
 

OFFICIAL 

 

 

 

 

 

 

 

 

 

 

 

 

 

VAT HANDBOOK – SUPPLEMENTARY 

GUIDANCE FOR SCHOOLS 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

REVIEWED: February 2022 1 

OFFICIAL 

CONTENTS      Page 

LIST OF APPENDICES  2 

1. VAT ISSUES SPECIFIC TO SCHOOLS  3 

2. VAT – SUPPLIES ‘CLOSELY RELATED’ TO 

EDUCATION, I.E. (SALES TO STUDENTS)  4 

2.1‘In Class Sales’  4 

2.2 Goods & Services not eligible for relief from VAT  5 

2.3 VAT Identifiable School Uniforms  6 

2.4 Sale of Musical Instruments  7 

3. VAT – SCHOOL PHOTOGRAPHS AND BOOK 

FAIR COMMISSIONS  8 

3.1 School Photograph Commission  8 

3.2 Book Fair Commission  9 

4. EDUCATIONAL VISITS        10 

5. SCHOOL DRAMA/CONCERT PRODUCTIONS 11 

6. PTA/VOLUNTARY FUNDS/SCHOOL FUNDS ETC 12 

6.1 Recovery of VAT on PTA and School Fund  

       Purchases 13 

6.2 Minibus Purchased and Owned by PTA 14 

      6.3 Voluntary Aided Schools 15 



 

REVIEWED: February 2022 2 

OFFICIAL 

 

APPENDICES   Page 

APPENDIX 1  VAT – SUPPLIES ‘CLOSELY 

RELATED’ TO EDUCATION (SALES 

TO STUDENTS)                              

 16 

APPENDIX 2  ORGANISED SCHOOL VISIT – 

CERTIFICATE FOR RECOVERY OF 

VAT ON AUTHORISED 

EXPENDITURE 

 17 

APPENDIX 3  EDUCATIONAL VISITS 

FLOWCHART 

 18 

 



 

REVIEWED: February 2022 3 

OFFICIAL 

1. VAT ISSUES SPECIFIC TO SCHOOLS.  

This supplementary guide relates to areas specific to PCC maintained 

Schools and should be used in conjunction with the VAT Handbook. 

Where there is any uncertainty, or where goods and/or services are 

either acquired from or despatched outside the UK, please contact 

Corporate Accountantancy VAT Section: 

 

Sarah Scott Senior Technical Accounting Officer 

 Tel:   01752 304432 

E-mail:   sarah.scott@plymouth.gov.uk 

 

or 

 

Corporate Accountancy  

 E-mail  CorporateAccountancy@plymouth.gov.uk 

 

 

 Corporate Accountancy 

Finance 

Ballard House Ground Floor West 

West Hoe Road 

Plymouth 

PL1 3BJ 

  

 

 

mailto:sarah.scott@plymouth.gov.uk
mailto:CorporateAccountancy@plymouth.gov.uk
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2. VAT – SUPPLIES ‘CLOSELY RELATED’ TO EDUCATION         

i.e (SALES TO STUDENTS) 

2.1 ‘In Class Sales’ 

The supply of any goods and services which are ‘closely related’ to the 

supply of education will be non-business, provided:- 

(i) the supply is made by the “eligible body” providing the 

‘principal’ supply of education;  

(ii) the goods or services are for the direct use of the 

pupil/student; 

(iii) they are sold at or below cost. 

Goods and services which are deemed to be ‘closely related’ to the 

supply of statutory education include:- 

(i) goods and services for the direct use of the pupil; and 

(ii) necessary for delivering the education to that person. 

This includes goods sold ‘in class’ to the pupils at or below cost for 

‘regular classroom use’ and closely related to education which is part 

of the normal curriculum. For example, this would incorporate 

stationery, craft materials and computers or calculators. Items which 

are not however, regularly brought into school and are not easily 

portable do not qualify for ‘classroom use’. Goods sold in shops 

operated by the school are not usually included within the relief from 

VAT. 

Supplies of clothing, sports equipment and non-educational services are 

not included. Specialist clothing or equipment which is regularly used in 

class, for example chef’s whites, knives etc for a student on a catering 
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course, may be given relief from VAT, as being ‘closely related’ to the 

provision of education. Where the above criteria have been met, the 

sale is a non-business supply. 

2.2 Goods & Services not eligible for relief from VAT 

The following are examples of goods and services which are not 

eligible to be relieved of VAT for supplies ‘closely related’ to the 

provision of education:- 

 sales of goods from school shops, campus shops and student bars; 

 sales of goods not needed for regular use in class; 

 supplies to staff (including tutors on summer schools) and to other 

non students; 

 sales from vending machines (except where they otherwise qualify 

as catering for students); 

 sales of school uniforms and sports clothing, (see section 2.3); 

 admission charges (other than for taking part in sports activities) – 

for example, admission to plays, concerts, dances, sporting venues, 

exhibitions, museums and zoos, unless covered by exemptions 

elsewhere; 

 administration and management services; 

 commission for allowing sales by outside organisations at an 

education establishment. 

