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Charges, Remissions and Lettings Policy 
 
Charges and Remissions for Academy Activities 
 
Purpose of policy 
The purpose of this policy is to set out what charges can and cannot be made to pupils for 
activities in Five Spires Academy, West Midlands Reach2 Academy Trust. 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 school 
maintained by local authorities which also apply to the Academy Trust as set out in our 
Funding Agreement with the Secretary of State. 
 
 
Circumstances Where No Charges are Made 
 
No charge will be made for: 
 
Education in School 

 Education provided wholly or mainly during school hours. 

 Admission to school for children of compulsory school age. 

 Activities that are part of the entitlement curriculum for all pupils, or are part of a 
prescribed examination syllabus, or part of Religious Education. 

 The supply of any materials, books and instruments or other equipment that are a 
requirement of the entitlement curriculum. 

 
Definition of ‘Entitlement Curriculum: the learning and experiences that the academy will 
make available to all or nay pupil that is provided wholly or mainly during school hours. 
 
Transport 

 Transporting registered pupils to and from the academy 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 the examination at the academy. 

 Transport provided in connection with an educational visit, which is part of the 
entitlement 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 part of the 
entitlement 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. 
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Music Tuition 

 Children learning to play musical instruments as part of the entitlement 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. 

 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. 

 
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 that take place mainly or wholly out of school time if they are not part of 
the entitlement curriculum, not part of a syllabus for a prescribed public examination 
that the pupils are being prepared for at the academy and not a part of religious 
education. 

 Materials used in practical subjects and project assignments provided parents have 
agreed in advance that they may 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 entitlement 
curriculum. 

 
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 an education. 

 
Examination Fees 

 An examination that is independent of the academy curriculum, but the academy 
arranges for the pupil to take it. 

 
Board and Lodgings 

 The cost of board and lodgings 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 lodgings. 
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Voluntary Contributions 

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

Requests to parents for voluntary contributions will state that: 
o There is no legal obligation to make a voluntary contribution 
o Pupils will not be excluded through parents’ inability or unwillingness to pay 
o Pupils of parents who cannot contribute will not be treated any differently 
o 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 whose children are eligible for free school meals will be exempt from paying 
the cost of board and lodging of a residential trip. 

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

 
Supplementary Information 

 Parents can be invited to equip their child with items of personal equipment 
intended for use solely by their child such as uniform, PE kit, calculators and pens 
etc. 

 
Breakages and Damage 

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

 
Loss of Reading and Library Books 

 If a child or parent loses a reading or library book that has been taken home the 
academy will charge for the cost of the book so that it can be replaced. 
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Lettings 
 
Five Spires Academy Governors recognise that:  

 The school premises represent a significant capital investment and should be fully 
utilised  

 The school premises are a valuable community resource  

 Educational usage constitutes a natural priority  

 Profit margin would be welcome when derived from private or commercial usage 
but is not always the objective when facilitating educational, cultural or social 
activities by designated users  

 
Priority usage  
The Governors have adopted the following category of priority user:  

 Statutory users  

 Designated users  

 Community users  

 Private users  

 Staff users  
 
The Governing Body have reserved the right to determine some organisations community 
users. These will usually be organisations that create extra-curricular opportunities for the 
wider school community e.g. scouts/guides or after school provision. The Governing Body 
will agree separate rates for community users which will be reviewed annually. The 
Governing Body will agree a discounted rate for staff.  
 
Applications for Designated Status  
The Governing Body have delegated their power to determine designated status to the 
Business Development Committee who will exercise discretion on their behalf and 
determine applications. The outcome of such decisions shall be a matter of report to the 
Governing Body each term. The headteacher will arrange a list of approved organisations to 
be maintained. This does not preclude the headteacher from referring sensitive applications 
to the full Governing Body at his/her discretion.  
 
