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Guidance for Governing Bodies on Charging for School Activities

Summary

This non-statutory guidance is aimed at helping governing bodies and head teachers of maintained
schools set out their policies on charging and remission for school activities and school visits. It
focuses on:

* school activities that governing bodies and local authorities can/cannot charge for,
including transport, music tuition, residential visits and ‘optional extras’;

* asking parents or carers for voluntary contributions;

* charging and remission policies;

* activities not run by the school or local authority; and

* charges for using school minibuses.

The guidance also sets out the support available to parents on low incomes and in receipt of
benefits when being asked for contributions towards the costs of school visits.

This guidance is not legal advice and is not a substitute for governing bodies and local authorities
seeking independent legal advice.

Charging for School Activities

1. Introduction

The purpose of this non-statutory guidance is to help head teachers and governing bodies to set
out their policies on charging and remission for school activities and school visits. This guidance
document provides a policy view from the Welsh Government. However, it is not legal advice,
nor is it a substitute for the reader seeking their own legal advice. Examples are provided
throughout the text to illustrate points. Frequently asked questions, a model procedure which
governing bodies may choose to adopt, and template letters are provided in the Annexes.

2. Legal Context

Sections 449-462 of the Education Act 1996 (“the 1996 Act”) set out the law regarding what
charges can and cannot be made for activities in schools maintained by local authorities in Wales.
The 1996 Act prescribes what activities governing bodies may and may not charge for when taking
place during or outside of school hours, including residential activities. The 1996 Act also requires
that every governing body and local authority in Wales should have charging and remissions
policies in place and review them.

3. Charging and Remission Policies

3.1 A governing body may not charge parents for anything unless it has adopted charging and
remissions policies.



3.2 The charging policy must give details of the circumstances in which the school will charge
parents and in what circumstances it may ask for voluntary contributions. The remissions policy
must also explain any circumstances in which the school will wholly, or partially, waive a charge.

3.3 The charging policy should list every activity that may be charged for and explain when charges
will be made. It should provide clear information for parents about how a charge will be worked
out and who might qualify for help with the cost or not have to pay at all.

3.4 The governing body should make sure that parents are aware of the charging and
remissions policies. This can be done by placing them on a school website or publishing them in
the school prospectus or annual report to parents.

3.5 Governing body and local authority policies may differ as long as they are lawful.

4, Education
4.1 School governing bodies and local authorities may not charge for:

* anadmission application or admission to any maintained school for children of
compulsory school age;

* 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 for education or activities that secure the school’s duty to provide
religious education;

* tuition for pupils 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 it is part of the school’s duty to
provide religious education;

* entry for a prescribed public examination, if the pupil has been prepared for it at the
school or for examination re-sit(s) if the pupil is being prepared for the re-sit(s) at the
school; or

* any cost or charge associated with preparing a pupil for an examination.
4.2 Schools and local authorities may charge for:

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

* optional extras (see paragraph 6); and

* music tuition, in limited circumstances (see paragraph 8).

5. Education partly during school hours



5.1 If an activity happens, including “connected travelling time”, partly during and partly
outside school hours it counts as taking place entirely in school hours if at least 50% of it takes
place in school hours. No charge may be made in such circumstances. “Connected travelling time”
means time spent during school hours by the children taking part in the educational activity in
guestion in getting to or from the place where the activity takes place.

5.2 Parents can only be charged for activities that happen outside school hours when these
activities are not a 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.

Example of educational activity during school hours

5.3 A long-distance trip might involve much travel before and after normal school hours, but if
the time spent at the destination fell mainly within school hours, the trip would count as
happening in school time and no charge could be made.

Example of educational activity outside school hours

5.4 A trip that involved leaving school an hour or so earlier than usual in the afternoon, but
then went on until quite late in the evening, would be classified as taking place outside school
time. Charges would then be allowed, but only if the activities are not a 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.

6. Optional Extras

6.1 Charges may be made for other activities that are known as ‘optional extras’. It is up to the
local authority or governing body providing the activities to decide whether to make a charge.
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 pupil is being
prepared for at the school; or

C) part of religious education.