This list is not exhaustive. If in doubt, please telephone the 

VAT Helpline on (30)4432. A flowchart showing the VAT 

liability for supplies ‘closely related to education’ is shown at 

Appendix 1. 
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2.3  VAT – Identifiable School Uniforms 

The following VAT rules relate to items that are identifiable, i.e. 

including a school logo or prominent badge on the item of school 

uniform:- 

(i) Where all the pupils of a school are under 14 years of age the 

items of identifiable school clothing may be zero-rated, irrespective 

of the size of garment. 

(ii) Where the school has pupils aged 14 and over, or the uniform is 

not identifiable then the uniform/school clothing takes its VAT 

liability according to size. The best way to determine the VAT 

liability is to follow the documentation of the supplier of the 

clothing. If the supplier has zero rated the garment, this should be 

applied to its onward sale, otherwise VAT at standard rate must be 

charged. 

Please note that split sites for under 14 year olds do not 

constitute a separate school. 
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2.4 Sale of Musical Instruments 

The procedure for the sale of musical instruments is as follows:- 

(i) Ascertain the exact requirements from the pupil/parents. The 

musical instrument must be easily portable and regularly brought 

into the school. Large instruments such as a grand piano do not 

qualify for VAT relief; 

(ii) Check the availability and price; 

(iii) Confirm the price with the parents; 

(iv) Order the instrument, using a PCC order, for delivery to school; 

(v) On receipt of the instrument, hand this over to the pupil in school 

and issue an official invoice/receipt to the parents. 

If an invoice is raised, the total should be for the net (i.e. amount 

excluding VAT). 
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3. VAT – SCHOOL PHOTOGRAPHS AND BOOK FAIR 

COMMISSIONS 

3.1 School Photograph Commission 

To determine the VAT liability for school photographs, the contractual 

relationship between the photographer and the Local Education 

Authority (PCC) must be considered. 

Sales of photographs by the photographer to pupils/parents are to be 

treated as follows:- 

(i) If the photographer is contractually selling to the pupils/parents 

then, if VAT registered, the photographer should charge VAT on 

the final selling price of the photographs. Where the School 

receives a commission from the photographer, then separate 

accounting arrangements apply to this “commission” as described 

below. 

(ii) Where the head teacher is a PCC employee and acting as such on 

behalf of the Council, the Council will be treated as making a 

supply of services to the photographer. The Council will have to 

account for output VAT at standard rate on the income, usually 

described as commission or discount, received for use of the 

school facilities. 

(iii) If the head teacher is acting on behalf of the governing body of the 

school, provided the commission is paid into the Unofficial School 

Fund and that this Fund is not VAT registered, no VAT will need to 

be accounted for on the supply to the photographer.  
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(iv) Where the photographer sells the photographs to the school or 

the Council for onward sale to the pupils/parent, output VAT is 

payable on the value of sales to the pupils/parents. In such cases 

input VAT incurred by the school or Council is recoverable in 

accordance with the normal rules. 

 

3.2 Book Fair Commission 

Book Fair commissions, whether received in cash, by cheque or as 

books, (i.e. ‘in kind’), should be treated in the same way as school 

photograph commission. 
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4. EDUCATIONAL VISITS 

Educational school trips and holidays provided to pupils and students 

by Plymouth City Council can be treated as a non-business activity 

provided that the activity or visit is made as a part of the agreed 

curriculum. The educational trip must be supplied to the school or 

college’s own students and must not be provided for profit. 

Where a school operates an Unofficial School Fund, this Fund may be 

used for the collection of monies from pupils/parents. A transfer from 

the Unofficial School Fund to the School Budget Share should be made 

to reimburse the actual cost, excluding VAT, of providing the trip. VAT 

incurred on relevant expenditure is recoverable through school budget 

share, in accordance with VAT Regulations. A Certificate for Recovery 

of VAT on Authorised Expenditure (reproduced at Appendix 2) must 

be completed and retained with the documentation for each trip 

charged to the School Budget Share. 

If a tour operator is used to organise a trip within the UK, it will be 

unable to provide a VAT invoice following a change in VAT 

Regulations. In this instance, there will be no recovery of VAT and the 

VAT element will be an in-built additional cost of the trip. Schools 

should ascertain at an early stage as to whether or not the firm being 

used is a tour operator and, therefore, if a proper VAT invoice will be 

issued. Where VAT is incurred outside of the UK, recovery is not 

straightforward. It should be assumed that for travel abroad, the VAT 

is irrecoverable. Please contact the VAT Section on (30)4432 if you 

require further assistance. 

