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        Rainbow Teddies Pre-school Policy Document 

Fees Payment Policy

Safeguarding and Welfare Requirements:    
	10) Information and Records

	

	

	


EYFS Key Themes and Commitments:     

	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This policy was adopted at a meeting on: ………………………………………….
Review Date: …………MARCH 2027
Signed: ................................................................... on behalf of the Management Committee

Print Name: .................................................................. Position: .....................................................

Signed: ................................................................... Pre-school Manager

Fees Payment Policy

Rainbow Teddies Pre-school endeavours to operate a fees payment system that will be both fair and reasonable to all parties involved. On joining the pre-school it is expected that all parents/carers will abide by the Policies of the pre-school, including the payment of fees. An abridged version of the Fees Payment Policy will be included in the Information Handbook.

Times
Rising School- Long Day: 9.00 am to 3.00 pm                                                                  
Rising School- short session: 9.00 am to 11.30 am
Rising School -lunch session: 9.00 am to 12.45 pm
Teddy Tot session- 12.30 pm to 3.00 pm 

Maintaining a Fair Payment System

· A £25 administration fee will be requested at the time of acceptance of the pre-school place. This is to cover costs such as name labels, peg/registration card photos and general admin involved with new placements. This fee is not compulsory for children using Government Funded Hours but is very much appreciated to help cover the above-mentioned costs. If Government Funded Hours are not being used, this fee will be required.
· Fees will be set by the management committee and will be reviewed annually before Easter, in line with the local authority funding update, or as necessary and will normally be increased with effect from 1 April. However, the committee reserves the right to change fees at different times during the year, if deemed necessary, giving at least one short term’s  notice. The fees will be detailed in the current Information Handbook.
· At the beginning of each ‘big’ term (Sep, Jan & Apr), an invoice will be issued to parents/carers (where appropriate) and balances need to be paid by the date indicated within the email. We prefer payments to be made online however, if payments need to be paid using cash or cheque, please speak with either the Financial Administrator or the Manager to make arrangements.
· It will be the parents/carers’ responsibility to pay the fees by the ‘due date’.  

· If session fees which have been accrued where children attend for session hours above any Government Funded hours, are not paid in full by the end of Term 2, 4 and 6 or the terms of a pre-arranged repayment plan are not met, a £10 late payment fee will be issued to the parent. This fee will be detailed on invoices. If fees remain outstanding by the end of the following term, then all funded and/or non funded sessions with us will be cancelled. 
· Flexible repayment plans can be discussed with the Financial Administrator or Manager and will be looked at on an individual case basis. However, if fees are defaulted under this flexible payment system then the availability of the system will be withdrawn and the total fees will be due immediately or sessions cancelled.
· Any difficulties with any payments should be made known to the Pre-school Manager, Finance Administrator or Chair or Treasurer of the Management Committee as soon as possible.
· Invoices will be issued three times a year which will confirm the expected due date for each payment. Each invoice can be paid in two equal amounts if preferred. For large invoices, it can be agreed between the parent and Finance Administrator to pay the invoice monthly if needed.
· If full payment of fees, regardless of payment system, is not cleared by the end of the term, the Manager and Management Committee may, reluctantly have to consider the withdrawal of the child’s funded and non funded sessions. In this instance, the parents/carers will be notified by letter.
NON PAYMENT OF Fees - The Finance Administrator will contact the parent/carer to discuss payment/repayment plan. If this does not succeed, the Manager will also engage with the parent/carer to discuss a repayment plan. If this does not conclude the matter, or if a repayment plan is not adhered to, the committee will aim to recover the debt via the Small Claims Court, the Finance Administrator will set this up and the Chair, who is the named contact, will authorise.
· Where a flexible payment system is agreed ie a spread payment system, and the child leaves the pre-school prior to the end of the academic year, the full amount of fees due for the sessions attended up to the date of leaving will be payable. The parent/carer will be invoiced for the outstanding balance. The payment will be requested immediately.
· There will be no refund of fees due to illness or holidays. However, a refund/reduction of fees for non-attendance due to long-term illness may be negotiated with the Manager and Management Committee.
· We will require a 4-week paid notice if a parent/carer wishes to reduce the number of sessions allocated to their child.
· If a parent/carer decides to reduce the number of sessions for which they are currently registered, we will require a 4 week notice period. This notice period does not include any holiday weeks and needs to be 4 session weeks.
· The above will also apply if a child is eligible for funded entitlement, the pre-school will retain  4 weeks’ worth of payments as part of  the period of notice.
Childcare Vouchers