(For example, a skiing holiday during the school holidays or an evening visit to the theatre,
providing that the performance was not part of the National Curriculum, would be classed as
optional extras.)

* transport that is not 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; and

* board and lodging for a pupil on a residential visit;



* materials used in practical subjects and project assignments provided parents have
agreed in advance that they or the pupil wish to keep the finished product e.g.
ingredients or materials;

* examination entry fee(s) if the registered pupil has not been prepared for the
examination(s) at the school;

* an examination that the school has arranged for pupil to take but does not appear on a
prescribed list.

Charges may also be made if a pupil fails without good reason to complete the requirements of
any public prescribed examination where the governing body or local authority originally paid or
agreed to pay the entry fee.

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;

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

6.3  Any charge made in respect of individual pupils must not exceed the actual cost of
providing the optional extra activity, divided equally by the number of pupils participating.
It must not therefore 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.

6.4  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 pupils
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 pupils on a residential
visit.

6.5  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 will be made.

Transport

Schools cannot charge for:

* transporting registered pupils to or from the school premises, where the local authority
has a statutory obligation to provide transport;

* transporting registered pupils to other premises where the governing body or local
authority 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; or

* transport provided in connection with an educational visit.

8. Musical Instrument Tuition

Although the law states that all education provided during school hours must be free, music
lessons are an exception to this rule. Schools may charge for musical instrument tuition provided
to individual pupils, or to a group of not more than

four pupils, if the teaching is not an essential part of either the National Curriculum or a public
examination syllabus being followed by the pupil.

9. School Visits
9.1 Schools may not charge for:

* education provided on any visit that takes place 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
pupil is being prepared for at the school, or part of religious education; or

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

9.2  Schools may charge for the actual cost of board and lodging for residential trips.
9.3  Avisit counts as falling within school time 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.

Each school day is divided into two sessions and each 24-hour period is divided into two
half days beginning at noon and at midnight.

Example of visit during school hours

9.4 A visit from noon on Wednesday to 9pm on Sunday would count as nine half days
including five school sessions. The visit is deemed as taking place in school hours.

Example of visit outside school hours
9.5 A visit from noon on Thursday to 9pm on Sunday would count as seven half days including
three school sessions. The visit is deemed as taking place outside school hours. If fifty per cent or

more of a half-day is spent on a residential trip, you should treat the whole of that half-day as
spent on the trip.

Exemptions from paying the cost of board and lodging
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9.6 When a school informs parents about a forthcoming visit, they should make it clear that
parents who can prove they are in receipt of the following benefits will be exempt from paying the
cost of board and lodging:

Income Support;
b. Income Based Jobseeker's Allowance;

C. Inreceipt of any other benefit or allowance, or entitled to any tax credit under the Tax
Credits Act 2002 or element of such a tax credit, as may be prescribed by regulations
from time to time for any period wholly or partly comprised in the time spent on the
trip. Currently the following are prescribed:

o support under Part 6 of the Immigration and Asylum Act 1999; o Child Tax Credit,
providing 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 i.e.
children who are eligible to receive free school meals;

o Income Related Employment and Support Allowance.
d. Guarantee element of the State Pension Credit.

€. Receipt of Universal Credit.

9.7  Schools should be mindful of the financial circumstances of the families of pupils
when planning residential trips. Schools should consider the cost of board and lodging of
residential trips and whether they are affordable to ensure that residential trips are not
too expensive for the majority of pupils’ families. If trips are too expensive, uptake may be
low and there is a risk that the trip would be cancelled.

9.8  Schools also need to be mindful of the funding of the remission costs for eligible
families when arranging school residential trips.

9.9  Schools may wish to use their discretion and remit in full or in part, the cost of
optional extras for trips, materials, books, instruments and equipment in certain
circumstances where families on low incomes encounter difficulty paying for such things.

