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                      Fees & Non Payment of Fees Policy
Statement of intent
It is our policy that all fees are paid termly in advance unless otherwise agreed with the pre-school.  It is our policy to pursue all unpaid fees through the county court for the recovery of the pre-schools money.
Aim

We aim to ensure financial stability of the pre-school by having a fair and consistent process for pursing non-payment of fees.
Methods

In order to achieve this, the pre-school will:

· at induction fully inform parent / carer of the fee and payment structure;
· issue invoices to parent / carer when fees are due;
· encourage parent / carer to set up a payment plan with the pre-school if they are having difficulty paying outstanding fees.

If an instalment plan is agreed between parent /carer and the pre-school, the pre-school reserves the right to withdraw that facility if payments are not made.  Payments made in instalments via a payment plan must be paid in advance of services provided.  If payments are not made, as agreed, the full outstanding will be due within 7 days of issuing an overdue account letter.

If a parent / carer have used services provided by the pre-school without payment or their payment plan has been dishonoured the following procedures will follow:
· Issue an “overdue account” letter asking for payment within 7 days.  If payment is received no further action is taken.

· If payment is not received a “second warning” overdue account letter will be issued asking for immediate payment in full within 7 days, this will include a £10.00 administration charge.  If payment is received no further action.
· If after 7 days full payment is not received, and a payment plan cannot be agreed a “final letter” will be issued, plus a further £10.00 administration fee.  If no payment is received we reserve the right to disallow your child to attend the pre-school.  If payment is received within 7 days no further action is required.

· 7 days after the “final letter” is dispatched and no payment is made, the pre-school will immediately begin proceedings in the county court for which we will charge an administration fee of £50.00 and all court costs.  If the pre-school is required to attend the county court, costs will be applied at a rate of £20.00 per hour.
END

This policy was adopted at a meeting of Sutton Valence Pre-School Group:

Held on …………………………………………………………………………………………….

                                                              (Full Date)

1.  Signed

…………………………………………………………………………/……………………………
                                         (On behalf of the Management Committee)      (E.g. Chairperson)

2.  Signed

………………………………………………………………………/………………………………..

                                           (On behalf of Staff members)                         (E.g. Manager) 
1
PAGE  
2

