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	Statement of Intent

	To ensure the financial stability of Hagbourne Pre-school by establishing a system for the collection of fees from parents/guardians.  To recognise that if on occasions families have financial difficulties there should be a procedure in place to help them meet their obligations in a way appropriate to their means. To ensure that late payers are aware of the sanctions pre-school will impose. To ensure that the work of the voluntary committee members involved in this process is clearly defined and as manageable as possible.


	Aim

	To ensure that families understand the billing process and that there is a bill for each of the six terms.


	Method

	· The exact payment date will be clearly indicated on each invoice.  
· Invoices are issued on the first day of each term via email.  
· Payment dates are seven days from issue date. 
· Penalties are in place for late payment of fees. 
· The Pre-school use two fee rates; A higher rate for unfunded 2yr olds and a lower rate for unfunded 3-4yr olds.  These rates are in line with government recommendations and are found on our Admisssions letter.

Procedure for Payment of Fees
· The Fees Secretary will complete the fees spreadsheet to produce the invoices. The payment date will be clearly indicated on each invoice.
· The Fees Secretary will send the Treasurer the fees spreadsheet.
· Invoices will be issued via email to each parent/guardian on the first day of each term.  If this is not suitable the parent/guardian must contact the Fees Secretary to discuss an alternative method.
· Payment information is on the invoice.  Bank transfer, cheque or cash is accepted.  Cheques or cash are to be paid into the petty cash tin at preschool.  A duplicate receipt will be signed and issued by staff or committee member.

· Part payments or payment plans must be agreed with the Fees secretary directly. 
· Bank transfers must clearly indicate the full name of the child.
· Chairperson collects all money from the petty cash tin on a regular basis.  An email is sent to the Treasurer and Fees Secretary detailing what money has been collected and for who.
· The Fees Secretary regularly checks the bank account and checks off payments on the fees spreadsheet
Procedure for Non Payment of Fees

· The Fees Secretary emails a reminder the day after the due date to all parents/guardians who have not paid their invoice.  This reminder is also issued in paper copy at preschool. 
· This reminder will clearly state the penalties for non payment of fees.

· If a parent is unable to make the payment they must contact the Fees Secretary.  Payment plans can be arranged or late payment date agreed.
 Penalties for Non Payment of Fees
These penalties will be actioned whenever bills have not been paid by the due date and after all the steps listed above have been carried out.

· Funded children who also attend paid sessions may only attend funded sessions until the invoice is paid in full.
· Unfunded children may not attend any sessions until the invoice has been paid in full.
· Funded children may be refused attendance at some funded sessions if the total amount owed exceeds the value of the number of unfunded sessions remaining in that billing period.

· Parents/guardians who repeatedly fail to pay by the due date may be required to pay all invoices in                  advance.  This is at the discretion of the committee.
· Any bank charges incurred by bounced cheques will be passed on to the parent/guardian on the next invoice.

· In the case of two bounced cheques, the parent/guardian will be asked to pay by direct bank transfer or in advance of the start of term.

Rates for Fees
Non funded hours


To qualify for the lower rate following a birthday the following applies;

· If a child turns 3 in the holidays then the lower rate will apply the following term.

· If however, the child’s birthday is in term time, even day 1 or 2 of a new term, then the 2 year. old rate continues to apply until the end of that term

· If the first day of a new term is a Bank holiday, this counts as holiday, therefore the new lower rate applies.

· Therefore, the lower 3 year old rate applies the term after they turn 3.

Funded hours

…… Vicky to send me the info….

	Contacts

	Pre-school Early Years Manager
Pre- Early Years Play Assistants

Pre-school Committee Members
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