10. Asking Parents for Voluntary Contributions

10.1 Although schools cannot charge for school time activities, there is nothing in law to prevent a
school governing body or local authority asking parents and others to make voluntary
contributions (in cash or in kind) for the benefit of the school or to fund school activities. All
requests to parents for voluntary contributions must make it clear that the contribution is
voluntary; and that there is no obligation to make a contribution. The governing body or head
teacher must also make it clear that children of parents who do not contribute will not be
treated any differently.
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10.2 If the activity cannot be funded without voluntary contributions, the governing body or
head teacher should make this clear to parents when the contribution is requested. Where there
are not enough voluntary contributions to make the activity possible and there is no way to make
up the shortfall, the activity must be cancelled — this must be made clear to parents when asking
for contributions. The essential point is that no pupil may be left out of an activity because his or
her parents cannot, or will not, make a contribution. The school must first decide which class, or
group of pupils, will benefit from the activity and then look for voluntary contributions, either for
that activity, or by general fund-raising. Schools should make it clear to parents at the outset what
their policy for allocating places on school visits will be.

10.3 When making requests for voluntary contributions to the school funds, parents must not be
made to feel pressurised into paying. Schools should avoid sending colour coded letters as
reminders to make payments and letters should not be intimidating or coercive.

10.4 It is suggested that schools should not ask parents to set up direct debit or standing order
mandates for servicing voluntary contributions.

Good Practice

10.5 The Welsh Government considers that it is good practice for schools to notify parents in
plenty of time, ideally several weeks in advance, about forthcoming visits, charges for activities or
requests for contributions. This is particularly important for costly matters such as residential
visits. If the exact date and cost is not known, an indication should be given.

10.6 When practicable, it is good practice for schools to allow parents to pay for expensive trips
by instalments over a reasonable period of time.

11. Child Poverty

When arranging school trips and activities governing bodies and head teachers should do as much
as is practicable to ensure that children and young people living in poverty are not unfairly
disadvantaged. The cost pressures on families with low incomes are significant and governing
bodies and head teachers should try to ensure this is not exacerbated to the detriment of the child
or young person. It is important to balance the education value of residential trips against their
financial cost.

12. Activities not run by school or local authority

12.1 When a non school organisation arranges an activity to take place during school hours and
parents want their children to join the activity, such organisations may charge parents. Parents
must then ask the school to agree to their children being absent, just as they would if they wanted
to take their children out of school for a family holiday. The head teacher and governing body
must decide whether this is in the pupil’s best interest. They must also bear in mind the
requirements of the Regulation 7 of the Education (Pupil Registration) (Wales) Regulations 2010
(“the 2010 Regulations”) that a pupil should not be allowed more than ten school days’ absence in
any year unless there are exceptional circumstances.
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12.2 However, where an activity is organised by a third party and is approved by the school, is
educational, or is supervised by someone authorised by the school, then it should be treated as if
it were provided by the school and no charge should be made to the parents or pupils. Such an
activity, if it takes place outside the school premises, is an “approved educational activity” within
the meaning of Regulation 6 of the 2010 Regulations.

12.3 An “approved educational activity” is defined as either:

* an activity which takes place outside the school premises and which is:

* approved by a person authorised in that behalf by the proprietor of the school;

* of an educational nature, including work experience under section 560 of the 1996 Act
and a sporting activity; and

* supervised by a person authorised in that behalf by the proprietor or the head teacher
of the school.

13. School Minibuses

13.1 Schools may only charge for transport in their minibuses if they hold a permit issued under
Section 19 of the Transport Act 1985, and only if the transport is for other activities that are not
covered in paragraph 6 on page 8. In some cases, the permit exempts the school from Public
Service Vehicle operator and driver licensing requirements. A permit is not required if no charge is
made in cash or kind. Schools should apply to their LA for a permit for each minibus.

13.2 Charges may recover some or all of the costs of running the vehicle, including loss of value.
But the service may not make a profit, either directly through the fares charged or incidentally as
part of a profit making activity, even if any profit would go into the school’s other running costs or

for charitable purposes. A charge is any payment made in cash or kind (for example, a club
subscription) by or on behalf of a person that gives him or her a right to be carried.

13.3 Only the school’s pupils, staff or parents may travel for a charge in a school’s minibus.
14. Supplementary Information

Uniform, P.E. Kit, Calculators, Pens etc. Aprons

Parents can be invited to equip their child with items of personal equipment intended to be used
solely by their child.

