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  The Law states that education provided during school hours must be free.
This definition includes materials, equipment and transport provided during school hours.
No student may be left out of any activity because their parents/carers cannot or will not contribute. 
A ‘charge’ is a fee payable for specifically defined activities and a ‘remission’ is the cancellation of a charge that would normally be payable.





















	 
 
Contact us:  
finance@wickhambrookschool.co.uk 
1. Introduction 
The purpose of this policy is to ensure the school has clear, fair, and consistent processes for charging, voluntary contributions, remissions, and debt recovery. 
All education provided during school hours remains free of charge, in line with statutory requirements. 
Where charges or contributions are permitted, these will be clearly communicated to parents/carers in advance. 
 
2. Legal Framework 
This policy is based on: 
· Education Act 1996 
· DfE guidance on Charging for School Activities 
· Schemes for Financing Schools 
· Equality Act 2010 
 
3. Aims of the Policy 
The school aims to: 
· Maintain transparent processes for charging and remissions. 
· Clearly explain which activities require payment or voluntary contributions. 
· Minimise financial barriers to participation. 
· Manage debts responsibly and protect school budgets 





4. Charging Principles 
Where Charges Cannot Be Made 
In line with statutory requirements, the school cannot charge for: 
· Education provided wholly or mainly during school hours. 
· Materials, books, equipment, or transport provided during school hours. 
· Activities that form part of the National Curriculum. 
· Examination entries where the pupil has been prepared at school. 
· Educational visits during school hours. 
 
Charges may be applied for: 
· Board and lodging costs on residential visits. 
· Activities outside school hours not part of the curriculum. 
· Extended school services (breakfast club, after-school clubs). 
· Optional extras (e.g., theatre trips, extracurricular workshops). 
· Materials or equipment where parents wish the child to own the item (e.g., design & technology projects) 
 






5. Voluntary Contributions 
Parents may be asked to make a voluntary contribution for certain activities. 
· Non-payment will not exclude pupils from participating. 
· If insufficient contributions are received, the activity may need to be cancelled. 
 
 
6. Music Tuition 
Charges may apply for individual or small-group instrumental tuition requested by parents, except where statutory exemptions apply (e.g., looked-after children).
The school facilitates access to private piano and guitar tuition. The cost of these lessons is met by parents, and any contractual or financial agreement is made directly between the parent and the music teacher. The school’s role is limited to facilitating access to the lessons.


7. School Meals 
Charges apply for school meals unless a pupil is eligible for Free School Meals (FSM) under the Targeted and expanded schemes. 
Outstanding school meal debts are handled in accordance with the school’s Debt Recovery Procedures (see Section 12). 
 
8. Remission Criteria 
Charges may be reduced for pupils whose families receive: 
· Universal Credit (with income thresholds) 
· Income Support 
· Income-based Jobseeker’s Allowance 
· Child Tax Credit (without Working Tax Credit) 
· Support under Part VI of the Immigration and Asylum Act 1999 
 
Remission may also be considered for: 
· Families facing temporary financial hardship. 
· Pupils eligible for free school meals 
 
 
 
9. Procedures 
· All charges will be communicated clearly in advance. 
· Requests for remission must be made in writing to the Headteacher or Business Manager 
· Evidence of eligibility may be required. 
· Decisions will be made confidentially and fairly. 
 
10. Roles and Responsibilities 
Governing Body: 
· Approves and reviews the policy. 
· Ensures compliance with statutory guidance. 
Headteacher: 
· Implements the policy consistently. 
· Decides on remissions and exceptional circumstances. 

· Oversees debt recovery actions. 
Staff: 
· Communicate charges clearly. 
· Ensure activities operate within this policy. 
Parents/Carers: 
· Make payments promptly. 
· Communicate financial difficulties at the earliest opportunity. 
 
 
 
 
11. Communication of Charges 
Where a charge applies, the school will provide written communication including: 
· Amount payable 
· Payment deadline 
· Remission eligibility 
· Payment method options 
12. Debt Management & Recovery Procedures 
Effective debt management ensures the school budget can be used for pupil learning and not subsidising unpaid fees. 
12.1 Principles 
· Debts must be managed sensitively, fairly, and confidentially.

· Early communication with families will always be prioritised. 
· Persistent or high-value debts cannot be ignored, as they impact the school’s financial position. 
12.2 Monitoring of Debts 
The school will monitor outstanding balances weekly for: 
· School meals 
· Clubs and wraparound care 
· Trips and activities 
· Early Years provision (if applicable) 
12.3 Acceptable Credit Period 
Parents are expected to clear payments within 14 days unless otherwise stated. 
 
 
12.4 Stages of Debt Recovery 
Stage 1 – Reminder Notice 
· Sent via email/text when a debt first appears. 
· A polite reminder of the outstanding amount and due date. 
Stage 2 – Second Reminder / Phone Call 
· Issued after 14–21 days. 
· Invitation to discuss financial difficulties or set up a payment plan. 
Stage 3 – Senior Leadership Intervention 
· Formal letter issued. 
· Access to chargeable activities (e.g., clubs, paid meals) may be temporarily paused. 


Stage 4 – Final Notice 
· Notice of intended debt recovery action. 
· Referral to the Governing Body Finance Committee. 
Stage 5 – External Recovery (Last Resort) 
· Use of the Local Authority debt recovery team or legal services. 
· Only applied where all school-based methods have been exhausted. 
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