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FEES, FUNDING AND NON-PAYMENT OF FEES POLICY
Initial Payment on Acceptance of Place

The registration fee is required to be paid to confirm acceptance of the Pre-School or Tots place, prior to any paperwork being sent to parents.  This registration fee contributes to the cost of Transition Photo Book, T-shirt and initial administration.    

Once the sessions have been confirmed,the place accepted and the initial registration fee paid, the registration paperwork is sent to parents with an invoice showing fees due for the forthcoming half term period. Fees must be paid by the invoice deadline ideally by bank transfer or via voucher scheme.   Cash is also acceptable by prior arrangement.      Please see section “Outstanding Fees” for further information. 

We will, of course, work with parents on an individual basis if they are struggling to finance their child’s Pre-School sessions. 

Payment during Settling-In Sessions

New children will attend for reduced session hours during settling, but full session costs are payable.    Should a child join the setting and is scheduled to attend full days, parents will be charged the morning session initially and once the child is settled and from the first time staying for lunch will be charged the whole day session – see Admissions and Session Allocation Policy.      

Two Year Old Funding 

If a parent believes a child may be entitled to Two Year Funding they will need to supply a Two Year Code issued by Hertfordshire County.      
Pre-School must have the 2 year code prior to the child having their place confirmed at Pre-School.  If the parent doesn’t supply information required early enough, we will need the first half term’s payment and registration fee  – the first half terms payment will be repaid once the funding has been granted.       If the funding is declined, we will work with the parent to organise a payment scheme to pay the fees. 

Free Early Education (FEE) Funding 

All children are entitled to funding the term after their third birthday for a maximum of 15 hours per week.   This is applied for by the Pre-School. 

If a parent accepts a place once their child is already FEE funded, they are asked if they would like to pay the Registration Fee as a voluntary contribution (registration fee includes T-shirt and photo transition book). 
For all funded children (2 year old, 3 year old and 30 hour funding) parents are required to sign and return Parental Declaration Form and provide evidence of childs’ date of birth i.e. birth certificate, passport etc.   If these are not provided when requested and funding is not forthcoming, we reserve the right to ask the parent for the fees.   Parents will be given a copy of the GDPR and data storage information regarding their information that will be held by County and the setting as part of their funding form.    

If the child attends two settings, the funding forms will need to be signed by both settings/childminder. 
30 hour funding

Please see Admissions and Session Allocation Policy
Payment by Vouchers 
The Pre-School is registered with various companies that arrange Childcare Vouchers and the Government Voucher scheme.    If fees are not received from the Voucher company within one month of the child starting, the parent will be required to pay the half term fees.    The registration fee is still required to be paid by bank transfer or cash.
Cancellation of Place Policy 
Should a child join us, or be registered to join us, who is eligible to receive government funding on entry to the setting and they do not take up their allocated place or decides to remove their child before ‘headcount’ week, when we are permitted to apply for their funding, Pre-School will claim funding for two weeks to cover the hours the child had been planned to attend in that period as part of their Notice Period.  See Cancellation of Place Policy.
Absence from Pre-School

Fees are not reimbursed if a child is absent from Pre-School.     This can be discussed and reviewed by the Manager, on an individual basis if the child is in hospital or absent for a considerable amount of time.   Alternate sessions are not able to be offered – unless spaces are available and in exceptional circumstances. 
Non-Payment of Fees

Non-payment of fees before the child starts at the Pre-School could jeopardise the child’s place at the Pre-School – fees must be received by Thorley Pre-School prior to the child starting their sessions. 
Outstanding Fees

For non-payment of any outstanding fees after 14 days from the invoice date, the following process applies: 
1. Admin Reminder:  
An email reminder will be sent to the parent/parents containing the amount owed. 
2. Management Letter:   

If payment is not received within 5 working days of the date of the reminder, parents will be given 1 weeks’ notice that their child’s place will be no longer available. 
Summary of Non-payment of fees timeline: 

· Day 1 

Invoice given to parents

· Day 15

Payment due date 

· Day 16

Email reminder sent to parents  
· Day 23
letter/Famly notification sent to parents advising 1 weeks’ notice of Pre-School revoking their child’s place with us due to non-payment of fees
This policy relates to total or part fees paid i.e. purchase of extra sessions over and above the funded hours as well as fully paid for sessions. 

NB.  If parents are finding it hard to pay the fees, please speak to the Manager/Administrator at the earliest opportunity to discuss a payment plan. 

Signed:         DM Methven                                                        Date:  July 2022
Revised: 30th September 2022
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