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1. INTRODUCTION

There are a variety of arrangements for clubs and extra-curricular actives and provision, the
guidance here is intended to make sure the Diocese of Coventry Multi Academy Trust (the
Trust) academies have the correct agreements and arrangements in place for each. The
guidance here covers the following types of clubs / extra-curricular activities and provision:
Before and after school clubs

Pre-schools

Parent & toddler groups

Private Nurseries

Sports / Interests clubs run by teachers / academy staff

Sports / Interests clubs run by external providers

Holiday clubs

Music lessons
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Academies also need to be clear whether they have a properly constituted PTA or a
fundraising group which is running under the school.

How these are set up affect the responsibility and liability of the school in terms of finances,
insurance, safeguarding and health and safety, so it is an important area to understand.

2. CHARGING FOR SCHOOL ACTIVITIES

Schools cannot charge for education provided during school hours (including the supply of
any materials, books, instruments or other equipment). Schools also cannot charge for
education provided out of school hours if it is part of the national curriculum/syllabus.

Schools can charge for any materials which the parents wish the child to own; optional
extras; music tuition; certain early year provision; community facilities.

Charges for optional extras can include the costs of providing related materials;
buildings/accommodation used; teaching and non-teaching staff involved

Charges cannot be made for music tuition that is part of the national curriculum or if the pupil
is ‘looked after’ by a Local Authority.
Such charges can only be levied if they are set out in the Trust Charging and Remissions
policy. The charging policy specifies each type of activity that can be charged for and
explains when the charges will be made, how they will be calculated and who might qualify
for help with the cost. The remissions policy sets out the circumstances where the school
will provide an exemption for whole or part of such charges. Schools can decide to reduce
costs for those children whose parents are in receipt of certain benefits.

Any charge for any pupil should not exceed the actual cost of providing the optional extra
divided by the number of participants. The charge should not include a subsidy to cover
those pupils whose parents won't J/can't pay.

Any parent who would like their child to attend a club but is unable for financial reasons can

approach the school who will consider their application sympathetically and may be able to
offer support.
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3. COVERING COSTS

It is unlawful for costs incurred by letting school premises to outside users to be subsidised
from delegated funds, all costs need to be covered by charges levied. This means that at
least a nominal charge must be levied in order to cover the costs of heating and lighting,
water, rubbish removal, security, additional key cutting, administration etc. See the table of
costs below.

If a cleaner is paid to cover additional cleaning due to use by a letting or external provider,
these costs must be covered by the charge levied. See the table of costs below.

If a member of staff is paid to unlock or lock up due to use by a letting or external provider,
these costs must be covered by the charge levied. See the table of costs below.

Description Cost

Utilities cost for typical classroom (56 sq m) £1.44 per hour
Utilities cost for typical large space such as hall (140 sq m) £3.63per hour
Grounds maintenance cost for typical playground / playing field | £0.25 per hour
Average rate for cleaning £10.30 per hour
Average rate for caretaking £12.02 per hour
Standing charge for unlocking or locking up £7.50

Standing charge for admin per month £7.50 per month

External providers will need their own insurance cover, see section 4.6.

4. PTA’S AND SCHOOL FUNDRAISING GROUPS

It needs to be clear whether the academy has a properly constituted PTA or a fundraising
group which is running under the school. How these are set up affect the responsibility and
liability of the school in terms of finances, insurance, safeguarding and health and safety, so
it is an important area to understand.

The school insurance is to cover educational activities so fundraising is not part of usual
educational activities. As such, the insurers recommend that fundraising ideally is done by a
properly constituted PTA with their own insurance. Their advice is that this is the most
secure way to cover events.

4.1PTA’s

A PTA should be established as a separate entity, needs to be registered with the Charity
Commission and have their own insurance. They will need trustees, to file annual accounts
and have a proper constitution. They are responsible for all health and safety requirements
of an event such as risk assessments, fire evacuation arrangements, supervision and
safeguarding of any young persons not attending with a parent carer.

In England and Wales it is a legal requirement for organisations engaged in charitable
activities, with an annual income of more than £5,000, to register as a charity with the
Charity Commission. There is no charge currently for PTAs to register as a charity. Charity
registration provides formal recognition of the PTA and gives your association a legal status
which is publicly acknowledged.
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Regi st er e dnofcdvéréddy tlaersahool insurance for events. Membership to
Parentkind automatically includes Public Liability insurance from Zurich of up to £10 million
to cover your activities including fireworks, parties and bouncy castles (please see Zurich
policy summary for limitations and conditions). Whether you run a full calendar of events or
two discos a year, as a PTA they have a duty of care to ensure that their association has
adequate insurance cover in place. If a child is hurt, or the school damaged, then it is the
PTA which may be held financially responsible.

It is best practice for PTAs to have a set of safeguarding procedures in place, and guidelines
for your volunteers to follow at events, e.g. a lost children policy for school fairs; toilet visits
at discos. These can be developed with guidance from the school. The PTA will also need to
consider when volunteers need DBS checks.

PTA funds are held in a separate bank account for the registered charity and cannot be part
of the school account.