Breakages and Damage

Where a pupil’s behaviour results in damage to school property or equipment, parents may be
asked to pay for the necessary repair or replacement. Each incident should be dealt with on its
own merit and at the schools discretion.

15. Frequently Asked Questions, Model Procedure And Sample Letters
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15.1 The annexes provide materials to help governing bodies and schools in the implementation
of policies on charging and remission for school activities and school visits. There is no obligation
to use them and it is not suggested that schools might not already have alternatives which are
better.

15.2 Annex 1 contains frequently asked questions.

15.3 Annex 2 contains a model procedure on charging for school activities. There is no obligation
to adopt this; a governing body may adopt a procedure of its choice if it meets the requirements
of the law.

15.4 Annex 3 offers sample letters which schools might like to use. These are drawn from our
experience of what works well. There is no obligation to use them.

* Sample Letter 1 is a request for a voluntary donation for a school trip, visit or practical
activity. It explains that all contributions are voluntary, and that the activity may not take
place if a substantial majority of parents do not contribute. It explains that if the trip goes
ahead, it may include children whose parents have not paid a contribution as all children
are treated the same and that the school will provide information on how each trip is
funded on request.

* Sample Letter 2 is a request for payment for a school trip, visit, practical activity that is
classed as an optional extra. It explains that the school is not in a position to subsidise the
event or offer any remission of charges.

* Sample Letter 3 is a request for payment to cover the costs of board and lodging on a
residential trip. It also draws attention to the categories of benefit claimants that are
exempt from having to make a payment.

Annex 1

Frequently Asked Questions
Q What is a charging policy?

A A charging policy is a statement that takes into account of each type of activity that can be
charged for and explains when charges will be made. If a charge is to be made for a particular type
of activity, for example optional extras, parents 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. The local authority or governing body may not charge for anything unless it
has drawn up a statement of general policy on charging, and in any event may only charge for
those things that are prescribed by law. The governing body’s policy may be more or less generous
than the local authority’s, as long as it meets the requirements of the law.

Q Can governing bodies charge for educating children in maintained schools?
A No charge can be made for admitting pupils to maintained schools. Education provided
during school hours must be free. This includes materials and equipment, and transport provided

in school hours by the local authority or by the school to carry pupils between the school and an
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activity. “School hours” are those when the school is actually in session and do not include the
break in the middle of the school day.

Q Can a school charge for an activity that takes place out of school hours?

A Parents can only be charged for activities that happen outside school hours when these
activities are not a necessary part of the national curriculum or do not form part of the school’s
basic curriculum for religious education or for activities that are an essential part of the syllabus
for an approved examination. Charges may be made for other activities that happen outside
school hours if parents agree to pay. The Education Act 1996 describes activities that can be
charged for as “optional extras”. It is up to the local authority or governing body providing the
activities to decide whether to make a charge.

Q Can a school ask for voluntary contributions?

A Yes, in some circumstances. Although generally schools cannot charge for school-time
activities, they may still invite parents and others to make voluntary contributions (in cash or in
kind) to make school funds go further or assist in a particular activity. All requests to parents for
voluntary contributions must make it quite clear that the contributions would be voluntary.
Governing bodies should also make it clear that children of parents who do not contribute will not
be treated any differently. If a particular activity cannot take place without some help from
parents this should be explained to them at the planning stage.

Q What happens if the school is unable to raise enough voluntary contributions to cover
costs?
A Where there are not enough voluntary contributions to make the activity possible and

there is no way to make up the shortfall, the activity must be cancelled. The essential point is that
no pupil may be left out of an activity because his or her parents cannot, or will not, make a
contribution of any kind.

Q Why must the school have a Charging and Remission Policy?

A A Charging and Remission Policy is required by law and is designed to minimise the
financial barriers which may prevent some pupils from benefiting from school activities and visits.

Q Is a residential trip in or out of school time?

A Residential activity counts as falling within school time if the number of school sessions
missed by the pupils amounts to half or more of the number of half days taken up by the activity.
Each school day is normally divided into two sessions and each 24-hour period is divided into two
half days beginning at noon and midnight. If 50% or more of a half-day is spent on a residential
trip, the whole half-day is counted as spent on the trip.

