Harpole

PRIMARY SCHOOL

Income and Charging Policy

Harpole Primary School’s Vision
“Prepared For life - in all its Fullness”
John 10:10

Our aspiration is fFor all pupils to leave Harpole Primary School with a love of learning

and the academic and personal skills that will enable future success.

They will be resourceful, independent thinkers with the resilience and confidence to
adapt to change and rise to challenges. They will excel in communication in its many

forms.

Through the exploring of Christian teachings pupils will reflect upon their own

spirituality and have the confidence to live by these values.

As members of the school, local and wider communities, Harpole pupils will know that

they belong, understand their responsibilities, and be prepared for life.
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2.

Introduction

1.1.

1.2.

1.3.

All education during school hours is free. We do not charge for any activity undertaken

as part of the National Curriculum.

The governors of Harpole Primary School value the benefit that pupils gain from
educational visits, both day and residential, visiting educational speakers and guests,

and art-related performances in and out of the school.

We recognise that these activities enhance and enrich the school curriculum and we are
committed to all pupils having equal access and opportunity to participate in these

activities and acknowledge our responsibilities in light of the 1996 Education Act.

Voluntary contributions

2.1.

2.2,

2.3.

When organising school trips or residential visits which enrich the curriculum and
educational experience of the children, the school invites parents to contribute to the

cost of the trip.

All contributions are voluntary. If we do not receive sufficient voluntary contributions,

we may cancel a trip.

If a trip goes ahead, it may include children whose parents have not paid any

contribution. We do not treat these children differently from any others.

2.4. With the exception of residential trips (see 6.1), if a parent wishes their child to take part

2.5.

in a school trip or event, but is unwilling or unable to make a voluntary contribution, we
do allow the child to participate Fully in the trip or activity. Sometimes the school pays
additional costs in order to support the visit. Parents have a right to know how each

trip is funded. The school provides this information on request.
Whilst the school continues to receive the Pupil Premium Grant (PPG), it will meet 50%

of the cost of a school trip for PPG children who are eligible and for whom the parents

are happy for the school to do so.
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3. Day Educational Visits & Visiting Educational Speaker

3.1. A letter detailing the visit and its educational benefits will be sent to parents and a
voluntary contribution will be asked for to cover the cost of transport and entrance
fees / qguest speaker Ffees, with an e-permission form link included in the

communication.

3.2. The school cannot take children on visits without parental permission and so parents
who do not complete the e-permission form are discreetly contacted to ensure that all

children benefit from the visit.

4. Music Tuition
4.1. All children study music as part of the normal school curriculum. There is no charge

for this.

4.2. Fees are payable for individual or group music tuition outside the National Curriculum.
Such tuition is provided by NMPAT peripatetic tutors who attend the school on a
weekly basis. The school has adopted the NMPAT Direct Billing Model, whereby all
aspects of chargeable music tuition are managed directly between NMPAT and
parents. The direct billing model removes the financial risk to the school of non-

payment of music tuition fees by parents or carers.

5. Residential visits

Procedure

5.1. An initial letter, including e-permission form, is circulated to explain the nature of the
proposed activity and its value in educational terms and an approximate cost is given.
It is made clear from the outset that the trip will only take place if numbers and funds
are sufficient. Those parents who are unable or unwilling to meet the cost are asked to

contact the Headteacher for a confidential discussion.

5.2. When interest is gauged, a second letter is sent detailing the amount and breakdown
of costing, a deposit is requested and an instalment payment scheme is offered.
Parents who have initially agreed under 6.1 will be required to meet the costs unless
there is a change of personal circumstances which may make them eligible for

consideration under 6.5.
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5.3.

5.4.

5.5.

5.6.

Itis ensured that no pupil will be treated differently whether or not parents are unwilling

or unable to make the voluntary contribution.

In the event of insufficient voluntary funds, the visit will not take place.

In accordance with the Education Act, complete remission will be made for board and

lodging for all parents in receipt of one of the following benefits:

Income Support

Income-based Jobseeker's Allowance

Support under Part VI of the Immigration and Asylum Act 1999
Guarantee element of State Pension Credit

Income-related Employment and Support Allowance

Child Tax Credit (provided they are not entitled to Working Tax Credit and have an

annual income that does not exceed a government-determined amount)

Working Tax Credit run-on (paid for 4 weeks after they stop qualifying For Working
Tax Credit)

Universal Credit (with an income below a certain threshold)

Whilst the school continues to receive the PPG, it will reduce the cost For pupils by 50%
who are registered for free school meals (assuming the parent(s) agrees to this); other
parents in receipt of the above benefits should approach the Headteacher or SBM

requesting remission of board and lodging (proof of receipt of benefit will be required).

Breakages

6.1.

6.2.

