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11.5  Fee Payment Policy
Policy statement

South Cerney Playgroup is a charity and relies on the fees from parents and carers. To enable the setting to remain sustainable we have a business requirement to recover all sums due to South Cerney Playgroup efficiently and effectively.
We believe that each parent should have affordable access to pre-school, but that parents are responsible for the payment of any fees due from this provision. 

The fees are £4.20 per hour (for 3-4 year olds) and £4.50 per hour (for 2-3 year olds) and are payable termly in advance. Fees must still be paid if children are absent without notice for a short period of time. If your child is absent over a long period of time (over two weeks) please speak to Aimee Thomson who is the Manager. 

For your child to keep her/his place at the setting, you must pay the fees. We are in receipt of funding for two, three and four year olds; where funding is not received then fees apply.

Procedures

We follow these procedures to ensure a fair fees and payment structure within Playgroup.

· Invoices will be given sent monthly via email.
· The invoice will show the number of hours being billed, the number of free entitlement hours (where applicable), a voluntary contribution for snacks and the total amount due.  This will include all hours booked for that term and no deductions will be made for absence.   
· Four weeks notice is required for any cancellation of any booking. 

· Reductions or remissions are not available for holidays, sick days, bad weather days or other days or non-attendance.

· Payment must be made within 14 days of receipt of the invoice unless an agreement has been reached on an individual basis with the pre-school when weekly or monthly payments can be made.
· Outstanding fees can be paid by cash, cheque, BACS transfer, or childcare vouchers.

· If no payment has been received within 14 days of receipt of the invoice a reminder invoice will be given to parents.  Payment must then be made within 7 days.
· If payment (or payment plan request) is not received by the 7th day after the overdue invoice was sent, our non-payment procedure will be followed. 

Non-payment procedure. 
· If full payment has not been received by the 7th day after the overdue invoice was sent, parents and carers will be advised in writing and via email that their child will be excluded from non-funded sessions until the outstanding debt is paid in full. The exclusion will be begin the Monday after the 7th day from when the overdue invoice was sent. If the child is not eligible for funded hours they will not be able to attend playgroup at all until they are in receipt of funding.
· No child can start at playgroup if they have a sibling already owing money and may not start until any outstanding balance has been paid. However, if the child is eligible for funded hours they may use these but not exceed them until any remaining balance has been paid.

· A late payment charge of 10% of the outstanding balance will be added every month until the balance is cleared in full.

· We will do all we can to facilitate payment of arrears. However, if agreed payment deadlines are not adhered to, or no payments are received, we reserve the right to take legal advice with a view to referring the matter to the courts to recoup any money owed to us.
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