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St John’s Under 5’s Pre-School
Fees Policy
Policy statement

It is our intention to ensure the financial viability of the setting.  Our Articles of Association state that we have the power to fix and collect fees payable in respect of children attending St John’s Under 5’s Pre-School. As a charity, we try to keep our fees to a reasonable amount. The prompt payment of fees is essential to ensure the smooth running of the pre-school. 
Fees will be advised on request via contacting the office.  
Procedures

· We invoice for each month by sending invoices at the beginning of the calendar month 
· The payment due date is stated clearly on the invoice. If you cannot make payment on this date you must contact the Business Manager (Laura Meer) and state when payment can be made
· If payment is not received by the due date, we will follow the non-payment procedure (see below)
· Planned closures, such as Bank Holidays and School Inset Days, will not be charged.
· Fees will not be adjusted for attendance for only part of a session (e.g. during settling in periods, appointments etc.), absences (for sickness or holiday), closure due to inclement weather (i.e. snow) or acts not under our control.

· Payments can be made by BACS (invoices will give bank details), or via card payment.
· Payment plans may be set up in advance with the agreement of the Business Manager and Pre-School Committee.

· The Committee will normally review the fees annually in the Summer Term but reserve the right to review termly and will give at least one half-term’s notice of any change.

· Parents are required to give one months’ (20 working provider days) notice of any reduction in a child’s hours or they will be liable to pay the next month’s fees.

· We accept children 3-4 years old who are eligible for NEF funding for 15 hours or if eligible 30 hours per week. We also accept 2-year olds who are eligible for disadvantaged 2 year old funding (15 hours) and working parents funding,  free up to 30 hours entitlement (must supply voucher code). Any hours in addition to the ‘free entitlement’ will be charged to the parent/carer at the current rate (see the Business Manager for the current rate). 
· Children can attend up to 32.5 hours per week, between the hours of 9.00 am to 3.30 pm.  If this option is taken there will be charge of 2.5 additional hours per week. (30 hours are FREE).  Parents are not required to take the full 32.5 hours offered and can opt to take 4.5 days at no additional cost. 
(6.5 hours daily x 5 days = 32.50 hours – 2.5 additional charged hours to be paid) 
· If a parent/carer experience difficulty with the payment of fees then they should contact the Manager of the Pre-school at the earliest opportunity. The Committee will consider each case on an individual basis and in confidence with regard to our Confidentiality and Safeguarding policies.
Breakfast club

Should parents or if demand dictates, the setting is able to offer a breakfast club from 8.15 for an additional charge of £6.00 which will include a light breakfast. 
Late Fees and Session Times
· The hours your child will attend are one of the following: 

· Morning session 9.00am -12.00pm
· Afternoon session 12:30pm - 3:30pm
· Full day session 9.00am - 3:30pm
· If you are late to collect your child at the end of session regularly, it will result in a late fee fine of £10 for each day you are late. Hours late are over and above your funded hours and will cover the cost of any additional staff needed to supervise your child. The late fee is to be paid in 7 working days, unless you have prearranged with staff. 
· The above are our session timings, and children and families must adhere to the session times, and arrive within 15 minutes of the start time, unless prior approval is granted. Failure to do so consistently, may result in your child being refused entry until their next session. 
Non-Payment Procedure

· If payment of fees is not made by the due date then an “Overdue” invoice will be raised, requiring payment within 5 days. If payment is received then no further action will be taken.

· If payment is not made within the 5 days or, a payment plan agreed with the Business Manager or Committee has not been put in place then a final letter will be sent asking for payment within 2 days, with added admin fees. If full payment is received within the 2 days then no further action will be taken.

· If payment is not received within the time stated then, at the discretion of the Committee, the child’s place will be withdrawn until payment is made in full and legal proceedings may start.

· The Pre-school will seek to recover the outstanding fees. All recovery costs incurred will be payable by the parent/carer.
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