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 Charging Policy       

Policy Aim
· To be transparent in any items we offer and which ones are charged for.
· Explain what we charge in each section so they can make decisions based on the full details.
· To ensure we comply with our Early Years Provider Agreement and the Department of Education guidance.
· Offer Parents alternatives to what we provide, to promote inclusivity.
· Make sure our parents are reassured by our procedures to show that all children are treated the same and given equal opportunities regardless of their household’s financial situation.
Procedures
All of the following processes are put in place to make our charging fair to all:

Show around & Settling In Sessions:
Adults are invited to have a show around of our setting with their child(ren) before their start date and then they are offered a one hour settling in session as close to them joining us as possible where the child familiarises themselves with Pre-School, the staff and other children. None of these are chargeable.
Funded Hours:
Children are eligible for different types of funding depending on their age and some are not entitled to any. 
· Currently Achieving Two Year Old Funding is available if a household meets the criteria set by the government at the time of their application. There is a financial threshold of approximately £16,000 as a deciding factor however there are many other factors such as what benefits your household is receiving at the time, but also their personal situation such as if they are a child looked after by the local authority, have an EHCP, receive DLA, or are subject to an adoption order, special guardianship or a child arrangements order.
If they are successful they are provided with a TYF code and this confirmation is used showing the start date and child’s name as proof that this child will receive 15 hours a week (for 38 weeks a year).
· Universal Entitlement is available to ALL children from the start of the term after they turn 3 which is 15 hours a week (for 38 weeks a year). No application or code needed. 
· The Working Entitlement scheme currently provides children from the term after they turn age 9 months old (30 hours a week) for 38 weeks a year, if they meet the government’s eligibility conditions when they apply. If so they will be provided with an 11 digit number usually starting with a 5 and this code has to be renewed three times a year which is the 31st December, 31st March and 31st August. There are criteria based on how many hours a parent(s) work however you may also be eligible if you are on annual leave, maternity, paternity, adoption leave or carer’s leave. The current details are that you can be employed or self employed and both parent(s) must be working 16 hours and earn £195 a week (for a 21 year old but less if you are younger).

The eligibility could change each term depending on your situation and can be applied by any household that earns up to £100,000 a year. 
Anybody can apply for any funding online via the childcare choices website or phone Family Information Services on 01452 427362 for advice or help with a manual application to secure your funding. Please note funding can never be backdated so the earlier you apply the better (you can usually start this 16 weeks before your child is near their start date) and it is usually active straightaway (or dependent on where your child’s birthday falls – as funding starts from the 1st of September, 1st of January, 1st of April) unless they are already the correct age for the scheme.
Dependant on each child’s household situation if certain benefits are claimed the setting also receives Early Years Pupil Premium which is spent on training, resources and experiences to improve the life chances for disadvantaged and vulnerable children. Also Pre-School can claim from The Disability Access Fund if either parent claims Disability Living Allowance for the child which we can use to improve their education and support them.
Invoicing:
Invoices are raised as close to the 1st of September, 1st of January and 1st of April as possible and will be created using our Tapestry management system which will be emailed out to the person who completed the registration pack for the child. We are open 39 weeks of the year minus 5 inset days therefore we offer childcare for 38 weeks.
Invoices show: 
· Our registered address, phone number and registration number

· The date the invoice was raised, the invoice number and the payment due date which will be set to allow for 4 weeks.

· Will list all of the funded and unfunded hours and stating all sessions booked with all half terms, bank holidays or inset days being automatically removed.

· Any charges are listed on our invoices to explain what they represent.
· Payment Options are detailed offering the acceptance of cash, childcare vouchers and bank transfers with our full bank information.

· Our invoices also state that if you feel you will have difficulty paying the amount by the due date to email us beforehand so a weekly, monthly or instalment payment plan can be agreed.

Support:
If you are not eligible for any of the funding types or need financial help paying for extra hours there are also other options available. More information is also on the childcare choices website which explains that if you are on universal credit you can use our invoice and a receipt of payment that can be requested from us to claim back some or all of the childcare cost (depending on your financial situation). Certain families can receive up to 85% of the invoice costs back from the government which you should add to your universal credit account. (Some items may or may not be reimbursed depending on the government criteria)

There is also the childcare tax account which is detailed on the same website where if you are eligible that every £8 that you spend on childcare the government pays £2 for you so they are contributing 20% of the cost. This has similar criteria to the working entitlement funding explained above so please check as this also may be able to help you.

Unfunded Hours:
These are completely optional and are only booked if you select more than your funded hours on your registration pack.