A flowchart showing the VAT liability for Educational Visits is 

shown at Appendix 3.  
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5. SCHOOL DRAMA/CONCERT PRODUCTIONS 

If a school play/concert is rehearsed or performed as part of the 

curriculum (i.e. during lesson time) then the sale of tickets is a taxable 

supply and VAT must be accounted for. At the same time any VAT 

paid on relevant expenditure will be recoverable. Income and 

Expenditure will be accounted for through the School Budget Share. 

If the play/event is not rehearsed and performed during lesson time 

then the activity falls into the category of a school club which, like 

other school clubs, would not be required to compensate the School 

Budget share for use of rooms, heating, lighting etc. The school should 

issue a standard lettings form for the hiring, in acknowledgement of 

non-core time use of school facilities.  

It is necessary to decide whether School Drama Productions are going 

to be put through the School Budget Share or the Unofficial School 

Fund. 

To help make this decision, the following agreement with the Local 

VAT Officer must be applied:- 

“Where training is given by school staff during term time as part of 

the curriculum, then irrespective of where the performance is held 

this is regarded as income to the School Budget Share. This income 

is liable to VAT at the standard rate and VAT should be accounted 

for. VAT recovery on relevant expenditure is subject to proper VAT 

documentation being held”. This means that provided proper VAT 

invoices are received from the supplier VAT may be recovered. The 

invoice should be passed for payment in the normal way. 
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6. PTA/VOLUNTARY FUNDS/SCHOOL FUNDS ETC 

If any of the above exceed the taxable turnover, [the current figure is 

available by telephoning the helpline on Plymouth (30)4432], then you 

must register for VAT with H M Revenue & Customs. Taxable supplies 

(income) made by the fund include zero rated (0%) and standard rated 

(20%) supplies and the value of these supplies is the taxable turnover.  

For the purposes of VAT, all the individual unofficial funds of an 

establishment are regarded as one for VAT registration purposes. 

When checking to see if the school’s fund should be registered, please 

bear the following in mind:- 

(i) Disaggregation of the funds is not acceptable. The funds for each 

school will be regarded as one whole, unless each “part” of the 

fund has a formal legal status; 

(ii) The fact that each fund may hold several bank accounts is not 

relevant. What does matter, for VAT purposes, is the legal status 

of each fund; 

(iii) Some schools may feel that they hold the funds merely as agents, 

but unless there is a normal agent/principal relationship this option 

is not relevant; 

(iv) Income from school trips should not be regarded as income to the 

Unofficial School Fund for tax threshold purposes, unless a profit is 

intended. 

The Unofficial School Fund does not constitute a part of the Council’s 

accounts. This means that it is not subject to the benefit /dispensations 

received by local authorities. Where the value of taxable supplies made 

by the Unofficial School fund exceeds the VAT registration threshold, 

(please telephone the VAT Helpline for current registration 
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amount), the fund is legally required to be separately registered for 

VAT. Where the fund is not required to be VAT registered any VAT 

charged by suppliers on goods/services purchased through the 

Unofficial School Fund is not recoverable. As regards income, VAT will 

not be chargeable as the fund is not registered for VAT. 

Often schools will pay a deposit using the Unofficial School Fund, (e.g. 

for educational trips), which will ultimately be the responsibility of the 

school budget share. In these circumstances VAT may still be 

recoverable on such transactions. 

6.1 Recovery of VAT on PTA and School Fund Purchases 

H M Revenue & Customs have laid down strict conditions relating to 

arrangements whereby it is possible to recover VAT on certain types 

of expenditure made by PTA or School Funds. 

(i) The expenditure must be on goods or services of a nature that the 

Council would normally provide for the benefit of the school, if 

sufficient funds were available. The money must be paid to the 

Council in advance of the purchase; 

(ii) The goods purchased must become the property of Plymouth City 

Council. If the PTA or School Fund wishes to retain 

ownership or control of the items, or they are purchased 

for resale or distribution to the pupils, staff, parents or any 

other person or body, this scheme will not apply; 

(iii) The goods or services must be ordered officially by Plymouth City 

Council; 

(iv) A VAT invoice in the proper format, addressed to Plymouth City 

Council must be obtained; 
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(v) The invoice must be paid from Plymouth City Council Funds. (It is 

not possible to attempt recovery of VAT if the goods or 

services have already been paid for from the PTA or 

School Funds). Records must be retained to enable the purchase 

and the purpose for it to be easily identified. 

In addition to the above conditions Plymouth City Council must insist 

on two further conditions:- 

(i) The donation of an item will not bind the City Council to 

guarantee to maintain, repair or replace that item; 

(ii) Low value consumable items are not to be purchased using this 

scheme. 

