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PRE-SCHOOL




PAYMENT OF FEES POLICY

Fees are set by the committee and reviewed each term.  The Pre-School is a registered charity and is therefore non-profit making. Staffing is arranged according to the number of places booked.
Payment of Fees 

· Parents/carers are required to pay their invoice for fees according to the payment dates on the invoices, this is usually either payment in full on the first day of term or if you wish to split the costs you may pay 50% by the first day of term and the second payment must be paid 30 days later.  Any additional hours taken must be paid for on that day.  Lunches are paid either on the day or if you have them regularly, we will email you a figure to pay each half term, please pay this promptly.
· Special arrangements may be considered for families who have difficulty paying their fees; please speak to our Office manager Julie Ponton confidentially.

· The Pre-school requires 4 weeks notice to reduce the number of hours that a parent/carer has booked for a child. During this time parents/carers are eligible for all fees incurred.

· If a child is absent or on holiday, they will still incur fees; this is common Pre-School practice
· If a Pre-School trip/event falls on the day your child attends there will be no reimbursement/swap for that session. 

Late Payment of Fees 

· At the end of the fee collection week, a check will be made for outstanding fees.  A reminder will be sent and warning that failure to pay fees within a further 2 weeks will result in their child being refused entry to Pre-School. 

· If we have to issue any further reminders after the initial one then we will charge a £5 admin fee per reminder.
· For hot lunches if we have sent you a figure and you have not paid we will remind you and if we have to remind you a second time then this will also incur a £5 admin fee per reminder.

· We request four weeks written notice if you wish to withdraw your child from Pre-School or reduce the number of sessions booked in the meantime, normal fees will apply, if you are ever experiencing difficulties paying fees then please speak to our Manager - Nicola, in confidence. 

Early Years Grant

· Early Years Grants are available for Pre-School children in the term after they are 3 years of age. For the purposes of Early Years Grant the term dates are: -
· Autumn Term - from 1 September-31 December

· Spring Term - from 1 January-31 March
· Summer Term - from 1 April-31 August. 
· The Early Years Grant enables a child to attend 15 hours per week.  This may be shared with another setting. Some parents may be entitled to 30 hours of funding you can find out more about speaking to the pre-school manger or you can go onto the government’s childcarechoices.gov.uk website. 
· If a child is eligible for Early Years Grant (by age) a parent/carer will be asked to fill in a form to say how many sessions are required.    

· Please notify the Pre-School Leader before the start of term if your child is eligible for a free place for any reason other than age
2-Year-Old Funding 

· If you have a 2-year-old child you may be entitled to 15 hours of free child care per week during term time.

· You can apply through the pre-school

· Phone Family Information Services on 0345 6080033
· Text 07624 80 10 60( text us your number we will call you back)

For 2 year funding the term dates are the same as the Early Years Grant

Closure of Pre-school
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Booking Sessions:

· Parents/carers are asked during the first half of each term about their session requirements for the following term.  

· Once places have been confirmed invoices are prepared and issued to parents/carers during the last week of term. 

· If you are concerned that an error has been made you need to contact the Pre-School immediately
Links into other policies:

Admissions

Confidentiality 

Documentation 

Equality and Diversity 

Working in Partnership with Parents/carers
Uncollected child policy
Responsibility

· Stonham Aspal Pre-School will ensure that all staff, parents/carers, volunteers and others involved in its work will follow and implement this policy.

· The managerial responsibility for this policy will lie with the Stonham Aspal Pre-School management committee and staff team.

· This Payment of Fees Policy will be evaluated and reviewed by the management committee.  Staff contribute on an annual basis and parents/carers will also be invited to contribute.

· We will listen to children’s points of view and consider this when making and reviewing policies.
This Payment of Fees Policy was adopted at a meeting of the Stonham Aspal Pre-School Committee:
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