Our Lady of the Assumption Catholic Primary School & Nursery
Letting & Charging Policy 2025

Lettings:

Control over the use of accommodation and facilities at the school rests with the Governing Body. The Governing
Body have delegated the responsibility for the letting of the school building to the Finance Officer and Site
Manager. The Finance Officer is responsible for approving or declining applications, subject to any directions given
by the Governing Body and will issue a regular report on the use of premises outside normal school hours.

Self-governing schools are prohibited from levying charges below the economic cost of the letting. These charges
are based on average costs of heating, lighting, cleaning, wear and tear and Site Manager’s services and will
depend upon the time of day, the season and whether or not the school would be open without the tenancy.

Notwithstanding the above it is recommended that charges for lettings should mirror those levied by the LA.

The Governing Body reserves the right to amend their lettings charges at any time they should see fit. The
decision of the Governing Body shall be deemed final in this matter.

Although the school is not allowed to subsidise lettings, registered organisations which are recognised as
educational/cultural and which undertake a regular programme of approved activities may be eligible for
preferential rates at the discretion of the Headteacher.

School functions and events organised by the Governing Body or Parent Teacher Association are exempt from all
charges as they fall outside the scope of letting arrangements.

Lettings will be accepted only upon condition that making the premises available to outside organisations would
be suitable and does not affect the day to day use of the school facilities by its staff and pupils.

In accordance with the Local Government Miscellaneous Provisions Act 1982 a licence is required for events
involving Public Entertainment. However, if the activity is limited to teachers, pupils of the school, than a licence is
not deemed to be required. Tickets may be sold, in advance through the school only and there should be no
advertising, other than inside the school premises, nor should tickets be available at any Entertainment or Theatre
Agency, nor should tickets be sold at the door at the time of the event. The restriction on advertising detailed
above does not prevent letters or handbills being forwarded to parents and guests via the pupils. Donations are
usually asked for at such events.

Booking Procedures

Application for the hire of the premises should be made to the Finance Officer on the relevant form, giving as
much notice as possible.

Subject to approval a provisional acceptance form will be offered along with the Governors’ Conditions of Use and
Indemnity Form. Use of the facilities will only be allowed if acceptance is confirmed in writing and conditions of

use and indemnity forms are returned along with payment in advance from occasional users.

Hire of all facilities will be paid for in advance of their use by the hirer.
Organisations will be required to pay for each occasion booked, unless the booking is cancelled by the school.
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Non-Payment

The Finance Officer regularly reviews the outstanding invoices file to ensure that the school has no long-term
debtors.

Reminders are sent out for all outstanding amounts 14 days after the date of the invoice. The Administration
Officer informs the Headteacher of the current position regarding lettings on a regular basis.

The Finance Officer has the authority to cancel the booking of any organisation that has outstanding invoices
owning to the school.

Health and Safety / Fire Safety Regulations

In accordance with the school’s Health and Safety Policy and School Fire Safety Regulations the Site Manager will
explain the above procedures to the representative in operational control of the organisation. This advice will
specifically relate to:

Emergency evacuation procedures

Fire alarm points and fire-fighting equipment

Assembly points and roll call of personnel

Location of telephone and how to summon the Fire Brigade and emergency services

O O O O

A written copy of the fire evacuation procedures will be issued to hirers.

The school will retain income derived from lettings, and costs to the school of lettings will be met from this
income.

All persons hiring the school premises will be expected to conform to the relevant Health and Safety regulations.

The school’s Lettings policy is reviewed on an annual basis.

Suggested Rates:

Community Use Commercial Use
During school | Out of school | During school | Out of school
Hours hours Hours hours

Hall £20/hr £35/hr £25 £45/hr

Meeting Room £20/hr £30/hr £25/hr £40/hr
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Charging:

This Charging & Remissions Policy is guided by DfE document ‘Charging for school activities 2014”",
No charges will be made for activities that are not included in this policy. The policy defines each type of
activity that will be charged for and when charges apply.

The school cannot charge for education during school hours, including any materials, books, instruments or
other equipment, subject to the exceptions referred to in this policy.

If a charge is to be made for a particular type of activity, for example optional extras, parents will be advised of
how the charge has been calculated, who may benefit from school subsidy (remissions) and how to apply.

The school will inform parents/carers on low incomes and in receipt of benefits of the support available to
them when being asked for contributions towards the cost of activities.