You need to make sure that when there is a change in the management of the PTA that the
new people understand their responsibilities and follow the requirements — i.e. to publish
their accounts. The PTA websites give lots of advice and guidance regarding the roles of
Chairs, Secretaries and Treasurers for a PTA and how to hold an AGM.

4.2. School Fundraising Groups

A fundraising group (often run by parents but not registered as its own legal entity with the
Charity Commission) is deemed to be part of the school. Therefore, liability for insurance,
health and safety and risk assessments at events fall under the school. Funds should be
held in the school bank account, under a separate ledger code as the school are responsible
and accountable for any funds raised.

Fundraising groups are covered by school insurance but you will need to be very clear that
anything arranged is a fundraising event run by the school even if the people doing most of
the arrangements are parents or people from the wider community.

Any event or activity:

9 should be a minuted and publicised that the event is being run by the school e.g.
recorded at an Academy Governance Committee meeting, in the notices to
parents etc.
there should be a member of staff present at all times co-ordinating the event
there should be a school risk assessment
it should comply with all school H&S and safeguarding practices
can be off site but you still need to ensure all school risk assessments are done
as with any external school trips or events
T funds are held in academy bank account and

procedures. Funds raised in this way can be identified under a separate ledger
code and can be tracked and monitored but as the funds are ostensibly the
academies money they must be subject to the same level of financial monitoring
and probity as other school funds.

= =4 -8

4.3 Sources of Advice
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National PTA websites http://www.pta.co.uk/ and https://www.parentkind.org.uk/

Zurich provide an insurance policy which has information on the following link:
https://www.parentkind.org.uk/For-PTAs/Member-benefits/Insurance

Charity Commission — Find a charity
http://apps.charitycommission.gov.uk/showcharity/registerofcharities/RegisterHomePage.asp
X

5. EXTERNAL PROVIDERS FOR CLUBS AND EXTRA CURRICULAR ACTIVITIES

The academy will vet all external providers to ensure that the quality of provision meets an
acceptable standard and complies withthe Trust s s af eguar di nAjprovidegsui r e men
will be required to provide the following information/documentation:
e Proof of identity
° Con f i r mhanted DBS cleck foeeach person working with the children
e Evidence of all qualifications relating to the provision e.g. coaching qualifications,
music qualifications, first aid and food hygiene etc
e Public Liability Insurance certificate
e Risk Assessments pertinent to the provision

If the provider makes a charge for their services this is to be done directly between the
provider and the children’s parents/ carers.

The provider will provide any flyers/leaflets/advertising for the activity for agreement by the
school before distribution.

The provider will provide booking forms for the activity which will make the terms and
conditions clear and include: charges, dates, times, parental and emergency contact details,
pick up/collection arrangements, cancellation arrangements, photography/film permission.

Providers will operate independently and not under the supervision of school staff. They will
have responsibility for the children in their care during the activity and following the activity
until the child is collected by a known/agreed adult. Providers must make it clear to
attendees that the provision is independent of the school.

Providers will provide the school with a list of all children taking part in the activity and
provide updated copies if any changes occur. Providers will keep a register, a copy of which
will be available to the academy upon request.

Providers will supply the academy with their policies or agree to abide by the following
academy policies for the following:
Safeguarding policy
Health and Safety policy
Uncollected Child policy
Missing Child policy
Administering medication policy
Equal Opportunities policy
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The school will ensure that the provider knows how to contact the Designated Safeguarding
Lead (DSL) and the Diocesan Director of Education in the event of a safeguarding concern
arising on school premises or in relation to school pupils or staff.

The headteacher reserves the right to stop the provision and end the agreement without
notice at any point and without cost to the academy.

Unless the club is run by academy staff or volunteers, then there will need to be an
agreement in place to cover the use of academy premises, such as a licence to occupy, a
hiring agreement or an SLA, see the next section on agreements.

A school budget is not allowed to subsidise outside users and therefore all costs must be
covered by a hire charge, even if this is a nominal charge to cover the costs of electricity,
gas, water, cleaning, opening/locking up etc, see section 4 regarding costs.

Any clubs or activities which are not related to sport or extra-curricular education taking
place on a Sunday or provided by a religious, political or lobbying group, other than the local
parish church, should be referred to the Diocesan Director of Education before any
agreement is made.

6. AGREEMENTS

Unless an event or club is run by academy staff or volunteers, then there will need to be an
agreement in place to cover the use of academy premises. In order to identify the type of
agreement required, consider the following:

91 Is the club run by academy staff?

Do the school pay for the member of staff to run the club? Or is It voluntary?
Is the club run by volunteers on behalf of the school?

Is the club paid for by parents?

Who do the parents pay for the club?

Is the event run by a PTA or school fundraising group

= =4 =4 -4 A

Academies need to ensure that all arrangements are in line with the Trust documentation,
speak to a member of the Operations Team for further information.

The types of agreement are summarised in the table below. A Hire Agreement, License to
Occupy or a Lease are legal documents and are facilitated by the Trust Operations
Department. In the case of a Lease or other complications additional legal fees may be
incurred.

