where a residential trip is cancelled by the academy, parental contributions already 

received will be refunded, less any initial deposits withheld by the venue. 

 

6.4 Music Tuition 

• Where Instrumental or singing lessons are cancelled by the tutor or the academy, 

and payment has already been received, the academy will transfer the funds to cover 

future lessons taken by the relevant pupil. If lessons are not being continued in the 

following term, the parent/carer may request a refund.  

• Where a pupil fails to attend a pre-booked lesson, refunds do not apply. 

 

6.5 Extra-curricular activities  

• If a pupil does not attend an activity due to illness, no refund applies. 

• Where curriculum related clubs are cancelled by the academy, the income received 

will be held to cover the cost of the next round. Where pupils are not taking part in 

the future, parents/carers are entitled to request a refund. 

 

6.6 Outside of school hours activities - not part of the curriculum, or public 

 examination syllabus or part of the academy’s basic religious education 

 

• If a pupil does not attend an activity due to illness, no refund applies. 

• Where the activity is cancelled by the academy, the income received will be held to 

cover the cost of the next round. Where pupils are not taking part in the future, 

parents/carers are entitled to request a refund. 

• Where the activity is arranged by the academy but has been cancelled by external 

organisers/tutors/sports coaches, the academy will endeavour to obtain refunds 

which, upon receipt, will be passed onto the parents/carers. 

• Where an activity arranged by external organisers directly with parents/carers is 

cancelled, the parents/carers must contact the organisers to obtain a refund in 

accordance with the separate booking agreement. 

 

6.7 Breakfast and After School Clubs  

Refunds are in accordance with the rules laid down in the separate Breakfast Club / 

After School Club agreement. 

 
7.0  REMISSIONS POLICY 
 



 

 

The Headteacher/CEO/COO and Chair of Trustees will authorise the remission of 
charges in all cases. 
The academy will consider the remission of charges to parents or carers who receive 
the relevant support payments (in accordance with the current DfE listing) which 
make their child/children eligible for free school meals and for children in care. 

 
All claims for remission of charges should be addressed to the Headteacher and will 
be dealt with confidentially. 

 
The academy may decide to subsidise part or all of the payment of some charges for 
certain activities and pupils; each event or case will be considered individually by the 
Headteacher/CEO/COO and the Board of Trustees. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

School to adapt as required-not currently required but to be used as templates  

Name of School/Academy 
 

After School Club Contract 

Agreement 2024/25*(* academic year) 

I wish my child(ren) __________________________________________________ 

__________________________________________________________________  

to attend enter name of after school club each week from (date): _________  

Days required:  Monday      Tuesday       Wednesday           Thursday            

Friday   

Allergies/diet/health concerns: _________________________________________ 

__________________________________________________________________ 

I understand the following: 

• After School Club operates from 3:15pm to 6:00pm, term time only. 

• The cost is £8.00 per session, payable in advance at the start of each week / 

month / half term. The parent/carer signing this agreement is liable for paying 

the fees. 

• Even if my child does not attend all their booked sessions in a week, due to 

illness, holiday, or other circumstances, missed sessions will still be charged 

as the Club has the same daily staffing costs.   

• Children in Nursery, Reception, Year 1 and 2 will be collected by a member of 

the club staff directly from their classroom; Children in years 3, 4, 5 and 6 will 

make their way directly to enter name of room to be greeted by a member of 

the club staff. The club staff will take a register of all contracted children and 

will liaise with the class teacher/school office to determine any reason why a 

child is not accounted for.   

• At 4:00pm my child(ren) will be provided with a drink and a healthy snack. 

They will then have their tea at 5:00pm unless otherwise requested. I can 

choose to send my child(ren) in with a packed-dinner/snack from home.  

• 5:45pm is tidy up time, encouraging the children to take responsibility for the 

environment. 

• My child(ren) may take part in messy activities while at the Club. I understand 

that I can provide my child with appropriate clothing to accommodate this if I 

wish. 

     



 

 

• When collecting my child(ren) at the end of or during a session, I or my 

named collector must first make our presence known to a member of the club 

staff, before signing the child(ren) out and recording the time collected.  

• After School Club closes at 6:00pm. If, due to unforeseen circumstances, I am 

going to be late, I will contact the After School Club staff as soon as possible. 

