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Fee Payment Policy
Statement of intent
Fees are payable for Pre-school sessions for which no Government funding is being claimed.   Current Government funding entitles each child to 15 Universal Funded hours with the option of applying for 15 Extended hours should the parents fulfil the criteria.  

Sessions are available for 3 year olds from the beginning of the term after their third birthday, and for 2 year olds who meet the following criteria:

1. Families who are in receipt of one or more of the identified benefits below: 

· Income Support

· Income Based Job Seekers Allowance

· Income related Employment and Support Allowance 

· Support under Part VI of the Immigration and Asylum  Act 1999 Act 1999 

· Guarantee element of the State Pension Credit

· Child Tax Credit, provided they are not entitled to Working Tax Credit and have an annual income (as assessed by HMRC) that does not exceed £16,190

2. Children in Care

3. Children who have been in care and have been adopted  

4. Children of Care Leavers  

5. Children from Traveller Communities  

6. Teenage Parents 
7. Children in receipt of Disability Living Allowance or a Statement 

Ridgeway Under Fives is a registered charity and a non-profit-making organisation that relies on government funding, fees, and occasional grants for its day-to-day running costs. These costs are considerable and prompt payment of fees is essential to ensure that overheads can be met. . This policy is intended to provide clear guidelines to both the Ridgeway Under Fives Management Committee and staff, and to parents/carers to ensure there is regular and full payment of non-funded fees and facilitate the recovery of outstanding fee payments, in order to minimise arrears to Ridgeway Under Fives whilst at the same time respecting true cases of financial hardship. 
Aim 
We aim to ensure financial stability of the pre-school by having a fair and consistent process for the collection of fees and pursuing non-payment of fees. Parents/carers are encouraged to speak to a member of staff or the Administrator if they have any queries about this policy, 
Methods 

Notification of Fees Due
Fees are set by the Management Committee and are reviewed annually. Invoices detailing fees due are issued by the Ridgeway Under Fives Administrator at Pre-school directly to parents/carers on a monthly basis.  The invoice will give details of the sessions being paid for and the rate being charged. 

Fees remain payable on all sessions allocated and agreed to whether or not your child attends Pre-School, and this includes sessions missed through holiday or sickness except for the duration of a child’s stay in hospital, and a Doctors note is provided to this effect. 

Fees for the month are also payable if a parent/carer fails to return their Government funding application form by the stated date and the Pre-School is therefore unable to claim that child’s monies for the term. 

Fees are not charged when preschool is closed e.g. due to bad weather or power cut. 

If a child leaves unexpectedly, or fails to take a place or extra hours allocated, it may mean that we have to turn away another child who could have been accommodated. As such, parents are required, wherever possible, to give a months notice for leaving Pre-School or decreasing hours. Failure to give a month’s notice will result in a month’s fees being charged to cover loss of revenue. 
Fee Payment Process
Payment is required in full 7 days from the date of the invoice, unless otherwise agreed with the Ridgeway Under Fives Management Committee. This can be paid by bank transfer.  We also work with providers of childcare vouchers.  Bank transfers can be made using our account details as follows:

HSBC 

Sort Code: 40-41-43

Account Number 21090925
Late or Non Payment of Fees
If a parent/carer has used services provided by the pre-school without payment or their payment plan (see section on support for financial difficulty) has been dishonoured, the follow staged procedure will follow:

1 The Ridgeway Under Fives Administrator will issue the parent/carer with an ‘Overdue Account’ letter asking for payment in full within fourteen days. Verbal contact directly or by telephone will also be attempted. If payment is received within fourteen days no further action will be taken. 

2 If payment is not received within fourteen days, the Ridgeway Under Fives Administrator will issue a ‘Second Warning’ letter asking for immediate payment, in full within fourteen days, plus a £10 administration fee. If payment is received within fourteen days no further action will be taken.

3 If fees remain unpaid after fourteen days the Ridgeway Under Fives Administrator will issue a ‘Final Warning’ letter plus a further £10 administration fee.  In this letter the parent/carer will be invited in writing to discuss the matter with the Ridgeway Under Fives Treasurer. Following discussion, details of an agreed payment plan, to include all outstanding payments and timescales for future payments, will be put in writing by the Ridgeway Under Fives Administrator. We will at all times respect confidentiality, and aim to work with parents/carers to reach a positive and realistic solution. 

4 If after fourteen days of the final warning letter being issued full payment has not been received, or discussion is declined, or if a payment plan is not committed to, the Ridgeway Under Fives Administrator will inform the parent/carer in writing that no further non-funded hours will be available to their child for the duration of their time at Pre-School.  Ridgeway Under Fives will also seek legal advice to recover all outstanding debts which may include administration and court costs
Support for Financial Difficulty
Parents/carers are encouraged to speak to the Ridgeway Under Fives Treasurer or Administrator, or a member of staff if they are likely to have any difficulty in making a payment on time. Parents/carers are strongly advised to arrange a meeting at the earliest possible opportunity, to avoid jeopardising their child’s place at Ridgeway Under Fives. 

In such cases the Ridgeway Under Fives Management Committee will consider alternative arrangements.  These will be granted according to the individual circumstance and may include solutions such as:

· A temporary deferment of payment

· An alternative payment method such as payment by instalments as part of an agreed payment plan.

· Reducing the number of sessions attended by the child.

We will at all times respect confidentiality, and aim to work with parents/carers to reach a positive and realistic solution. 
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· Amendments must be made to all copies.

· The amended section in the main text must be identifiable i.e.

· For paper copies use red ink and ensure any crossed out text can still be read.

· For electronic copies use ‘track changes’ to highlight amendments

· Amendments must by authorised by the document author.

· Major changes require a full review and possibly a new version.

· The amendment form should be cleared on production of a new version.
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