If there is undisputed evidence of non-accidental breakage / damage / loss of
equipment or property or books as a result of a child’s deliberate action the school
will inform the parents and the cost of replacement of this item will be requested from

the parents

Resources such as books, borrowed from the school, that are not returned following

requests may incur a replacement charge.
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7.

8.

Charges for the Hire of Education Premises
7.1. In order to cover additional costs incurred by the school due to the hire of the premises
e.g. heating and lighting, premises wear and tear, administration, the Governing Body

have agreed a scale of charges as follows:
e Free of charge for school Wrap Around Club and before and after school clubs
e Free use for community groups e.g Harpole PTA.
e E10 per hour for local clubs

e 40 per hour for private hire e.qg. parties, dances etc.

e E20 per session for hire of the MUGA/Playground

Income

8.1. All charges levied, in accordance with the charging policy, including deposits, are

subject to quarterly review via the Finance and Resource papers provided by the SBM

Invoicing Procedures:

8.2. Invoices will be administered in accordance with the Financial Regulations relating to

Accounts Receivable.

8.3. Invoices will be prepared by the School Business Manager on a termly basis

Block Bookings:

8.4. Invoices will be raised in full for a minimum of 10 sessions and payment will be required

within 21 days.

Payments in Advance:

8.5. Payment in advance will be required for longer term bookings, and these are non-

refundable except in exceptional circumstances.

Income Processing procedures:

8.6. All income received will be electronic where possible, and passed to the School
Business Manager who will raise a journal in BROMCOM to assign the income to the

correct cost centre and ledger code. The journal will be attached to income remittance
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information and filed in the month of the journal processing in the Bank Reconciliation
Folder

8.7. The receipt of income in respect of debtors invoices and non-invoice income will be
recorded promptly on BROMCOM

8.8. VAT will be accounted for in accordance with the guidance given in the WNC Scheme

for Financing in Schools policy

8.9. Cash income will be held in exceptional circumstances and kept in a locked safe/cabinet
pending banking. Keys to the safe/cabinet will be held by the School Business Manager.
Cash will paid promptly in the Schools main bank account, using a bank paying in slip
and the receipt will be attached in the paying in book. A journal will be raised in

BROMCOM to assign the income to the correct cost centre and ledger code.

Income Reconciliation

8.10. The monthly bank reconcillation completed in BROMCOM will include the
reconciliation of income. A bank reconciliation proforma is completed by the SBM and
is attached to the bank statement. The proforma is reviewed and signed off by the
Headteacher. Following an agreed and signed proforma, the SBM finalises the bank

reconciliation procedure in BROMCOM by closing the financial period.

Credit Control

9.1. The credit terms for debtors’ invoices are 21 days.

9.2. A reminder letter will be sent to debtors who have not paid their invoices on the due

date by the bursar (see Appendix A).

9.3. After a further 14 days, the School Business Manager will personally follow up any
unpaid invoices and whilst remaining sensitive to payment difficulties in individual

circumstances, request settlement within 7 days.

9.4. If the debt remains unpaid after the 7 days, a second reminder letter will be issued (see

Appendix B).
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10.

1.

9.5. If the debt still remains unpaid after a further 7 days the debt will be reported to the
Finance and Personnel subcommittee and may be referred to WNC Legal Services if in

excess of E50

9.6. If a debt cannot be recovered either by the school or Legal Services, it will be written
off to the school’s budget. All debts to be written off must be approved by the

governors’ Finance and Personnel subcommittee and minuted accordingly.

9.7. On a monthly basis, school management will be provided with details of outstanding
debts and these should be reported to the Finance and Personnel subcommittee on a

regular basis.

Write OfF of Debt

10.1. Write off of debt will only be considered when the credit control procedures have
been exhausted.

10.2. Before closure of the financial year a list of debts proposed for write off will be
prepared by the bursar and will be submitted to the Governing Body for consideration.
The submitted list will be supported by details of the debt.

10.3. The decision of the Governing Body will be clearly documented in the minutes of
the relevant meeting.

10.4. After the Governing Body has approved a debt write off, this will be recorded on
the school’s accounting system by the bursar. Such write-offs will be cross referenced
to the relevant Governing Body minutes.

Cancellation of Debt

11.1.In instances where invoices have been incorrectly raised, the invoices will be presented
to the Headteacher with an explanation of why the invoice is required to be cancelled.
The responsible member of staff will mark “cancelled” across the invoice, and sign the

invoice and all supporting documents which will be retained for audit purposes.
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12. Links with Other policies

e Finance Policy

13. Monitoring & Review

13.1 This document will be reviewed every year, but may be reviewed and updated more

frequently if necessary. It will be reviewed and approved by the governing board.

Approved by: Mr D Jones (Chair of Date: 10" December 2025
Governors)

Previously Reviewed: September 2024

Last reviewed on: 4*" December 2025

Next review due by: 4*" December 2026
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