Safeguarding and Welfare Requirement: Organisation
Providers must plan and organise their systems to ensure that every child receives an enjoyable and challenging learning and development experience that is tailored to meet their individual needs.

10.13 Non Payment of Fees
Policy Statement
Prompt payment is important and essential to the successful running of our parent led playgroup.  We do not receive sponsorship from the council, just funding which helps tremendously but does not cover all the running costs which leaves us to find the deficit, through fund-raising and careful financial planning.  

Therefore, we ask that fees are paid promptly and if this is likely to cause difficulty please see a member of staff to discuss an alternative payment plan.  Current fees are displayed on the notice board in the foyer of the village hall and bills will include a small payment for the daily snack and cooking activities.

We do not return fees for absences or occasional days off, nor if you choose not to allow your child to attend an organised trip.  We may, entirely at our own discretion, be able to offer attendance on an alternative day in such circumstances, but any such attendance must be agreed with staff in advance.
You can also pay with Childcare vouchers.  If your employer provides you with childcare vouchers you will not have to pay Income Tax or NICs on the first £55 per week, or £243 per month.  Please ask if you require any further information on this scheme. 

It is our policy to pursue all unpaid fees through the County Court for the recovery of the pre-school’s money.

Aim
We aim to ensure financial stability of the pre-school by having a fair and consistent process for pursuing non-payment of fees.

Method

In order to achieve this aim the pre-school will:

· Include full written information for parents/carers of the fee and payment structure of the pre-school, at the time of registration.

· Issue invoices to parents at the beginning of each term.  The invoice will give details of the sessions being paid for and the rate being charged.

· Fees will be required to be paid within two weeks of parents/carers receiving the bill.  (Fees can be paid half termly if required.)

If a family has used the services provided by the pre-school without payment or their payment is dishonoured the pre-school will follow the following staged procedure:

1. Issue an ‘Overdue Account’ letter asking for payment in full within seven days.  If payment is received within seven days no further action will be taken.

2. If payment is not received a ‘Second Warning’ letter will be issued asking for immediate payment, in full in seven days plus a £10.00 administration fee.  If payment is received within seven days no further action will be taken.

3. If after seven days full payment or a payment plan, agreed by the pre-school’s management, has not been received a ‘Final Warning’ letter will be issued.  At this stage your child(ren) will be unable to attend the setting until full payment has been received.  If payment is received within seven days no further action will be taken.

4. If payment is not received within seven days the pre-school will immediately begin proceedings in the County Court for which we charge an administration fee of £50 and all court costs.  If the pre-school is required to attend at County Court, costs will be applied at a rate of £20 per hour.
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