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POLICY AND PROCEDURE FOR THE PAYMENT AND COLLECTION OF FEES

POLICY STATEMENT

· This Policy details the fees charged and procedures for payment and collection


PROCEDURESiqu

· Fees are payable monthly. Parents are invoiced at the beginning of September or when they start at Pre-school with an overall bill based on current sessions over a period of either 38 weeks attendance or 50 weeks.
.
· Parents are notified of the required fees via email.
· Payments must be made on the 1st of each month, failure to pay your bill may result in your child being unable to attend.

· The payment methods of cash, cheque, BACS or Voucher areacceptable, and parents/carers should notify the setting by the deadline date noted on the bottom of the bill when they have made their transaction. Please note that it is important that you notify the setting when payment is made for our records to be updated accordingly.

· Non payment of fees will be dealt with promptly and all arrears willneed be paid before the next month with a 2% interest charge added to any outstanding fees until recovered.

· Reminder invoices will be sent out one week after the payment deadline date has passed. (includes a 2% late interest charge)

·  If fees are unpaid for 4 weeks this may result in the child not being able to attend Pre-School until the outstanding amount has been paid
.
· If parents are unable to pay the full amount in one lump sum, they must speak with the  Pre-School Manager or Deputy Manager.

· It may be possible for fees to be paid weekly, but only once an agreement has been made with the Committee and a payment plan scheme is drawn up and signed by all involved. However, should a payment be missed when on the payment plan this may result in immediate request of outstanding monies for your account to be brought up to date.

· When paying daily or weekly fees are still due in advance and payment for each session must be made before the child attends that session.

· If a child starts mid-term the fees will be calculated and adjusted accordingly.

· The management committee reserves the right to suspend or withdraw a child’s place over non-payment of fees. 

· Tarporley Pre-School are registered to receive Early Years Entitlement Grant Funding for 2-, 3- and 4-year-olds.

· Children receive funding from the funding period term following their second or third birthday. Funding periods run from

1 September to 31 December, 1 January to 31 March and 1 April to 31 August. 

· Parents are free to use their funding at any registered setting.

· Children in receipt of the EYFS Funding are entitled to a maximum of 15 hours of funded sessions per week for 38 weeks a year, they can also stretch this over 50 weeks to include school holidays, the entitlement then drops to 11.4 hours per week.

· Parents that both work and meet the criteria for the working families entitlement 15 or 30hrs will need to provide a code to enable Pre-School to check their entitlement. If parents attend 2 settings and split their funding,the funding is split equally to both settings.

Tarporley Pre-School will accommodate at least 15/30hr places a day as well as at least 8 2-year-old places. This can be adjusted at the managers discretion in line with the best interest of the Pre-School.

The Early Years Entitlement covers the delivery of the Early Years Foundation Stage Framework (EYFS)  only and Tarporley Pre-School ask parents to make payments to cover additional services and charges as listed below.


	DESCRIPTION
	Unit
	Unit Price 
	Weekly Charge

	Funding available 7.50-5.50pm excluding Early drop off 8.30-8.50am daily.
Opening Times 7.50-5.50pm 38 or 50 weeks
Closed Bank Holidays & 2 weeks at Christmas
Free Entitlement Government Funded Hours 15/30 hrs per week, for 2-4 Year olds
	
	£0.00p
	£0.00P

	Additional Hours Purchased
Early drop off is not included in funded hours
£6.34P 3/4 Year Old £7.00P 2 Year Old
Morning 8.50-11.50am/Afternoon 11.50-2.50pm – 2yr olds non funded
Morning 8.50-11.50am/Afternoon 11.50-2.50pm – 3 or 4yr olds non funded
Breakfast Club 7.50-8.50am/Late collection 2.50-3.50pm 2-4 yrs
Afterschool Club 2.50-5.50pm – 2-4yrs
	
	2 yr old £7.00p
3 / 4 yr old £6.34p

£21.00p per session
£19.00p per session

£7.00p per session
£21.00p per session
	

	Nutrional Snacks and/or  2 course Meal
Breakfast Club £1.55p, (Cereal/Fruit/Yoghurt/Milk)
Snack £1.25p, (Fruit Platter & Nutritional Bakery Options)
Tea £3.75p (Nutritional 2 Course Meal) See below
	
Per meal
Per snack
Per meal
	
Breakfast Club £1.55p
Snack £1.25p
Tea £3.75p
	

	Consumables – Parents are required to provide nappies/wipes/creams/nappy sacks/ suncream.
	N/A
	N/A
	N/A

	Additional Voluntary Services (Classroom Visits, Trips & Celebrations)
	Per session
	£2.00p per ½ day
	

	We accept Tax free Child Care Voucher schemes and Universal Credit Childcare
Sign up to your chosen voucher scheme
Universal Credit Childcare – you will be required to bring your monthly account up to date, once cleared a receipt will be generated in order for your claim back.
	
	
	

	
	
	              TOTAL  
	£



IF YOU DO NOT WISH TO PAY FOR SPECIFIC CONSUMABLES, FOR EXAMPLE BECAUSE YOU WISH TO PROVIDE YOUR OWN, PLEASE MAKE THE SETTING AWARE SO NEXT STEPS CAN BE DISCUSSED.

· Parents are entitled to 30hrs funding in 2 different ways. (all children are entitled to this should you qualify) This is made up of 15hrs universal and 15hrs working families entitlement which can be taken over 50wks per year. This would enable parents to claim a maximum of 11.40hrs universal and 11.40hrs working families entitlement over 50 weeks. Making this a total of 22.80hrs to be claimed over 50 wks.

· Parents can use 15hrs universal and 15hrs extended and expanded working families’ entitlements over 38 or 50 weeks.

The above calculations are based on maximum hours you can claim over the time periods required.

· Our term dates are similar to local primary school dates which are available on request.

· Children receiving 2-year-old funding due to being in receipt of additional Government funding will be entitled to funding  the term after they turn 2 years old providing the correct paperwork from the Local Authority is presented to Pre-School. A Copy of this letter will be filed in the half termly funding correspondence.

· Morning sessions run from 8.50am until 11.50am. Afternoon sessions run from 11.50am until 2.50pm -the cost of these sessions is £21.00 – 2-year-olds and £19.00 – 3yr olds.

· Breakfast Club from 7.50am is £7.00, Early Drop Off from 8.30am is £3.50 (you cannot use your funding to pay for Early Drop Off)  , Late collection until 3.50pm is £7.0 0 and After School Club until 5.50pm is £21.00 for all children

· Sessions that fall on a Bank Holiday within a normal working week will not be charged, this also includes the additional services and charges.

· Payment fees are payable regardless of whether your child is able to attend or not.
i.e., holiday or illness. We also ask that 4 weeks’ notice is given before withdrawing your child from our sessions. If notice is not given, we reserve the right to charge fees for a maximum of 4 weeks. This also applies to children in receipt of the Early Years Foundation Funding.

· Fees will be reviewed at the Committee’s discretion.

· Any complaints regarding this policy should be dealt with via the current complaints procedure.

· After School Club

· Please be aware that we need to vacate the building promptly at the end of the After-School Club session to allow other uses to access the building. 

· If you are going to be late, we ask you to contact us at the earliest opportunity.

· Please note that any late collection will be charged at a rate of 0.50p each minute you are late collecting your child.


This Policy was adopted at the meeting of Tarporley Pre-School

Held on the:	November 2025

Date to be reviewed:		November 2026	

Signed on behalf of the Management Committee ___________________________
Name of signatory:			

Role of signatory:	Vickie Riekert		Chairperson
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	Vickie Riekert
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