Type of Arrangement Use Hiring | Insurance
Agreement and letting

Policy
Employee / Club operated by academy staff or N/A Covered by Trust
Volunteer volunteers on behalf of school (either insurance.

paid for or free) and staff paid through
payroll. An agreement is not required.

One off Hiring | Use for a one-off private event. YES Occupier needs to hold
own £2m public liability
& £5m employers
liability insurance or pay
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for Trust Hirers
insurance.

Hire Used for a series of bookings to use YES Occupier needs to hold

Agreement academy premises where each period their own public &
of use is quite short (i.e. an hour or employers liability
two), & any hire fee is payable per insurance.
session or on rate per hour basis. E.qg.
an exercise class or sports club.

Table conti on next page..
Type of Arrangement Use Hiring | Insurance
Agreement s Leating
Policy

License to Used when the occupier is sharing the YES Occupier needs to hold

Occupy accommodation with the landlord for their own public &
example regular use of parts of the employers liability
academy such as the hall or a insurance.
classroom for services such as a
before and after school club.

Lease Used where exclusive occupancy is YES Occupier needs to hold
granted for part of the academy their own public &
premises for a fixed term such as a employers liability
private nursery. insurance.

A summary of insurance requirements is provided in the table below.

Arrangement Covered by Trust Hire or Lease Agreement
Insurance? required

Club operated by staff or YES NO

volunteers on behalf of the

school (whether paid for or free)

External clubs (whether paid for No - need to hold their YES

the time of booking

or free) own public & employers
liability insurance
One off hiring Yes but only if agreed at | No but a booking form must

be completed

7. EXAMPLES OF SPECIFIC TYPES OF PROVISION / EVENTS

A Before and After school club could be run by the school, in which case no agreement is
required and it will be covered by Trust insurance. If it is run by an external provider then it

will:

= =4 =9 =

need a License to Occupy if it shares space within the school or a Lease if it has
exclusive use of a room or building

need to hold their own public and employers liability insurance
be responsible for their own safeguarding arrangements
need to pay a hire charge to the school even if it is a nominal charge to cover

outgoings such as utilities, cleaning or unlocking/locking up costs
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A Pre-School could be run by the school, in which case no agreement is required and it will
be covered by Trust insurance. If it is run by an external provider then it will:
1 need a License to Occupy if it shares space within the school or a Lease if it has
exclusive use of a room or building
1 need to hold their own public and employers liability insurance
1 be responsible for their own safeguarding arrangements
1 need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

A Parent and Toddler Group could be run by the school, in which case no agreement is
required and it will be covered by Trust insurance. If it is run by an external provider then it
will:

need a Hire Agreement

need to hold their own public and employers liability insurance

be responsible for their own safeguarding arrangements

need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

=A =4 =4 A

A Private Nursery could be run by the school, in which case no agreement is required and it
will be covered by Trust insurance. If it is run by an external provider then it will:
1 need a License to Occupy if it shares space within the school or a Lease if it has
exclusive use of a room or building
1 need to hold their own public and employers liability insurance
91 be responsible for their own safeguarding arrangements
1 need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

A Sports or Interest club where the funds go to the school and it is run by volunteers
or by teachers / academy staff who are paid through payroll for the provision does not
require an agreement and is covered by Trust insurance.

A Sports or Interest club run by teachers / academy staff who are paid by parents and
the income goes to the teacher/member of staff,

the provision will:

need a Hire Agreement

need to hold their own public and employers liability insurance

be responsible for their own safeguarding arrangements

need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

= =4 =4 =

A Sports or Interest club run by an external provider will:
1 need a Hire Agreement
1 need to hold their own public and employers liability insurance
1 be responsible for their own safeguarding arrangements
1 need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

A Holiday Club could be run by the school, in which case no agreement is required and it
will be covered by Trust insurance. If it is run by an external provider then it will:

1 need a Hire Agreement

1 need to hold their own public and employers liability insurance

91 be responsible for their own safeguarding arrangements
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1

need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

Music Lessons can be provided by the Local Authority under a Service Level Agreement, in
which case no further agreement is required. If music lessons are provided by an alternative
external provider then it will:

1
1
1
1

need a Hire Agreement

need to hold their own public and employers liability insurance

be responsible for their own safeguarding arrangements

need to pay a hire charge to the school even if it is a nominal charge to cover
outgoings such as utilities, cleaning or unlocking/locking up costs

A PTA holding an event will:

)l
)l
)l
)l

1

need to complete a Hire booking form and documentation

need to hold their own public and employers liability insurance

be responsible for their own safeguarding arrangements

need to pay a nominal hire charge to the school to cover outgoings such as utilities,
cleaning or unlocking/locking up costs

will need licences for events such as for selling alcohol, fireworks or even for running
raffles (gambling licence)

A school fundraising group holding an event will:

1

il
il
)l
)l

need to be minuted in the AGC minutes

need a member of staff present throughout the event

need a school risk assessment completed

comply with school H&S and safeguarding policies

will need licences for events such as for selling alcohol, fireworks or even for running
raffles (gambling licence)
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8.APPENDIX — FORMS

Checklist for External Providers of Clubs and Extra Curricular Activities
Available from Info Hub/Forms, Policies and Templates/Central Forms/Premises
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