This policy sets out circumstances in which the school proposes to remit or subsidise (wholly or in part) any
charge which would otherwise be payable to them in accordance with the policy.

Education
The school cannot charge for:
¢ Admission applications to any state funded school
¢ 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 pupil is being prepared for at the school, or part of
religious education
¢ Instrumental or vocal tuition, for pupils learning individually or in groups, unless the tuition is
provided at the request of the pupil’s parent
¢ Entry for a prescribed public examination, if the pupil has been prepared for it at the school
¢ Examination re-sit(s) if the pupil is being prepared for the re-sit(s) at the school?
11t 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). 2 If a pupil fails,
without good reason, to meet any examination requirement for a syllabus, the fee can be recovered from the pupil’s
parents.

The school can charge for:
* School meals (except for those entitled to free school meals)
¢ Materials, books, instruments, or equipment, where parents’ wish to own them
 Provision of materials/ingredients for subjects such as Art & Design or Food Technology where pupils
take home the finished product
¢ Optional extras
* Music and vocal tuition, in limited circumstances
¢ Certain early years provision [Education Regulations 2012]
e Community facilities [s.27(1) Education Act 1996]

School Meals

Payment for school meals (dinner money) must be made by parents/carers weekly in advance. This would
normally be the Monday of the week ahead for which the meals are being provided.
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Children will not be provided with a school meal unless it is paid for, except for those pupils that are entitled to
free school meals or infant free school meals. If parents believe that their child may qualify for free school
meals, they are advised to contact the school office or an LCC ‘One Stop Shop’.

Pupils who are not entitled to free school meals will be charged a set amount of £2.00 per day decided by the
Governing Body in accordance with LCCs Charging & Remissions Policy. (Appendix 6, LCC’s Financial
Regulations & Procedures).

Access to free school meals is a statutory (legal) entitlement and it is important that parents register for free
school meals if they are eligible, to enable the school to secure funding for Universal Infants Free School Meals
and Pupil Premium.

Arrears of dinner money from the sale of school meals will be pursued by the school on a weekly basis in
accordance with LCCs Debt Management/Recovery Policy. (Appendix 10, LCC’s Financial Regulations &
Procedures).

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.

The HT will decide when it is necessary to charge for optional activities, and the levels of charge will be set
annually by the HT on the recommendations of the finance committee.
The charges, when determined, will be published on the school’s website and appended to this policy.
Optional extras are:
¢ Education provided outside of school time that is not:
- part of the national curriculum
- part of a syllabus for a prescribed public examination that the pupil is being prepared for at the
school
- part of religious education
¢ Examination entry fee(s) if the registered pupil has not been prepared for the examination(s) at the
school
» Extended day services offered to pupils. Charges will cover the costs of teaching/non teaching staff
engaged to provide the activity or brought in to run the club
- breakfast club
- after-school clubs
- lunch club (not included in 15 hr free entitlement)
- childcare
- supervised homework sessions
¢ Transport (other than transport that is required to take the pupil to school or to other premises
where the local authority/governing body have arranged for the pupil to be provided with education)
¢ Board and lodging for a pupil on a residential visit
* Visits to school by professionals e.g. theatre groups, dancers, musicians, artists etc.

In calculating the cost of optional extras an amount may be included in relation to:
e Materials, books, instruments, or equipment provided in connection with optional extra
¢ The cost of buildings, insurance 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
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* 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 an individual pupil will not exceed the actual cost of providing the optional
extra activity, divided equally by the number of pupils participating. It cannot include an element of subsidy for
any other pupils wishing to participate in the activity whose parents are unwilling or unable to pay the full
charge.

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 pupils who do not wish to participate.

No charge will be made for supply teachers to cover for those teachers who are absent from school,
accompanying pupils 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 apply.

School may decide to provide for example, an Italian language evening class as an optional extra. However, the
GB may decide to reduce the cost for those children who are eligible for free school meals.

Voluntary Contributions

Nothing in legislation prevents a school 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 school will
make this clear to parents at the outset. The school must make it clear to parents that there is no obligation to
make any voluntary contribution.

No child should be excluded from an activity simply because his or her parents are unwilling or unable to pay.
If insufficient voluntary contributions are raised to fund the activity/visit, or the school cannot fund it from
some other source, then it must be cancelled and all monies paid will be returned to parents/carers.