6.2 Minibus Purchased and Owned by PTA 

With reference to repairs and maintenance, the treatment for VAT 

purposes depends on the arrangements made between the PTA, as 

owners of the minibus and PCC.  

(i) If the PTA arranges for repairs and/or maintenance to be effected 

by a commercial trader and is invoiced with the cost in the 

normal way, the VAT position is quite straight forward - the 

supply is to the PTA, there is no local authority involvement and 

no question of PCC being able to recover the VAT charged 

under Section 33 of the VAT Act 1994.  

(ii) If Plymouth City Council, on behalf of the PTA, arranges for the 

work to be done and is invoiced with the cost, a supply has not 

been made to PCC and the Council is unable to recover the 

VAT.  

(iii) If PCC recovers the VAT it will have to recharge this VAT to the 

PTA as Output Tax.  
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VAT is recoverable on petrol, provided the minibus is being used for 

the purpose of official school activities. The vehicle can be regarded as 

being on loan for no consideration from the PTA to the Council. If the 

City Council pays for petrol purchases for non-official activities of the 

PTA, VAT is not recoverable as the supply is to the PTA and not PCC. 

Any payments made by the PTA to the Council in respect of petrol 

purchased for official school activities should be regarded as a 

donation. 

6.3 Voluntary Aided Schools 

VAT on property transactions for Voluntary Aided Schools is a 

complex subject. Where required, further advice can be obtained from 

the VAT Section on (30)4432.  
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APPENDIX 1 

VAT – SUPPLIES ‘CLOSELY RELATED TO 

EDUCATION, I.E. SALES TO STUDENTS 

 

 

                             Yes                                                                                                  No          

 

  

 

  

                                                                                                                          No                                                 Yes 

Yes                                        No 

 

 

                                                                                                         Yes                                                         No  

 

 

 

 Yes                         No                                                                Yes                                          No  
 No 

 

 Yes

Is the item clothing? 

Does the school cater exclusively for 

under 14s? 

 

Is the item sports equipment? 

Does the item show the 

school badge or logo? 

The VAT liability will 

depend on the size of the garment; see 

VAT Notice 714, or telephone the VAT 

Helpline on (30)4432 

Is the item used in class or 

for curricular studies? 

Is it required for regular 

school use? 

Is the item sold at or  

Below cost? 

Non-business supply. Use 

VAT code 9. 

The sale is a business supply –  you should 

charge VAT as appropriate. If in doubt please 

telephone the VAT Helpdesk on (30)4432 

Zero-rated. 

Use VAT code 0 
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APPENDIX 2 

 

PLYMOUTH CITY COUNCIL 

ORGANISED SCHOOL VISIT 

CERTIFICATE FOR RECOVERY OF VAT ON 

AUTHORISED EXPENDITURE 

 

SCHOOL NAME: ………………………………………………….… 

DESTINATION OF VISIT: …………………………………………. 

……………………………………………………………………….… 

……………………………………………………………………….… 

SUBJECT (Within Internal Curriculum): ……………………..….. 

…………………………………………………………………………. 

I certify that this visit has Educational content and is performed in conjunction 

with the School’s curriculum. 

 

Signed ………………………………………… Date ……………….. 

  (Head Teacher) 
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APPENDIX 3 

EDUCATIONAL VISITS 

 

                                                                                    

                                                            Yes                                   No 

 

 

 

 

                   School          Tour operator 

                   

                                                                                                                                                                  

 

        Yes                                                     No 

   

 

   

Yes                No              

You can recover 

the VAT 

 
You can recover 

the VAT 

Is the trip educational? 

 

 

 

 

 

 

 

 

Is the trip educational? 

 

 

 

 

 

 
 

Are you organising the 

trip yourself or buying 

from a tour operator? 

 
Are you organising the 

trip yourself or buying 

from a tour operator? 

You cannot 

recover the VAT 
 

You cannot 

recover the VAT 

VAT probably 

Not recoverable 

 
VAT probably 

Not recoverable 

You cannot 

recover the VAT  

 
You cannot 

recover the VAT  

You cannot recover 

the VAT. 

 
You cannot recover 

the VAT. 

Do you hold 

VAT invoices? 

 
Do you hold 

VAT invoices? 

Is the trip within 

the UK? 

 
Is the trip within 

the UK? 
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FINALLY IF THIS HANDBOOK HAS  

FAILED TO ANSWER YOUR QUERY 

OR YOU HAVE COMMENTS OR 

SUGGESTIONS FOR FUTURE EDITIONS 

PLEASE CONTACT THE VAT SECTION 

ON 01752 (30)4432 

 

 


