General Safeguarding and Welfare Requirement: Payment of Fees.
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13 Fees Policy

Policy statement 
St Michael’s Pre-School is a registered charity and is not permitted to operate at a loss or as a profit-making organisation. 

We charge fees for each session to cover our costs and to benefit all our children. Late payment of fees adversely affects our cash flow and increases our administration costs.

This policy provides clear procedures on how we govern unpaid fees and the notice required when your sessions are reduced, or your child leaves our pre-school.

Procedures:

· Fees are to be paid on a weekly, monthly or termly basis in advance.

· We do not hold cash on the premises and therefore ask parents/carers to pay fees via bank transfer using your child’s name as the reference. We also accept childcare vouchers.

· Extra sessions that are taken need to be paid for on the day or in advance.

· Late payment fees (£10 per week) will apply if parents fail to keep their fees updated.

· Identification is required to confirm the child’s date of birth in order to claim funding. We will ask to see your child’s red book. 
· If claiming 3/4-year-old funding (eligible the term after the child’s 3rd birthday), St Michael’s Pre-School will provide you with a funding form once your child is eligible. You must complete and return this form for your child to receive their funding in the time scale given. If we do not have the correct paperwork and funding is not authorised by the local authority due to incorrect information or documentation you will be at risk of costs occurring. 
· If you wish to claim 2-year-old funding (eligible after the term after the child’s 2nd birthday), applications can be completed online on the PCC website. When we have seen confirmation of your child’s funding, we will provide you with a funding form to complete.
· If claiming 2-year-old funding the manager must have access to the confirmation letter from Peterborough City Council to record the unique reference. Funding will not be provided prior to this so charges may occur.
· Funded children are entitled to 15 hours funding per week at pre-school, during term time (38 weeks).

· St Michael’s Pre-school offers 30-hour funding for eligible working parents. You can use all your funding at St Michael’s Pre-school or it can be shared with another provider who has signed up for the 30 hour funding for 3/4 year olds eg; if your child attends a nursery who have signed up for 30 hour funding you could use 20 hours there and 10 with us or 15 and 15 etc. Please be aware that some nurseries stretch the funding and this can impact on how many hours you can claim with us. 
· Any sessions taken over the funded hours must be paid for in advance.

· A fee of £10 per 15 minutes will be charged for late collection of your child.

· During extreme times resulting from pandemics or other events which are out of our control;

· If the setting is open and parents choose not to send their children in to pre-school we would expect all fees to be paid unless otherwise stated.

· If the setting chooses or is forced to close due to government guidelines or if the management committee deemed the setting to be an unsafe environment as a result of risk assessments, we do not expect parents to pay for their child’s space.

· We will follow government and local authorities’ advice during pandemics and other unusual events. 

Parents/carers are requested to complete an application to join St Michael’s Pre-school prior to their child starting. Places are allocated mainly in date order; however, we do reserve places for the communities most vulnerable children. Children are allocated sessions on a first come, first served basis. Management will contact families should places become available throughout the year or in preparation for the up and coming academic year.
If you wish to reduce the amount of sessions or withdraw your child from St Michael’s Pre-School you must:

· Give a minimum of 4 weeks’ term time notice in writing (email or letter).
· When notice is given a parent / carer will need to complete a notice given form. 
Procedure for Non-Payment:

· If you are in arrears a letter will be sent to remind you that payment is overdue.
· Late payment fees of £10 will be charged per week
· Should arrears remain unpaid and continue to accumulate a further letter will be issued and we will review your child’s attendance. If no payment is forthcoming, your child will forfeit their place. The letter will state the final date by which outstanding monies must be paid. If payment is not made by this date, St Michael’s Pre-School will be forced to withdraw your child’s place with immediate effect. Please approach the manager / committee if you need to discuss payments. We will endeavour to meet an agreement for your individual needs. All discussions with staff / committee are confidential.
· If payment is not received within an agreed period of time (usually 28 days) then St Michael’s Pre-School will have no choice but to pursue the money owed via the Small Claims Court.
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