School will make this clear to parents. If a parent is unwilling or unable to pay, their child must still be given an
equal chance to go on the activity/visit. The school will make it clear to parents at the outset what their policy
for allocating places on school visits will be.

When making requests for voluntary contributions, parents will not be pressurised into paying as it is voluntary
and not compulsory. The school will not send colour coded letters, reminders to make payments, direct debit
or standing order mandates to parents.

Music Tuition

Although government legislation states that, in general, all education provided during school hours must be
free, instrumental and vocal music tuition is an exception to that rule. All children study music as part of the
normal school curriculum. This is non-chargeable.

However, charges may be made for vocal or instrumental tuition provided either individually, or to groups of
any size, provided that the tuition is delivered by specialist tutors and provided at the request of the pupil’s
parent. The cost of these lessons may depend on the size and duration of the class as well as the type of
instrument.

Charges may not exceed cost of the provision, including cost of staff who provide the tuition.
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Charges will not apply if teaching is either an essential part of the national curriculum, or is provided under the
first access to the key stage 2 Instrumental and Vocal Tuition Programme. No charge will be made in respect of
a pupil who is looked after by the LA [s.22 (1) of the Children Act 1989].

Transport

The School cannot charge for:

¢ Transporting registered pupils to or from the school premises, where the LA has a statutory obligation to
provide transport

¢ Transporting registered pupils to other premises where the governing body or LA has arranged for pupils to
be educated

¢ Transport that enables a pupil to meet an examination requirement when he has been prepared for that
examination at the school

¢ Transport provided in connection with an educational visit

Residential Visits

Schools cannot charge for:

¢ Education provided on any visit that takes place during school hours [s.452 Education Act 1996]

¢ 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 pupil is being prepared for at the school, or
part of religious education;

* Supply teachers to cover for those teachers who are absent from school accompanying pupils on a
residential visit.

Schools can charge for:
¢ Board and lodgings and the charge must not exceed the actual cost.

When a school informs parents/carers about forthcoming visits, they should make it clear that parents/carers
of children entitled to free school meals, will be exempt from paying the cost of board and lodging.

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 pupil is being prepared for at the school and not part of religious
education.

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 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 pupils to leave school an hour before the
school day ends, but the activity does not end until late in the evening.

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.
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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 pupils to leave school an hour before the
school day ends, but the activity does not end until late in the evening.

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. Examples:

¢ Pupils are away from noon on Wednesday to 9pm in Sunday. This counts as 9 half days including 5 school
sessions, so the visit is deemed to have taken place during school hours.

¢ Pupils 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.

Damage to Property & Breakages
Where school property has been wilfully or recklessly lost/damaged by a student/parent/carer/3rd party, the
school may charge those responsible for some or all of the cost of the repair or replacement.

Where property belonging to a 3rd party has been damaged by a pupil and the school has been charged, the
school may charge some or all of the cost to those responsible. Whether or not these charges will be made will
be decided by the HT and dependant on the situation.

Uniform

Pupils’ cardigans/sweatshirts/ties/coats are available for sale from the school office at cost price. Adult sizes
reflect VAT. School does not accept responsibility for lost or damaged articles of clothing or any personal
possessions.

Swimming
The school organises swimming lessons for children. These take place in school time and, although some
lessons may exceed the National Curriculum requirement, the school does not levy a charge to parents/carers.

Remissions:

Where the parents of a child are unable to meet any one of the charges the school may make, they can apply
in writing and complete confidence, to the HT for the remission of charges in part or full. The HT in
consultation with the finance committee will make any authorisation of the remission of charges.

Pupils whose parents/carers are in receipt of relevant government support payments may, 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 visits/trips.

¢ Income Support (IS)

¢ Income based Jobseekers Allowance (IBJSA)

¢ Support under part VI of the Immigration & Asylum Act 1999

¢ The guarantee element of the State Pension Credit

¢ Child Tax Credit, providing that Working Tax Credit is not also received and the family’s income (as assessed
by HMRC) does not exceed the limit for that tax year

¢ An income related employment and support allowance that was introduced in October 2008
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The identity of the child or parents/carers of the child who did not want to make the payment/charge, or could
not make the payment/charge, will not be disclosed.

Review and Approval

This policy will be formally approved and minuted by the Full Governing Body on an annual basis and be made
available on the school’s website.

The Governing Body of Our Lady of the Assumption Catholic Primary School and Nursery adopted this policy on
18" November 2025.

Signed M Burke

Chair of Governors Headteacher
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