29. Payment of Late Fees

Statement of Intent

The aim of our Pre-School is to provide a service to local children and families, not to make a
profit. However, this aim can only be fulfilled if we have enough income to cover our outgoings.
Therefore, fees are charged to cover our staff wages and Pre-School running costs.

We will never take any action against a child, including, but not limited to, exclusion or
discriminatory treatment, due to parent/guardian’s genuine inability to pay fees.

The Leonards Trust may pay fees in confidence for qualifying children whose parents could
otherwise not afford them, and we will encourage parents to take this route. Details for the
Leonards Trust can be obtained by the pre-school Administrator. We will however pursue
parents for full payment of fees if genuine financial hardship is not demonstrated. We aim to
collect due fees as efficiently as possible.

Our aim is to promote positive action to prevent arrears occurring by providing a range of
payment methods. However, the pre-school will consider enforcement action against deliberate
nonpayers or those who delay payment.

Procedures

The responsibility for invoicing and collection of fees is held by the Treasurer, but actions will
normally be delegated to the Administrator.

Free flexible funding up to 15 hours a week is available to all children or 30 hours may be
applicable, the term following their third birthday and for those eligible for 2-year-old funding. If
a child is accessing more than their entitlement, then additional hours will be charged for.

If no payment of these additional fees is received within the specific time period detailed on the
invoice and the administrator/treasurer have not been advised, then the extra hours will be
withdrawn.

Parents are free to use their funding at any registered setting.

If a child starts the setting mid-term, the fees will be calculated and adjusted accordingly.
Receipts are issued only if requested.

Notice

We request 1 months’ notice from parents/carers before withdrawing their children from our
setting.

As per Devon County Council requirement, 1 months’ notice is also necessary for any changes
to sessions.

If notice is not given, we reserve the right to charge for the entirety or parts of this period.
Thorverton Pre -school is registered to receive childcare vouchers for example,
Computershare.

Invoicing

Parents will be invoiced monthly in advance for all sessions into which their child is booked for
the Pre-School. Sessions still need to be paid for if the child is unable to attend e.g., due to
sickness or holidays etc.

Other fees due (e.g. where a child has attended extra sessions) will be billed monthly in arrears.
Parents will be asked to pay all fees within one week from date of invoice.

Individualised payment plans may be agreed by the Treasurer or Administrator.
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All parents who have not paid their fees within one week will receive a reminder email.

Disputed invoices

Where a parent disputes the amount of the invoice this may be settled informally by the
Administrator, with help from the Pre-School staff if necessary.

If a satisfactory outcome cannot be achieved informally the parent will be asked to submit full
details in writing to the Treasurer and the matter will be considered at a committee meeting, with
enquiry commissioned if necessary.

If after this the dispute is still not settled the dispute will be treated as a complaint and the
complaints procedure followed.

Late/unpaid fees — stage one

Parents who have not settled their account after 7 days of an invoice will be contacted to remind
them of the amount unpaid. A £50 fine will be given if payment is not received within a further 7
days, totalling 14 days to pay fees from the date of the invoice.

Parents have 7 days to pay fine and fees before stage two is implemented.

They will be reminded of the option of asking Leonards Trust to cover fees and informed how to
contact them in confidence.

Late/unpaid fees — stage two

Parents who do not pay fees due within these 28 days will be sent a letter informing them that
their child's hours will be reduced to the government funded 15/30 hours where appropriate.
The sessions will be set by the Pre School, but will consider the child's current session days.

Children of staff attending Pre School.

Staff members will receive half price fees if their child attends preschool when they’re working
(full price otherwise).

If a staff member is called in to cover a shift, their child can attend for free for that cover shift.

This policy was adopted at a committee meeting of Thorverton Pre-School.
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