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12.1 Payment and Fees

Policy Statement
It is our intention that access to all the services offered by Old Felixstowe Nursery is fair to all children and their families. We offer a service which is fair and competitively priced. We aim to ensure that all children can access the hours they need and that all families that are required to pay fees do so at the required time, thus ensuring that cash flow and budgets are maintained at all times. We strive to make the fees and funding as 'transparent' as possible, providing detailed invoices and a variety of payment methods. You will be sent an invoice,via Blossom our online system at the start of each half term and payment details will be contained on the invoice. 

Procedures:

· The amount to be paid per session, for all those children who do not receive funding and for those that are exceeding their 15 hours per week is set by the management committee. All fee rises are notified at least one month in advance. These are currently £17.00 per session for unfunded children and those two and three year olds not yet in receipt of funding. £16.00 per session for those children who receive funding and wish to do additional hours but are not entitled to the 30 hours extended funded. Lunch club is currently £3.00 per session. 

· We charge for lunch club as we have at least two members of staff running the lunch club each day. All our staff members have Food Hygiene training and also Allergy Awareness Training. 

· Information showing which sessions each child attends is kept up to date by the Nursery Administrator. 

· Children will receive the Government Early Years Funding the term after their 3rd birthday up to a maximum of 15 hours per week. We also accept the 30 hours extended funding for those children who are entitled. Any additional hours or services, such as lunch club must be paid for at the current rate. Parents who receive 2,3 or 4 year old funding can include lunch clubs in their claim if they have hours to do so. 

· For those children that receive Two Year Old Funding for a maximum of 15 hours per week, any additional hours or services, such as lunch club must be paid for at the current rate. Lunch clubs can be included in the claim if a parent has enough hours to do so. 

· Should a child leave nursery at any other for any other reason than starting full time education, four weeks written notice is required. If notice is not given then those four weeks will be charged for in lieu of the notice period (fee paying children only).If your child is leaving to start a school nursery we will still require four weeks notice as this is not considered full time education. 

· If you allow your child to start access to childcare at Old Felixstowe Nursery but then withdraw them before headcount day you will become liable to pay for all fees and services accessed to that point. 

· If a child suffers a prolonged illness or has to stay in hospital for a considerable length of time, the committee will decide whether fees in that instance can be waived. Any request for a waiver of fees must be put in writing as soon as you are aware that your child will be absent. 

· If we claim Early Years Funding either universal or extended hours on your behalf we expect you to attend those sessions. If we are subsequently audited and are invoiced by Suffolk County Council due to children not attending their agreed sessions, we will pass on the invoice to the parents of the children concerned. Old Felixstowe Nursery will use their routine invoicing system to claim these monies back. 
· No credit will be given for holidays taken during term time or short term sickness,  payments, including lunch fees and consumables will be expected as if the child were attending nursery as staffing levels would already have been set and snacks etc already purchased. 
· The committee will review any problems or exceptional circumstances regarding the payment of fees by the due date. 

· All fees must be paid in full by the due date given on the invoice received. This is usually 14 days from the end of the first week of each half term. We accept cash ( in a clearly marked envelope), cheques, childcare vouchers and online payments (BACS).

· If fees are paid by cheque which is subsequently returned by the bank, then all further payments will have to be paid by cash only. 

· An automated reminder will be sent the day before your fees are due. After seven days a further reminder will be sent and a late fee of £11.00 will be added to the outstanding balance. After 10 days a further reminder will be sent and and additional late fee of £16.50 will be added to the current outstanding balance. After 14 days a final reminder and an additional late fee of £22.00 will be added.  Failure to respond to this third reminder will result in action being taken through the Small Claims Court or a Debt Collection Agency to recover the fees owing and a further admin fee of £50.00 plus all court costs will be added. Your child's place at Old Felixstowe Nursery will be withdrawn in the case of non payment of fees, or their lunch club place will be withdrawn in the case of non payment of lunch club fees. 

· If a member of staff is required to attend the County Court costs will be applied at the rate of £25.00 per hour. 

· A consumables fee of £1.00 per session per child is charged, as the funding we receive from the government covers education only. This will be invoiced in the same way as the fees and a bill will be issued at the start of each half term. 

· Parents should pay fees preferably online with the details provided in their welcome pack. Further reminders of how to pay are sent out on a newsletters on a regular basis. We also welcome payment by cheque. Cash payments can only be accepted if received in a sealed envelope marked clearly with the child's name and the amount of the payment. If a childcare voucher scheme is used, parents will need to notify us of the relevant scheme's details.

· For any extra hours requested as one off ad-hoc sessions, the Nursery Administrator will generate a separate invoice for these hours. 

· If your child is not collected at their designated time, we will introduce a late collection fee after the first ten minutes. You will then be charged at the rate of £11.00 per 10 minutes or part thereof. A separate invoice will be generated for these fees.

COVID 19 – If the nursery has to close due to a case of COVID-19 then fees will not be charged as we are not offering a service and are not legally allowed to charge you. We will issue credit notes which will be deducted from your next half terms fees. If however your child is not in nursery due to self isolation, or you chose not to send them then fees will be still be charged as we are still open and offering a service.

	Old Felixstowe Nursery
	(name of provider)

	21st August 2023 
	(date)

	Review Date August 2024 
	(date)

	LC Williamson on behalf of

	Julie Reid

	Chair of Trustees