· Where parents wish to use this method of payment, the pre-school will accept work place child care vouchers as full or part payment of fees. 

· Where the vouchers only cover part of the costs, then the parent will be expected to make up the difference in the payment of the balance.

· At the beginning of each ‘big’ term an invoice will be presented to the parent; the amount payable should be cleared by the date indicated.

· It will be the parents/carers’ responsibility to clear the fees by the ‘due date’.

· If a parent feels that the vouchers will not be paid in time, then fees should be paid in the normal way to ensure that there are no arrears of payment.

· The balance of fees and voucher payments will be monitored by the person operating the fees payment schedule.
Funded Entitlement (FE):
· Parents/carers of eligible children will be invited to claim Funded Entitlement hours from the local authority and will need to produce the requested documentation on time or will be liable to cover the cost of the fees themselves and; to complete all relevant paperwork for the pre-school’s internal records.

· The universal Funded Entitlement is open to all children from the first full term following their 3rd birthday and covers the cost of pre-school sessions - claims can be up to a maximum of 15 hours per week over 38 weeks per year (universal funding).
· If Rainbow Teddies Pre-school is open less than the full entitlement the pre-school will only claim the sessions it is entitled to.
· Some working parent/carers may be eligible to claim an additional 15 hours with the ‘Extended Entitlement’ – please visit the government website: www.beststartinlife.gov.uk to check whether you qualify for this. If you do qualify a code will be issued which is required by the setting. Eligibility needs to be reconfirmed every 3 months for this extra funding to remain in place.
· Some parent/carers may be eligible to claim funding through the Government funding initiatives for children age 9 mths +. Eligibility can be confirmed by visiting the government website: www.beststartinlife.gov.uk where if granted, a code will be issued which will be required by the setting.
· If you already use most or all of your 15 hours at another setting, but would like your child to access more sessions at Rainbow Teddies this could be possible; if you qualify for the Extended Entitlement and/or you are prepared to pay for your sessions and if we have the availability. 
· You can split funding across multiple providers.
· Any attendance over and above that covered by the funded hours scheme(s) will be invoiced accordingly: £6.50 per hour (RS group) and £8.50 per hour (TT group).
Teddy Tot Sessions

Fee Paying/funded entitlement:  please note that all Teddy Tot Sessions run for 2.5 hours and cost £21.25 per session (equivalent to £8.50 per hour) correct as at September 2026.
· Some parents may now be able to claim 15 hours funding for children at 9mths +. Please visit the government website www.beststartinlife.gov.uk to check whether you qualify for this. The maximum weekly hours available at Rainbow Teddies in our Teddy Tot sessions would be 12.5 hours. If you qualify for funded hours, you will be allocated a code which needs to be passed on to the setting.
Online Payments

· The pre-school offers the choice for parents to pay any fees due online.

· All session fee payments must be cleared by the ‘due date’ and at the latest by the end of the term in which they are issued; this will be at the end of the autumn, spring and summer terms.
Snack Fees
At the start of each ‘big’ term an invoice will be issued to all parents/carers to help cover the cost of the children’s snacks, this cannot be paid using any of the funded hour schemes. Costs are as follows: 80p per session (a full day is classed as 2 x sessions). For children using funded hours, the fee is not compulsory but is very much appreciated. If you pay for your child’s session fees in their entirety, this fee will be required. If you opt not to pay the consumable fee, the Manager/Finance Administrator will contact you to discuss alternatives which may be arranged such as providing a snack from home, etc. Each case will be dealt with on an individual basis.
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