If any children join and their funding cannot be obtained due to being used at another setting or anyone’s funding code is not renewed by the correct deadline the parent that registered the child will be liable for any unfunded hours therefore an invoice will be raised to cover them. 

Changes

· If any sessions needs to be swopped or increased an email is required with the details and we will add these to your account from the date agreed (if they are available) and a new invoice emailed to the parent if any new amount is owing with a due date of 4 weeks from the date it is raised.
· If any sessions need to be reduced a session reduction form can be obtained from the hallway or can be requested by email. This must be completed and returned in person or emailed back to us as soon as you can as 4 weeks notice will then be given to allow for this change.

· If a child is leaving the setting an email is required to give notice so we are no longer reserving the space. 4 weeks will also need to be invoiced ahead if it has not been paid already and 2 weeks of funding will be claimed for the booked hours, if no notice has been given in writing.
An amended invoice will be emailed and 4 weeks given to pay the new balance (if owing) and a funding amendment form will need to be signed by the parent if your funding is affected to allow us to correct this.

· If a working entitlement code is not renewed as mentioned above and you do not need the extra hours please complete the session reduction form as soon as possible so that the invoice can be altered after the 4 weeks notice, otherwise all hours will be unfunded for that 3 month period.
· If any financial element of Pre-School changes that will impact on parents it will be emailed out to all parents to give at least 4 weeks’ notice for example voluntary snack charge, voluntary consumables charge, unfunded hourly rate, minimum number of weekly sessions required, water bottle and uniform prices. These are then updated onto our website to show the new prices and date it will be effective.
· The unfunded hourly rates are displayed clearly on our website and are also reviewed annually.
Voluntary Snack Charge: 
Snack is provided every day to all children attending where a variety of items are given to encourage healthy eating (following the latest food safety guidance from the department of education) which is given with milk and or water. The cost is invoiced as voluntary, therefore if we do not receive your contribution for your child a snack will need to be provided by yourself.
The current price is displayed on our website and updated when a change is made as this will be reviewed yearly and usually changes from the 1st of January.
Voluntary Consumables Charge:
Items are used every day for all children as and when needed to provide care in a clean and safe environment. This cost is voluntary and the current price is displayed on our website and updated when a change is made as this will be reviewed yearly and usually changes from the 1st of January.
One-Off Water Bottle Charge:
When your child joins a new water bottle will be purchased by us and personalised with your child’s name on. This bottle will be used throughout your child’s time at our setting and remaining in the Pre-School until they graduate where they can take the bottle home with them to keep. If a parent opts to not pay the water bottle charge they can provide an alternative which will be used instead.
The current price is displayed on our website and updated when a change is made as this will be reviewed yearly.
Uniform:
We offer T-Shirt, Fleece and Jumpers (new or second hand) in a small selection of sizes that are available for parents to buy if they prefer not to use their children’s clothing and the latest prices are available on our website which are also reviewed yearly. This is also non-compulsory and just an additional offering that some parents may choose.
Annual Trip

Each year we arrange a trip as an enrichment activity to benefit our children and more details will be disclosed closer to the time of booking so that parents have all the information needed.
Collection of Money:
· As soon as an invoice becomes due an email will be sent the following Monday as a polite reminder to pay the Pre-School Invoice.
· If no reply is given or payment is promised but not made then a further email is sent the following Monday.
· If no reply is given or payment made a further email is sent the following Monday asking for payment in the next 7 days.

Every invoice needs to be completely cleared within the first half term otherwise your child(ren) whose account is still outstanding will not be able to return for the second half term until we confirm full payment has been received. (This does not apply to invoices that only have voluntary costs outstanding)
· If there is still money outstanding after we have stopped the child from attending a text, email and letter will also be sent to offer a final opportunity to clear the bill before legal proceedings begin with a deadline to make the payment to prevent this from happening which will have a 30 day settlement period. Full information will be provided to show the amount, the due date, the attempts to chase that have occurred and the process that will happen if the account is not cleared in that time.
· Should an invoice still not be paid after a child is prevented from attending and after all of the procedures have been followed above, a claim will be put forward to the small claims court.

· If any parent is taken to small claims court any costs that this legal process incurs will be added to the claim so that the charity is not out of pocket. This full information will be communicated via email or text to state the amount as soon as we are provided with the details so the parent is aware of the cost at the earliest opportunity.
Pre-School Closures:
There maybe circumstances that are force majeure meaning events have occurred out of control such as adverse weather like an amber or red warning, government forced closure such as an extra bank holiday created, emergency issue with the premises affecting our safeguarding or staff illness meaning ratios cannot be covered to meet EYFS requirements.
On occasions like these a refund will not be issued, alternative session offered or Pre-School opened.
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