Scale of Charges  
On arriving at their scale of charges the Governors have followed the following principles:  

 Statutory users will be charge an amount commensurate with cost recovery  

 Designated/Community/Staff users will be charged an amount agreed by the 
Governing Body  

 Private users will be charged on a cost plus an income margin for the school  
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There will be parity of treatment for similar users. The Business Development Committee 
will determine which group any particular individual or organisation belongs to.  
 
Costs  
The School Business Manager is responsible for managing the lettings process and to 
encourage the use of the school buildings by the local community and to generate 
additional revenue. Any additional payments made to the Site Manager or member of staff 
supervising the let will be considered at each letting agreement. 
 
General  
The Governors recognise that it would be impossible for them to personally vet every 
applicant or organisation who wishes to make use of the school premises. Accordingly they 
have delegated the authority to accept applications for hire from at least two of the 
following persons:  

 Chair of the Business Development Committee  

 Headteacher  

 School Business Manager  

  
 
Where the above are uncertain as to the suitability of a potential hirer the matter will be 
referred to the Business Development Committee.  
 
This policy will be reviewed annually in the autumn term and the hire charges for the 
forthcoming year will be reviewed.  
 
Appendices  
Appendix 1 Conditions of Hire  
Appendix 2 Charges and Times of Hire  
Appendix 3 Lettings Booking Form  
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Appendix 1  
Conditions of Hire  
The following procedures will always be followed:  

 All enquiries are directed to the School Business Manager. 

 A meeting will be arranged with the School Business Manager to show the facilities 
and discuss the conditions of hire  

 A date and time frame is agreed. 

 The charge is agreed in accordance with the policy (charges are inclusive of the cost 
of utilities, personnel and parking)  

 To secure the booking the hirer must complete a booking form  

 A 50% deposit payment for single lets must be made to secure the reparation of any 
damage which may occur and as payment for the over running of the agreed times. 
The deposit will be returned after the function, less the amount the staff may deduct 
to cover these costs  

 A deposit will be agreed for long term lets and this will be returned at the 
completion of the contract if no damage has been incurred.  

 
On receipt of the booking form the school will:  
Single Lets – invoice the hirer for the full amount. Payment must be made at least two 
weeks prior to the function  
Long Term Lets- invoice the hirer at the agreed periods and all lets will be payable in 
advance  

o All payments will be made to the school office either via Teachers2Parents, bank 
transfer or by cheque payable to Five Spires Academy.  

o The school will seek to recover costs incurred which are unavoidable and result 
directly from the cancellation of the booking.  

o Hirers must state the maximum number of people expected and the school reserves 
the right to limit the number of people admitted dependent upon the type and size 
of the accommodation hired.  

o All hiring is subject to the hirer or the authorised representative occupying and 
vacating the premises at the stated times – should the function over-run the stated 
time the hirer will be liable for extra fees.  

o The School Business Manager or staff member responsible for the supervision of the 
booking and hirer will inspect the condition of the area to be hired before the 
function has taken place on the day of the hiring. This will be repeated at the end of 
the function and the condition noted on the completion slip on the lettings booking 
form to confirm that the hiring has been completed within the terms of the 
agreement. Furniture/resources moved during the let should be returned to their 
original places.  

o In the event of the hirer not arriving within 30 minutes of the agreed starting time 
the premises will be secured and the let considered cancelled – in this event no 
money will be refunded.  

o In the event of the hiring finishing earlier than booked a responsible person must 
remain on site until the lettings officer has been informed and locking up can begin.  
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o The school reserves the right to refuse without explanation any application and to 
cancel the hiring at any time without written notice. On the termination of the hiring 
under this condition the school shall return all or part of any money paid but shall 
not be under any liability for any loss or damage aspiring out of such termination. 
Persons under the age of 18 years are not eligible to hire the premises. 