15



Annex 2

Policy on Charging for School Activities

Purpose of Policy

The purpose of this policy is to set out what charges can and cannot be made for activities in
[INSERT NAME OF SCHOOL]. The policy has been drawn up in accordance with Sections 449-462 of
The Education Act 1996 which sets out the law regarding what charges can and cannot be made
for activities in schools maintained by local authorities.

Circumstances where no charge is made

No charge will be made for:

Education in School

Transport

Education provided wholly or mainly during school hours.
Admission to school for children of compulsory school age.

Activities which are part of the National Curriculum, or are part of a prescribed
examination syllabus, or part of Religious Education.

The supply of any materials, books and instruments or other equipment.

Transporting registered pupils to or from the school premises, where the local
authority has a statutory obligation to provide transport.

Transporting registered pupils to other premises where the governing body or local
authority 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 which is part of the National
Curriculum.

Residential visits

Education provided on any visit that takes place 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
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.

16



Music tuition

* Children learning to play musical instruments as part of the National Curriculum; or
part of a syllabus for a prescribed public examination that the pupil is being prepared
for by the school, or part of religious education; or

* Cost associated with preparing a pupil for an examination.

Examination fees

Entry for a prescribed public examination if the pupil has been prepared for it at the
school or for examination re-sit if the pupil is being prepared for the re-sits at the
school.

Circumstances where the School may Charge Parents

Optional Extras

Charges may be made for other activities known as ‘optional extras’. Where an optional extra is
being provided, a charge may be made for providing materials, books, instruments, or equipment
as follows:

Education

* Activities which take place mainly or wholly out of school time if they are not part of
the National Curriculum, not part of a syllabus for a prescribed public examination that
the pupils being prepared for at the school and not part of religious education.

* Materials used in practical subjects and project assignments provided parents have
agreed in advance that they or the pupil wish to keep the finished product e.g.
ingredients or materials.

Music tuition

Musical instrument tuition provided to individual pupils or to a group of not more than
four pupils if the teaching of music tuition is not part of the National Curriculum or a
public examination syllabus being followed by the pupil.

Transport

Transport that is not required to take the pupil to school or to other premises where the
governing body have arranged for the pupil to be provided with education.

Examination Fees

* The examination is on the set list, but the pupil was not prepared for it at the school.
* The examination is not on the set list, but the school arranges for the pupil to take it.

17



* A pupil fails, without good reason, to complete the requirements of any public
examination where the governing body or LA originally paid or agreed to pay the entry
fee.

Board and Lodgings

The cost of board and lodging for residential trips, even when taking place largely during
school time. (Pupils whose parents are in receipt of certain benefits are exempt from
paying the cost of board and lodging, see page 4).

Voluntary Contributions

Although schools cannot charge for school time activities, voluntary contributions may be sought
from parents for activities which supplement the normal school curriculum.

Requests to parents for voluntary contributions will state that:

* there is no legal obligation to make a voluntary contribution;
* pupils will not be excluded through parents’ inability or unwillingness to pay;
* pupils of parents who cannot contribute will not be treated any differently; and

* where there are not enough voluntary contributions to make the activity possible and
there is no way to make up the shortfall, the activity will be cancelled.

Requests made for voluntary contributions made in respect of individual pupils must not include
any element of subsidy for any other pupils wishing to participate in the activity whose parents are
unwilling or unable to pay the full charge.

Remissions

Parents who can prove they are in receipt of the following benefits will be exempt from paying the
cost of board and lodging of a residential trip:

Income Support.

b. Income Based Jobseeker's Allowance.

C. Inreceipt of any other benefit or allowance, or entitled to any tax credit under the Tax
Credits Act 2002 or element of such a tax credit, as may be prescribed by regulations
from time to time for any period wholly or partly comprised in the time spent on the
trip. Currently the following are prescribed:

o support under Part 6 of the Immigration and Asylum Act 1999; o Child Tax Credit,
providing 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 (i.e.
children who are eligible to receive free school meals;

o Income Related Employment and Support Allowance.
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d. Guarantee element of the State Pension Credit.
€. Receipt of Universal Credit.

