General Welfare Requirement: Documentation
Providers must maintain records, policies and procedures required for the safe and efficient management of the settings and to meet the needs of the children.


Documentation
4.1.1 Fees
Policy statement
We aim to keep sessions affordable and therefore accessible to the community.

EYFS key themes and commitments
	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.2 Inclusive Practice
	2.1 Respecting each other
	3.3 The learning environment
3.4 The wider environment
	


Procedures

· Fees for non-funded children are calculated each half-term.  A letter and envelope is given to the Parent/Carer asking for the fees to be paid within 2 weeks.

· These fees should be passed to the Treasurer or Supervisor and the receipt of the envelope will be recorded.

· When the fees are received by the Treasurer, she will issue a receipt.

· If the fees are not received, a further letter will be issued requesting immediate payment or asking that the Supervisor or Treasurer be notified if there is a problem with paying.

Non-payment of Fees

· When fees are not paid within the required time, the Treasurer will speak to the Parent/Carer to establish the reason.

· In cases of hardship, arrangement for payments in weekly instalments can be made.  Otherwise the matter will be brought to the Preschool Committee for a decision as to further action.

Notice to Leave

· Six weeks notice is required.  If this is not possible, and for children not in receipt of government funding, fees will be payable for a period of six weeks.

Deposits

· At induction £20 deposit will be required for children not yet eligible for government funding.

· This deposit is refundable on the fees when the child starts.

· If the place is not taken up the deposit will be non-refundable.
	This policy was adopted at a meeting of
	
	name of setting

	Held on
	
	(date)

	Date to be reviewed
	
	(date)

	Signed on behalf of the management committee
	

	Name of signatory
	

	Role of signatory (e.g. chair/owner)
	