Health and Safety 
o The school complies with the Health and Safety at Work Act 1974 and is responsible 

for non-employees who are on the school premises.  
o It is required that any person undertaking a let at the school provide the school with 

a risk assessment of the activity being undertaken.  
o Any hirer on site, when pupils are present at the school, will produce a current 

enhanced DBS certificate.  
o Any accidents, however minor, that happen during the let must be reported to a 

school staff member at the time of the incident.  
o The hirer will need to make their own first aid arrangements.  
o The hirer will be given the fire and emergency procedures for the area that is hired.  
o It is the responsibility of the hirer to take a register of all persons attending their 

function and to bring this to the assembly point as indicate on the above document.  
General Conditions Must be Observed  

o Parking is at the risk of the vehicles owner and is only allowed on hard surfaces. Care 
must be taken of the playground equipment, any damage will be charged to the 
hirer.  

o The school reserves the right to insist on the ejection of any person who is acting in a 
disorderly fashion.  

o In exceptional circumstances e.g. fire, flood or other emergency situations, the 
school reserves the right to suspend the hiring until the premises are made safe.  

o The hirer shall ensure that the noise is kept to a minimum at all times, especially 
when exiting the site. All lets should not exceed 23.00pm, locking up time 23.30pm.  

o In the case of youth and junior organisation, a sufficient number of responsible 
adults must be in charge for the period of hire and ensure adequate supervision of 
all areas of the site to which the children have access.  

o The hirer shall undertake to see that the premises are used in an orderly way and for 
the purposes only for which they are hired.  

o The hirer shall reimburse the school the cost of making good any damage to the 
school’s property arising from the hiring.  

o The hirer shall not use or permit the use of the premises for the sale of goods by way 
of competitive bidding unless the sale is for the purpose of assisting the funds of a 
voluntary organisation whose activities are not carried out for profit and the whole, 
or substantially the whole, of the proceeds are devoted to the funds of the 
organisation.  

o The school reserves the right to refuse entry to the premises in the interests of the 
health and safety of those present.  

Exclusions  
o The hirer may not assign or sub-let the use of the premises to any other person.  
o Only areas/facilities identified in the booking form should be used by the hirer. If 

additional areas/facilities not agreed prior to the let are used the hirer may incur an 
additional charge.  
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o The school buildings and site are entirely a non-smoking and alcohol free area. Food 
and drink should not be consumed in the main school hall without prior agreement.  

o Nails, tacks, screws etc. must not be driven into the walls, ceilings, floors or fittings 
or sticky tape used to affix anything onto the walls, windows or any other surface.  

o No alteration or addition to the electrical installation shall be made and no 
equipment or apparatus is to be connected to it without prior agreement. 

o PA systems, sound equipment, projectors and screens are not to be used without 
prior agreement.  

o No furniture, instruments or equipment belonging to the hirer may be left or stored 
on the premises without the agreement of the school and if permission is granted 
the hirer’s goods are stored at his/her risk.  

o Notices must not be exhibited on any part of the premises without the prior 
agreement of the school.  

o Any hiring is subject to the condition that the premises will not be used for political 
purchases or the teaching of any political party politics or the public exhibition of 
films.  

o The premises are not licensed for public entertainment and consequently the 
collection of money for admission and advertising any entertainment to the general 
public cannot be permitted.  

o The hirer and those attending the function must not enter parts of the site other 
than those included in the booking agreement.  

o The school does not undertake any responsibility for:  
o Loss or damage of any goods or effects belonging to the hirer or any other person 

present  

o Injury to any person attending the premises unless the injury results from the 
schools negligence  

o Any breakdown, leakage, fire or accident rendering necessary the closure of the 
premises nor for any interruption of the hiring for repairs or renewals consequent on 
any such breakdown ,leakage, fire or accident  

 
Conditions of Hiring the School Kitchen  

o The school kitchen is not available to hire.  
o There are cookers available in the Design and Technology Room which may be used 

by the hirer. The Design and Technology Room also has washing up facilities and 
worktops. The lettings officer will demonstrate how items included in the let work.  

o In certain circumstances it may be possible to use the school kitchen serving hatch to 
serve foods/beverages.  

