[image: image1.png]



Fees Policy and Procedure
Statement of Intent

Our setting operates a service, which is fair and competitively priced, with an outstanding rating by OFSTED.   We aim to offer a high quality, safe and stimulating environment that provides an exceptional service for your child between the hours of 9am and 3pm and Monday to Friday term time only.

Aim

It is important that parents/carers read the following information, as this forms part of the contract with Stepping Stones (SW) Ltd.  Stepping Stones understands that the cost of registered childcare may seem expensive to a parent/carer.  However, providing a high quality, safe and stimulating service for children is not cheap and to ensure the continued high standards and sustainability of the setting.  We must ask that parents/carers pay according to this procedure.  We are unable to function effectively without prompt regular payments.

What is the cost?

Sessions:  
9.00 – 12.00 or 12.00 – 3.00 

£16.50
Full day:
9.00 – 3.00


      
£33.00
Our hourly rate is £5.00 for all children.  There are no additional services incorporated into the hourly rate.  Nor are there any optional charges.
What does the setting need before a child can start?

· Child’s birth certificate

· Child’s registration form

· Evidence of 2 year old funding 

· Evidence of extended entitlement- eligibility code
Are fees payable when children are on holiday?
If holidays are taken during term time then fees are still to be paid.  This is the same for fee paying parents/carers as well as those that are using their EYE.
Agreement of attendance pattern  

If parents/carers wish to amend attendance patterns/sessions, we require this to be in writing eg via email which we will retain for auditing purposes.  

Are fees payable if a child is absent due to sickness?

If your child is absent due to sickness then fees are still to be paid.  In cases of long term sickness (eg 3-6 months) individual cases will be assessed by the supervisor/manager.  This is the same for fee paying parents/carers as well as those that are using their EYE.

Are there any additional charges?

· Bank holidays are not charged 

· In the event of closure due to unforeseen circumstances fees will continue as normal.

· This is the same for fee paying parents/carers as well as those that are using their EYE.

Is there a charge to parents/carers for booking a place, a registration fee, deposit or administration charge?

No charges are made on registration

Is a retainer charged to parents/carers to keep a place open?

· Sessions can only be reserved one term in advance (minimum of 2 sessions a week).  There is no fee for booking sessions.

· It is parental responsibility to ensure your full Early Years Entitlement is reserved no more than one term in advance 

· These are reserved subject to availability.
· Any changes are subject to availability. 

· There is no notice period required, however there is usually a high demand for places so please ensure you are fully committed to your sessions.
· Permanent session changes can be requested verbally or electronically to the Supervisor/manager or Office Manager

· There is no notice period for cancellation of a child’s place
· This links to our home and playgroup partnership
· Sessions cannot be swapped, any extra sessions will be charged for.

How and when are invoices given to parents/carers?

· At the start of every term or end of previous term, (Autumn/Spring/Summer) you will be given a bill for the whole of that term by email.
· Invoices are calculated by deducting the Early Years Entitlement and charging for any additional hours at our standard hourly rate.

When are the payment due date for fees?

· Payments must be made monthly, within the first week of each month.  A breakdown will be detailed on your bill, spreading the cost equally over the relevant number of months variable per term.  However, if your total termly bill is £20 or less, payment in full will be required in the first month (see attached example).
· The office manager checks payments against invoices every week and will send an email reminder the week the payment is due.

What are the payment options?
· Fees can be paid in full or by monthly instalments

· Cheques to be made payable to Stepping Stones (SW) Ltd, but we prefer BACS payments as we get changed for cheques and cash.
· Cash payments are acceptable.

· On-line payments are preferred.  Our bank details are; sort code: 30-98-45, account number 00397018
· Nursery vouchers are also accepted from any scheme.  Please see Emma in the office for your scheme’s account number.

· When a payment has been received, the details are recorded on the setting’s copy of your bill.  

· If you require a receipt, please ask at the office.

· Individual payment arrangements can be negotiated.
· Email reminders are sent at the start of the week that fees are due.

Help with childcare costs
Please see www.childcarechoices.gov.uk for further information on eligibility for 30 hours funding and tax free childcare.

