General Welfare Requirement: Organisation
Providers must plan and organise their systems to ensure that every child receives an enjoyable and challenging learning and development experience that is tailored to meet their individual needs.

Ofsted helpline number 03001231231

The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager

8.8 Late Payment and Holding Deposit Policy 
Fee Policy Statement

We will offer a fair system to all parents and guardians for the payment of fees. Plans will be offered to ease the financial burden of fees and to ensure we give the families of our children a chance to achieve economic well-being. If however after putting such plans into place we still do not receive payment we will follow the procedure laid out below.
Fee Procedures

· The Treasurer will issue monthly Invoices to all parents that have fees to pay detailing the sessions the child has attended in that period, the amount received in government funding (if any) and the amount owing. It also includes a date for when the payment is due. The invoice will state that the parents/guardians of the child can negotiate a payment plan should they have difficulty paying the full amount in one payment.
· The Treasurer will maintain a list of all fees due and check off all payments received against this list.
· Receipts will be issued for all monies received by the pre-school. Receipts should be issued at the office (preferably prior to the parents leaving the building or left in the child’s tray) and will include – the Date, Name of the child payment has been received for, the Amount received, whether it was cash or Cheque, the Month of the invoice being paid and the person who issued the receipt
· The day following the payment deadline the treasurer will provide the manager with a list of fees outstanding. The manager will endeavour contact all parents, either by speaking in person , or emailing, regarding their outstanding fees.

· Three days after the payment deadline, if fees are still outstanding for that month the manager will issue a First Overdue Fees notice letter. This will be emailed to the parents and will ask for payment within 7 days and give notice that additional charges will be incurred if the payment is not made within 7 days. It will give the opportunity for the parents/guardians to speak to the manager to negotiate a payment plan.
· The manager will offer parents the option of setting up a Payment Plan. A Payment Plan will enable payments to be spread out over a longer period of time (perhaps into the period where they begin to receive free entitlement and are no longer accumulating fees).
· If no payment has been received within 7 days of issuing the first overdue notice letter, the manager will issue a ‘Second Overdue Fees Notice’ letter for the original amount plus £10 and will state that if payment is not made within 7 days an additional £10 administration fee will be charged. This letter is to be handed in person to the parents and a verbal warning given that if we do not receive payment in 7 days then the child will no longer be able to attend the pre-school until payment is made.
· If no payment has been received within 7 days of issuing the second overdue notice letter, issue a ‘Final Overdue Fees Notice’ letter for the original amount plus £20 and will state that if payment is not made within 7 days we will begin proceedings with the County Court to reclaim all fees due. This will incur an additional £50 administration, as soon as we contact the County Court. This letter is to be handed in person to the parents and a verbal warning given that if we do not receive payment in 7 days then the child will no longer be able to attend.

· If after 7 days from issuing the final overdue fees notice letter no payment is received, firstly the child will be refused their sessions at pre-school. The parents/guardians will be told that we require immediate payment or will start proceedings with the County Court. When you begin proceedings with the County Court provide details of the case to the parents notifying them that the amount due is now the original amount plus two £10 admin fees and one £50 fee to cover the administration of preparing the court case.

· If the agreed payment plan is not adhered to then we will follow the procedure for the late payment of monthly fees.

· We hope not to have to use such extreme methods and hope in most cases such situations will be resolved through discussion and the setting up of payment plans / reductions in the child’s sessions.

Holding Deposits Policy Statement
We take a small deposit to hold a place for your child, from when you book until they are due to start. This provides the setting with financial security before a child starts.
Holding Deposit Procedure 
· We request that a deposit of £50 be paid when the registration forms are returned, booking your child in for a place at Richmond Pre-school

· Bookings are not guaranteed without the deposit

· Children receiving 2 year funding do not need to pay the deposit, as long as they provide the 2 year funding code and parents details to support the application

· If the 2 year funding application is declined, then a deposit will be required

· All deposits will be paid into our bank account immediately, on-line bank transfers are preferred

· If a child then chooses not to attend, the setting does not return the deposit

· Deposits will be offset against any fees that are due 

· The £50 will be added as a credit to the child’s fee account and the monthly invoices will automatically be adjusted to take this amount off each month, until it has all be used.

· If the child is fully funded and does not pay fees, then the deposit will be returned once the setting has received it’s final funding payment at the end of the first term following the child joining, this usually happens by the end of October.

· An email will be sent to anyone with a deposit credit, asking for their banking details.

· These details will be passed to the treasurer to request that she refunds the deposit

.
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