The governing body may wish to remit in full or in part, the cost of other activities for parents in
certain circumstances.

Supplementary Information

Uniform, P.E. Kit, Calculators, Pens etc. Aprons

Parents can be invited to equip their child with items of personal equipment intended to be used
solely by their child.

Breakages and Damage
Where a pupil’s behaviour results in damage to school property or equipment, parents may be

asked to pay for the necessary repair or replacement. Each incident should be dealt with on its
own merit and at the schools discretion.

Annex 3

Sample Letters
Sample letter [1]

Voluntary donation for Trip/Visit/Practical Activity

Dear Parents,

[child’s name/year/subject]
The school is organising a [Trip/Visit/Practical Activity] to [place] on [date(s)].

Activities such as this are beneficial because they give pupils experiences they may not otherwise
have.

All contributions are voluntary and the proposed activity may not take place unless a substantial
majority of parents contribute. If a [Trip/Visit/Practical Activity] goes ahead, it may include
children whose parents have not paid any contribution. We do not treat these children differently
from any others. Parents have a right to know how each trip is funded and the school provides this
information on request.

Your contribution will cover [specify: meals (breakfast, packed lunch, and evening meal),
insurance, transport and equipment costs].
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To make your contribution please complete the reply slip below and return it with your donation
in an envelope marked with your child's name, form and 'school donation' to the school office by
[date]. Cheques should be made payable to [name].

Thank you very much for your support.

Yours sincerely

[name]
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Sample letter [2]

Payment for Optional Extra
[Information on optional extras can be found on page 4 of the Guidance}.

Dear Parents,
[child’s name/year/subject]

The school is organising a [Trip/Visit/Practical Activity] to [place] on [date(s)]. Activities such as
this are beneficial because they give pupils experiences they may not otherwise have.

The cost of this [Trip/Visit/Practical Activity] per pupil is [amount].

This will cover [specify: accommodation, meals (breakfast, packed lunch, and evening meal),
insurance, transport and equipment costs].

The school is not in a position to subsidise this visit, or to offer remission of charges, therefore a
payment from each pupil wishing to attend will be required. Please note that if not enough
interest is shown it may have to be cancelled.

To make your payment please complete the reply slip below and return it with your payment in an
envelope marked with your child's name, form and name of ‘trip/visit/practical activity’ to the
school office by [date]. Cheques should be made payable to [name].

Thank you very much for your support.

Yours sincerely

[name]
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Sample letter [3]

Residential Trips

Dear Parents,

[child’s name/year/subject]
The school is organising a Residential Trip to [place] on [date(s)].

Activities such as this are beneficial because they give pupils experiences they may not otherwise
have.

No charge is being made for the activity or travel; however there is a charge of [amount] to
cover the costs of board and lodging. To make your payment please complete the remittance slip
below and return it with your payment in an envelope marked with your child's name, form and
name of residential trip to the school office by [date]. Cheques should be made payable to
[name].

We do not ask parents who receive the following benefits to make a payment [insert list of
benefits]. If you receive any of these, please complete the attached exemption slip and return it
in an envelope marked with your child's name and form to the school office by [date].

Thank you very much for your support.

Yours sincerely
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[name]
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School Facilities Booking Form

Name of Organisation:

Hirer’s Name:

Hirer’s Address:

Postcode:

Telephone Numbers :

E mail address:

BOOKING / EVENT DETAILS

Event Title :

Day/s:

Dates

From: To:

Access Time

Start Time

Finish Time

Exit Time

Estimated numbers
participating:

Adults Children

If applicable, please supply the entrance / participation fee you intend to charge :

Facility requirements Costs Total
Sports Hall £30.00
Main Hall £30.00
Class Rooms £30.00
ICT Suites £30.00
Drama Studio £30.00
Community Room £15.00
Additional
Details/Requirements
Payment Details
Should you require an Name
invoice Please contact Address
Fiance Office at Cyfarthfa Postcode
High School Telephone Number
E Mail
Cheques should be made Cyfarthfa High School
payable to:
BACS Transfer to:
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DECLARATION

| hereby acknowledge receipt of “Conditions of Hire” governing the hire of facilities and hereby
undertake to abide by and conform to the same and to observe the directions given in
pursuance thereof in the event of this application being granted. | further agree that this
application form, the said “Conditions of Hire” and a letter of confirmation under the hand of
the Manager shall form a contract between myself and the Council upon the terms set out in
such documents. The completion of this form does not guarantee the booking applied for.

