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Policy statement

Thames Pre-school is a registered charity and our income is derived from government funding and fees payable from parents/carers. To enable the setting to remain sustainable, we have a business requirement to recover all sums due to Thames Pre-school in an efficient and effective manner.

The purpose of this policy is to provide clear information to parents on Thames Pre-school’s charges and the Early Years Entitlement funding process. 

Parent Paid Fees
Parent paid fees are currently £5.50 per hour and are payable monthly. The cost for wraparound hours (08:00/08:30-08:55 and 14:55/15:30-16:00) is £7.50 per hour/£3.50 per half hour.  Fees are reviewed annually with any increases advised in writing one month in advance.
Tax-Free Childcare
Parents are able to access help with childcare fees by setting up an online childcare account. For every £8 the parent pays into this account, the government will pay in £2 to use to pay childcare fees.  
Application/Information link:  https://www.gov.uk/tax-free-childcare
Early Years Entitlement Funding
Three year olds (and 2 year olds who meet the eligibility criteria, link below) are entitled to Universal Entitlement funding of 570 hours per year/15 hours per week in a term-time setting. This starts from the term beginning on or following the date set out below:
· Children born in the period 1st January to 31st March: 1st April following the child’s third birthday, or second birthday, as applicable 
· Children born in the period 1st April to 31st August: 1st September following the child’s third birthday, or second birthday, as applicable 
· Children born in the period 1st September to 31st December: 1st January following the child’s third birthday, or second birthday, as applicable
Extended Entitlement funding (up to an additional 15 hours per week) is also available for 3 and 4 year olds, subject to certain criteria being met by parents.  It is the parent’s responsibility to re-confirm eligibility for this funding every 3 months, as prompted by HMRC.  Failure to re-confirm eligibility will result in the Extended Entitlement being withdrawn.
Early Years Entitlement hours are funded through Wiltshire Council and are based on a termly headcount. All children in receipt of this Entitlement should take up a place at Thames Pre-school before headcount week and sign a parent declaration form to confirm their funding requirement for that term.  Parents will not be able to increase their funded hours once the declaration has been signed until the next funding headcount term, subject to availability.  
The table below details the number of hours and weeks in each funding term and the dates covered.
	Term
	Summer 
	Autumn 
	Spring 

	Funding period dates
	1 April - 31 August 
	1 September - 31 December 
	1 January - 31 March 

	Funded weeks
	13
	14
	11

	Max number of funded hours in funding period
	195 hours (universal entitlement)
195 hours (extended entitlement)
	210 hours (universal entitlement)
210 hours (extended entitlement)
	165 hours (universal entitlement)
165 hours (extended entitlement)


Application/Information Links:  www.childcarechoices.gov.uk
www.gov.uk/help-with-childcare-costs/free-childcare-and-education-for-2-to-4-year-olds
Thames Pre-school accepts children who wish to attend for their funded hours only.  There is no obligation to attend for any additional hours.

Changing Providers
Once a parent has completed and signed the parent declaration form for a funding period, Wiltshire Council does not expect any movements between settings, unless one of the valid reasons as detailed below has been met. Parents need to be aware that their mid-term move might not be approved for funding.
There are 6 valid reasons for a mid-term move and subsequent mid-term claim: 
· moving house; 
· a change in the child’s primary carer; 
· where a sibling moves school and the child is able to attend a nearby setting; 
· where loss/change of employment affects the childcare place e.g. if a child’s provision was taken up near a parent’s employment rather than their home; 
· health and safety issues e.g. child protection/domestic violence; 
· when a child requires a place at a District Specialist Centre.
Other Funding Entitlements
Thames Pre-school may be entitled to receive extra funding from Wiltshire Council for those children who are in receipt of:

· Early Years Pupil Premium (EYPP) (eligible 3 and 4 year olds)

· Disability Access Fund (DAF) (eligible families are those in receipt of disability allowance)

Application/Information Link:  https://www.gov.uk/get-extra-early-years-funding
Sessions and Term Dates
Funded hours are offered on a term-time only basis. 
Core opening hours are 08:55 until 14:55, Monday to Friday with wraparound care from 08:00 until 16:00, if available.  We aim to follow the same term dates as St Sampson’s Primary School where possible.  
	Morning session 
Inc. wraparound
	08:55 – 11:55 
08:00 – 11:55 

08:30 – 11:55 



	Afternoon session
Inc. wraparound

 
	11:55 – 14:55
12:55 – 14:55 

11:55 – 15:30

11:55 – 16:00
12:55 – 15:30

12:55 – 16:00 

	Full day session 
Inc. wraparound
	08:55 – 14:55

08:00 – 14:55

08:25 – 14:55

08:00 – 15:30

08:25 – 15:30

08:55 – 15:30

08:00 – 16:00
08:25 – 16:00
08:55 – 16:00 


We do not allow drop off or collection outside of the above times without prior agreement with the Pre-school Leader and the full session fee will still apply.
Term dates link: https://www.thamespreschool.co.uk/session-times-and-term-dates
The Pre-school does not open on bank holidays. 
Wraparound Care
Wraparound hours are available from 08:00/08:30-08:55 and 14.55-15:30/16:00 and are charged at £7.50 per hour.  These hours do not form part of the Early Years Entitlement funding.