o The Design and Technology Room must be left clean and tidy, with no traces of food 
or liquids on the floor, cookers or worktops.  

o All rubbish must be taken away by the hirer.  
o Failure to comply with these regulations in any part may render the hirers ineligible 

for further hiring.  
Cleaning  

o The responsibility for the cleaning lies with the hirer. It is possible to request that the 
school does the cleaning which would be charged at the current hourly rate for the 
cleaning staff or site manager. If this arrangement is requested it will be confirmed if 
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it is an option on the booking form with confirmed charge which will be payable in 
advance.  

Alcohol  
o The LICENSEE can obtain a Special License for the sale of alcohol from The 

Staffordshire Magistrates Court for a private function. A Special Permission can be 
obtained by a recognised group i.e. Parent Teacher Associations for the sale of 
alcohol from The Staffordshire Magistrates Court. The number of these is limited to 
the organisation not the premises.  

o A written declaration must be made by the hirer concerning any sale of alcohol and 
the license produced to the school before the let.  
 

Insurance  
o Hirers of private lets should obtain Public Liability Insurance and this documentation 

must be produced to the school before the let.  
 
Security  

o Hirers who are key holders need to ensure the school security arrangements at all 
times.  

.  
 



Five Spires Academy: Charges, Remissions and Lettings Policy, September 2017 

Page 10 of 12 
 

Appendix 2  
 

Charges and Times of Hire: Business Use 

 

Facilities Hourly/Daily Rate 
Monday to Friday 

Hourly/Daily Rate 
Saturday 

Hourly/Daily Rate 
Sunday 

School Hall and 
toilets 

 
£60 
 

 
£100 

 
£150 

School Hall and 
toilets with Design 
& Technology Room 

 
£85 
 

 
£125 

 
£175 

Classroom and 
toilets 
 
 

 
£60 
 

 
£100 

 
£150 

Multi Use Games 
Area 

 
£50 
 

 
£100 

 
£150 

Meeting room and 
toilets 

 
£60 
 

 
£100 

 
£150 

 

The school is not available for hire during the school day with the exception of election 

purposes. 

Rates for community use to be agreed by the headteacher on an individual basis 

All other exceptional letting requirements and rates to be agreed by the headteacher. 
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Appendix 3 
Five Spires Academy School Lettings Booking Form 

Name of Hirer: Organisation: 
 
 
 
 

Address of Hirer: 
 
 
 
 
 

Contact Number: 
 
 

Dates of Hire 

From: 
 

To: Total Days: 

Frequency: 
 

Times of Hire 

From:                                                           am/pm 
 
 

To:                                                                 am/pm 

Room Required: 
 
 
 

Maximum Attendees: 

Purpose of Hire: 
 
 
 
 
 

Information for Site Manager, e.g. furniture required: 
 
 
 
 
 
 
 

Total Cost: 
 
 
 
 
To be paid in full 2 weeks 
prior to the function 

Deposit: 
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Confirmation of Booking 

Room Hired: 
 
 
 
 
 

Date: 

Total Cost: 
 
 
 
 

Deposit Received: 

I have read the ‘Conditions of Hire’ with the hirer 
 
 
 
 
 
Signature of the Lettings Administrator:                                                               Date: 

I agree to abide by the ‘Conditions of Hire’ 
 
 
 
 
 
Signature of the Hirer:                                                                                              Date: 

Completion 

I am satisfied the conditions of hire have been duly observed and that the school has not 
incurred additional costs as a result of the booking. 
 
 
 
 
 
 
Signature of the Lettings Officer:                                                                             Date: 

I am satisfied the school has fulfilled its obligations as defined in the ‘Conditions of Hire’ 
 
 
 
 
 
 
Signature of the Hirer:                                                                                               Date: 

 
Where either party feels unable to sign for completion representation should be made in writing 
to the headteacher the next working day after the let. 
 

 