NB: A booking does not exist until the Hirer has received confirmation

(No person under the age of 18 may sign this form)

Signed : Date :

Please return to : Business Manager at Cyfarthfa High school

Rates per hour for 2024-2025 will be charged at:-

Sports Hall £30 per hour
Main Hall £30 per hour
Class Rooms £30 per hour
ICT Suites £30 per hour
Drama Studio £30 per hour

27



CYFARTHFA HIGH SCHOOL SPORTS HALL
BOOKING FORM

ALL BOOKINGS ARE TAKEN FOR A SIX-WEEK OR TERM PERIOD AGREED WITH THE
MANAGER ON SITE. ALL MONIES TO BE PAID EITHER UPFRONT, BEFORE EACH
INDIVIDUAL SESSION OR BY INVOICE

Purpose of
0 TSRS
Name of
Lo [U1 oY ATa Yo [AVils [UT-1 IO TSROSO RRORPR
Y o [ 3OS
Contact
NIUINIDEE /St ettt ettt et et est et e et e sbesaesat et sesbeseastesaesasentsassenbensestsss she sssesbensennsasse sresressens
Dates / times required
Day Date Date Time Adult or
required required junior
from to booking
Approximate numbers
T =] 0T TSR
Have your club coaches gained a DBS certificate? YES / NO
Do you hold the relevant sporting insurance? YES / NO
When will Weekly Weekly plus Total
your 1 week payment
payments be upfront Invoice
made
How will your Cash - Cash — Cheque — Cheque -
payments be Weekly Upfront Weekly Upfront
made

All cheques to be made payable to “Cyfarthfa High School”

All information provided will be treated in compliance with the data protection act 1998.

| confirm that | have read and understood the terms and conditions of booking and agree to
abide by them.

Signature of hirer...... e, DAt
Signature of Manager......ccovcvecevieiecceecece et Date..iiiiii et e
Signature of Interim Business Manager

................................... Date... e
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CYFARTHFA HIGH SCHOOL SPORTS HALL CONTRACT.

It is very important that the upkeep and running of this facility is maintained. As well as the
sports hall manager it is important that those who hiring the hall follow a simple set of
guidelines.
The use of black soled shoes/trainers are forbidden.

No food or drink to be consumed in the hall.

No alcohol allowed on premises

All rubbish to be placed in the bins provided.

The hall will be available to the organisation for the booking time only, if the hall is not
evacuated in time then there will be a further charge.

If you miss a session in the hall there will be a charge for the hall unless arrangements has been
made prior with the staff at the sports hall.

Contact numbers and details must be supplied to the sports hall manager and bookings
confirmed before any activities can commence.

All users of the sports hall must use the new road entrance provided unless stated otherwise.
You must have adequate public liability insurance or relevant.

Sports body insurance.

Vehicles parked on site at owner’s risk.

No ball kicking above 6’ permitted.

Cyfarthfa High School is not responsible for loss or damage to personal equipment

If continual misuse and breach of the contract and guidelines supplied by the sports hall, the sports

hall manager and staff terminate the bookings with immediate effect.

Interim Business Manager Mrs Julie Atkins  Signed.......ccccveeecvve e,

Kerry Bunce
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(b)

(a)

(b)

(a)

Cyfarthfa High School

CONDITIONS FOR THE HIRE OF SPORTS AND LEISURE FACILITIES
The hirer’s attention is drawn to these conditions especially to Condition 3(b), 5(b) and 12.

1. DEFINITIONS

(@) ‘Hirer’ means the person signing the application form for the hire of accommodation
and/or facilities. Where a promoting organisation is named in the application for hire the
organisation shall also be considered the hirer and shall be jointly and severally liable hereon
with the person who signs the form.