The Pre-school will require a minimum are 3 children for these sessions to be viable and as a result these sessions may not be available.  Although parents may request these hours when registering their child, the Pre-school Leader will inform the parents as soon as practicable whether the wraparound sessions are operating.   
The Pre-school will require one month’s notice from parents to make changes to any wraparound hours.

Uniform
Pre-school uniform is not mandatory.  Parents are able to purchase hoodies and polo shirts (via Pre-school) or make a small donation for items from the second-hand stock. 
Charges and Invoicing

Our billing enables parents to easily reconcile fee information against their invoice so they can clearly identify what they have been charged for.

Invoices are emailed to parents every month. The invoice shows a breakdown of chargeable hours and Early Years Entitlement hours (where applicable), the dates of the sessions taken and the total amount due.  This will include all hours booked for that month and no deductions will be made for absence, unless otherwise agreed. 

The invoice will also include additional items where applicable of

· uniform
· wraparound hours
· additional hours  

· VAT on school meals and
· nappies
Thames Pre-school does not charge “top-up” fees (the difference between its hourly rate and that received from Wiltshire Council to deliver Early Years Entitlement), nor does it require a registration fee as a condition of taking up a place.
Thames Pre-school does not charge an additional fee for snacks.  Parents are encouraged to make a voluntary monetary donation or snack foods donation either weekly, monthly or whenever possible.  
Parents are required to provide nappies and wipes should their child use them.  A charge of 50 pence per nappy will be incurred should these need to be provided by the Pre-school.  
Thames Pre-school makes no additional charges for children who have an additional need or special educational needs.
Invoices are to be paid by the end of the relevant month 
· via bank transfer with the child’s name as a reference;
· by using Childcare vouchers (to be agreed with Pre-School Leader) or

· by using Tax-Free childcare vouchers. 
If it is not possible to pay using the above methods, an alternative can be agreed with the Pre-school Leader and Treasurer. 
Payments for optional fees (snack donations, Dolce VAT invoices, uniform) should also be made using bank transfer.

Thames Pre-school’s closure policies at https://www.thamespreschool.co.uk/our-policies provide information for parents who are not able to access their entitled hours due to unexpected closures from events beyond their control (e.g. extreme weather). 
Late Payments

· If no payment has been received by the end of the relevant month, a reminder invoice is issued.  

· Payment must then be made within 7 days.

· If no payment (or payment plan agreement) is received by the 7th day following receipt of an overdue invoice, our non-payment procedure will be followed. 

Non-Payment Procedure
The first step after non-payment (7 days following the reminder invoice) will be to discuss the non-payment with the parent/carer. If required the Pre-school Leader can offer a suitable arrangement or payment plan which will enable payment of the outstanding debt. 

If the parent is unwilling to discuss late payment and the non-payment continues or a payment plan is not adhered to, then the following steps will be taken; 

· Parents will be advised in writing, that their child will be excluded from non-funded sessions until the outstanding debt is paid in full. 

· A late payment charge of 10% of the outstanding balance will be added every month until the balance is cleared in full.

· Thames Pre-school reserves the right to take legal advice with a view to referring the matter to the courts to recoup any money owed to us.

Cancellation/Non-attendance Fees
Four weeks’ notice is required for the cancellation of any child’s place at Thames Pre-school over which time, fees will still be payable up until and including the child’s last day at Thames.  

Fees must still be paid if a child is absent without notice for a short period of time i.e. due to illness.  Reductions or remissions are not available for holidays, sick days or other days of non-attendance. 
Fees will not be charged for missed sessions as a result of hospitalisation of a child (proof of hospitalisation is needed).
Complaints

Thames Pre-school has a complaints procedure should a parent not be satisfied their child has received their Early Years Entitlement in the correct way.  https://www.thamespreschool.co.uk/our-policies
Parents should first approach the Pre-school Leader to discuss their concerns or complaints. If the complaint is not resolved the parents should make their complaint to the Early Years Entitlement officers at Wiltshire Council via the online Parent Complaint form on the Wiltshire Council website or earlyyears@wiltshire.gov.uk.
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