10.12 Non Payment of Fees (updated August 2022)

Policy statement


Intake Pre School adheres to the following procedures for non payment of fees.

We understand and support families where they are suffering from hardship and we advise parents to contact us if this is the case so we can support and help as much as possible. We aim wherever possible to ensure the best possible outcome for the child which means no disruption in care where we can apply this.


Procedures


· Invoices are to be paid in advance by the 1st of the month
· Any balances not cleared by the first of the month will automatically incur a £10 penalty charge, this will be added as a new fee each month where there is an overrun of an outstanding balance (Individual circumstances may be taken into account)
· Balances still outstanding from this point will receive a 10% weekly charge on the remaining outstanding balance, this is applied every Monday until the account is clear.
· Late payments will be noted by the Pre School Admin who will talk to the parents/carer regarding the payment of fees. 
· If the parent/carer is suffering from financial hardship then Intake Pre School will support the family by signposting to relevant services and drawing up a payment plan, the application of a payment plan will suspend the 10% weekly charges but not the penalty charge of £10 in the first month only. 
· The parent/carer will be invited to come into the Pre School to discuss the outstanding balance with a member of the management
· Failure to pay outstanding fees or adhere to a payment plan agreement after a discussion with the Pre School Admin, will in the first instance result in any additional bookings/extras i.e hot lunches/additional sessions (this applies to those accessing funding with additional paid for sessions) will be put on hold. This will remove the outstanding balance from increasing. 
· Once full payment has been received then original sessions and additional extras will resume. If Pre School put on hold additional sessions it will be determined by management what funded sessions the child can access (this will be determined by availability at that moment and may not be what the family originally had/wanted)
· Where a family doesn’t access funded hours for their child and they fail to pay outstanding fees or adhere to a payment plan after discussion with the Pre School Admin, this will result in a letter being issued detailing the start of the four week notice period.
· Failure to pay outstanding fees or adhere to a payment plan agreement after all previous steps have been put in place then this will result in a letter being issued detailing the start of the four week notice period.
· Fees and any late charges will still be incurred during this period.
· The parent/carer will be given a date when the outstanding account needs to be settled. Failure to settle will result in the account being passed to a solicitor to secure the debt.
· Finally, the account will be passed onto the small claims court for recovery of the debt.
· If a child leaves our setting with an unpaid account then we may notify the next early years setting or childminder that an arrears has been left on the account, the details will not be disclosed as to the amount nor will we under any circumstances advise another setting to not enrol a child. This is specifically so the next setting can support the family and information will be shared in this manner only.
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