‘Council’ means Merthyr Borough County Council
(c) ‘Manager’ means the Manager of the facility or any person acting on his behalf.

(d) ‘Function’ means the event for which the facilities are hired.

APPLICATIONS FOR HIRE — Application for the hire of facilities must be made in writing on the
official application form. The Council reserves the right to refuse any application without
stating a reason for so doing. The Council also reserves the right to cancel any hiring in the
event of it appearing that the hirer intends to use the facilities for any purpose other than the
purpose specified in the form of application for hiring. The facilities will not be deemed to be
hired until after the applicant has been notified in writing by the Council to that effect and any
necessary deposit paid.

CHARGES

The charges for hiring shall be in accordance with the scale of charges made by the Council,
save that any application not coming within the scale will be charged at a rate to be determined
by the Manager. The hirer shall pay the hiring charge to the Council, in one payment or in
instalments and at such time or times as shall be required by the Council and notified to the
hirer by the Council at the time when the application is accepted.

Where an application for hire is accepted by the Council more than six months before the
date of the hiring, such acceptance is subject to a condition that the Council shall have the
right to alter the charge payable for the hiring, or any of the other terms and conditions of
hire, upon giving notice to the hirer not less than six months before the date of hiring. In the
event of such notice being given, the hirer may, within one month of the date of such notice,
cancel the booking and the whole of any hiring charge paid by him shall be refunded by the
Council.

PROHIBITION OF SUB-LETTING — The hirer shall not sub-let the facilities or any part of the
facilities without prior consent in writing of the Manager whose decision will be final.

CANCELLATION

By Hirer — All applications for cancellation shall be made in writing to the Manager. The booking
will not be deemed to be cancelled until after the applicant has been notified by the Manager
to that effect. No part of any hiring charges already paid shall be returnable to the hirer save at
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(b)

the entire discretion of the Council and the Council shall be entitled to require the payment of
the whole of the hiring charge in respect of any hiring which is cancelled by the hirer less than
seven days before the date on which the hiring is to take place.

By Council — The Council reserves the right to cancel any hiring at any time if the cancellation
is as a result of reasons beyond its control, it shall not incur any liability for any breach of
contract. Any charges paid by the hirer will be refunded to him by the Council in the event of
any such cancellation but the Council will not be responsible or be liable for any other
expenses incurred by the hirer either directly or indirectly resulting from such cancellation.

DAMAGE, LOSS AND INJURY

(a) Unless due to any act, omission or negligence on the part of the Council or of its servants
or agents the hirer shall be responsible for and shall pay to the Council on demand the amount
of any damage done or occasioned to the facility or to the fixtures, fittings, apparatus,
equipment, furniture or other contents thereof in the course of the hiring.

(b) Unless due to any act, omission or negligence on the part of the Council or of its servants
or agents, the Council shall not be responsible for any loss of, or damage to, the hirer, any other
person, or any loss or damage to any property of any person or persons resorting to the facility
during the period of hire arising from any cause whatsoever.

(c) The hirer shall indemnify the Council against any claim that may arise or which may be
made by any person resorting to the facility during the period of hire in respect of any such loss
or damage to persons or property.

31



Workload Impact Assessment

Policy name:

Date of assessment:

Assessed by:

The policy complies with and is consistent with the teachers’ contractual
entitlements.

The policy and any related procedures were introduced following full
consultation with the each union.

The policy and any related procedures include a specific statement regarding
workload impact.

The policy has been piloted/trailed/evaluated to enable an assessment of
workload impact to be made.

The impact of the policy and related procedures is that they have not added
additional hours of working

The policy does not duplicate any other existing policy.

All policy has been reviewed in order to access whether any outdated and
unnecessary.

The College has identified the resources necessary to support the policy,
including staff time, any additional staffing and appropriate equipment.

Implementation of this policy will not result in any additional meetings/activities
that have not been identified within the College calendar, published and revised
in consultation with the Unions.

All staff (including the headteacher) have had training to ensure that the policy
and any related procedures are carried out without increasing workload burdens.

The policy and related procedures are reviewed regularly to ensure that
additional workload burdens have not been added over time.