• If my child(ren) is not collected by 6:00pm. I will be charged the following fees 

on top of the normal session charge: 

6:00 ~6:15pm + £5   6:15 ~6:30pm + £10  

6:30~7:00pm.  an additional £10 

• If my child has not been collected by 7:00 pm., and the club has been unable 

to reach me or any of my emergency contacts, I understand that After School 

Club will follow its Uncollected Children Policy and contact Social Services. 

• Whilst After School Club tries to ensure the safety and security of items, I 

understand that it cannot be held responsible for loss or damage to my child’s 

property. 

• After School Club is a play setting and whilst my child is there the Club is 

legally responsible for him/her.  

• The Club has policies and procedures (available for reference at the club), 

and that there are expectations and obligations relating both to the club and to 

myself and my child(ren), and I agree to abide by them.  

• Club Sessions will be ‘released’ for booking on a weekly / monthly / termly 

basis. Sessions will be allocated on a first-come, first-served basis. The 

school will inform parents when sessions have been released via text 

message and the school newsletter.  

• The current session capacity is 24 children. 

I will give four weeks’ notice of cancellation should I no longer wish my child(ren) to 

attend After School Club.  

I confirm that I have listed the names of those persons who may collect my child(ren) 

in the section below and I understand that it is my responsibility to keep the list 

updated. 

I will inform the school as soon as possible of any change of day/s or circumstances 

as necessary. 

I agree to my child(ren) receiving medical treatment by a qualified first aider or 

medical professional in the event of an emergency and that I will be contacted as 

soon as possible. 

I confirm that I have supplied all the current medial/dietary/health information and 

contact details relating to my child(ren) and understand that I am responsible for 

updating these details and supplying any other information After School Club Staff 

may need in the future. 



 

 

I authorise the following persons to collect my child(ren) from After School 

Club on my behalf 

Name Relationship to 
child(ren) 

Contact 
number 

Password 

    

    

    

    

 

I have read and understood the above terms and conditions and I agree to abide by 

them. 

Signed: ___________________________________________ Parent/Carer 

Print name: _____________________________________ Date: _______________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

School to adapt as required-not currently required but to be used as templates  

 

Name of School/Academy 
 

Breakfast Club Contract Agreement 

2024/25* (*academic year) 

 

I wish my child(ren) __________________________________________________ 

__________________________________________________________________  

to attend enter name of school’s breakfast club each week from (date): _________  

Days required:  Monday    Tuesday       Wednesday           Thursday         Friday   

Allergies/diet/health concerns: _________________________________________ 

__________________________________________________________________ 

I understand the following: 

• Breakfast Club operates from 7:45am to 8:45am, term time only. 

• The cost is £2.50 per session, payable in advance at the start of each week / 

month / half term. The parent/carer signing this agreement is liable for paying 

the fees. 

• Even if my child does not attend all their booked sessions in a week, due to 

illness, holiday, or other circumstances, missed sessions will still be charged 

as the Club has the same daily staffing costs.   

• I must not leave my child at school before 7:45am.  

• Breakfast is served only up to 8.20am.  

• 8.35am is tidy up time encouraging the children to take responsibility for the 

environment.  

• 8.40am children collect their coats and bags and are escorted to their 

appropriate playground where they meet up with the rest of the children 

awaiting the start of school. 

• Breakfast Club is a play setting and whilst my child is there the Club is legally 

responsible for him/her.  

     



 

 

• The Club has policies and procedures (available for reference at the club), 

and that there are expectations and obligations relating both to the club and to 

myself and my child(ren), and I agree to abide by them.  

• Club Sessions will be ‘released’ for booking on a weekly / monthly / termly 

basis. Sessions will be allocated on a first-come, first-served basis. The 

school will inform parents when sessions have been released via text 

message and the school newsletter.  

• The current session capacity is 24 children. 

• Whilst Breakfast Club tries to ensure the safety and security of items, it cannot 

be held responsible for loss or damage to my child’s property. 

I will give one weeks’ notice of cancellation should I no longer wish my child(ren) to 

attend Breakfast Club. 

I will inform the school as soon as possible of any change of days or circumstances 

as necessary. 

I agree to my child(ren) receiving medical treatment by a qualified first aider or 

medical professional in the event of an emergency and that I will be contacted as 

soon as possible. 

I confirm that I have supplied all the current medial/dietary/health information and 

contact details relating to my child(ren) and understand that I am responsible for 

updating these details and supplying any other information Breakfast Club Staff may 

need in the future. 

I have read and understood the above terms and conditions and I agree to abide by 

them. 

Signed: ______________________________________           Parent/Carer 

Print name: _________________________________           Date: _____________ 

 