What happens if fees are not paid on time?
· Fees must be paid within the first week of each month (dates stated on bills)
· An interest fee of £20 per week will be charged for each and every week until payment is made

· Weekly payment plans can be set up to help manage payments if required
· In the case of consistent non-payment, sessions will be reduced to funded hours only
· For continual non-payment of fees further legal action will be taken

· After considering all viable options the supervisor’s decision is final

Late collection

In the case of late collection of your child we will follow our late collection procedure.  If we have not been previously informed, and you are more than 15 minutes late there will be a £20 late collection fee to cover staff costs. Do not consider this 15 minute timeframe to be extra time in which you can collect your child.
Termination of the contract:

We reserve the right to terminate the contract without notice in the event of unsuitable and disrespectful behaviour from parents/carers or non payment of fees following the non-payment procedure.

Parents/carers must give 4 week’s notice if they wish to leave the setting.  If notice is not given, we will claim 4 weeks funding during or in lieu of notice, if your child starts at a new setting during these 4 weeks you will be responsible for paying any hours taken at either setting over and above your maximum funding entitlement.  If your child joins Stepping Stones whilst in their 4 week notice period from another setting you will be responsible for their full fee before we can claim funding.
All fees must be paid before your child leaves the setting.
Early Years Entitlement (Universal and Extended) and Funding for 2 year olds 

Families with 2 year old children who meet the criteria can apply for funding for 2 year olds. Somerset County Council will pay for a place for up to 570 hours over the year at an approved provider.  A maximum of 15 hours per week is available for 38 weeks.

Funding is available for all 3 and 4 year olds in the form of universal and extended hours.  This starts from the term following their third birthday.  This funding can be spread over 38 weeks of the year.  The funding is paid to the setting and this is then deducted from your termly invoice.  We require a minimum of 2 sessions a week (6 hours) for both funded and non-funded children. We will ask parents/carers to sign a parent declaration form each term to confirm their funded hours.  2 year old funding is also available in certain circumstances.  Ask Paula or Emma for an application form.

EYE funding – 15 hours universal (term after 3 years) maximum of 570 per year

EYE funding – 15 hours extented (if eligible) 
          maximum of 570 per year

30 hours total                                                         1140 total per year               
    
To claim the universal 15 hours EYE the following information is needed:

· child’s legal documentation – birth certificate, passport (on registration a copy needs to be sent to Entitlements team)

· EYE parent declaration form – completed when appropriate and signed by parent/carer

· It is the parents/carers responsibility to produce your legal documentation on registration otherwise parents/carers will be charged the setting’s normal fees as we will be unable to claim EYE funding.  

· We need your child’s documentation before your child takes up a place.

I am aware that if I do not produce my child’s birth certificate on registration I will be charged at the hourly rate for my child’s attendance at the setting until it is produced:

Parents/Carers signature…………………………………………………  Date………………………….

To claim the extended EYE hours the following information is needed:

· child’s legal documentation – birth certificate, passport (on registration a copy needs to be sent to Entitlements team)

· EYE parent declaration form – completed when appropriate and signed by parent/carer

· Eligibility code from registered parent (HMRC)

· Registering parents/carers National Insurance Number (consent to share NI with EYE team) – see attached form

· If the parents/carers does not give permission to share their National Insurance Number, and the implication on child’s funding ie the setting would not be able to accept the additional EYE funding, and the parents/carers will be charged.
Parental responsibility –reconfirmation of eligibility 

· Explanation about parent/carers responsibility to reapply every 3 months for confirmation of eligibility and implications if they do not reconfirm in time. 

· Settings procedure if parent does not reconfirm eligibility

Grace Period

· A child will enter the grace period when the child’s parents/carers cease to meet the eligibility criteria set out in the Childcare (Early Years Provision Free of Charge) (Extended Entitlement) Regulations 2016, as determined by HMRC or a First Tier Tribunal in the case of an appeal. 
· Local Authorities will be able to access information about whether a child has ceased to meet the eligibility criteria and entered the grace period via the Eligibility Checking Service. The grace period end date will automatically be applied to eligibility codes. 
· The local authority should continue to fund a place for a child who enters the grace period as set out in the Early Education and Childcare Statutory guidance for Local Authorities 2017.
· It will be the parent/carers responsibility to pay any hours which cannot be claimed if parents/carers fall out of the grace period. 
	Date Parent/carer receives ineligible decision on reconfirmation:
	LA Audit Date
	Grace Period End Date

	1 Jan – 10 Feb
	11 February
	31 March

	11 Feb – 31 March
	1 April
	31 August

	1 April – 26 May
	27 May
	31 August

	27 May – 31 August
	1 September
	31 December

	1 September – 21 October
	22 October
	31 December

	22 October – 31 December
	1 January
	31 March


I am aware that I am responsible to pay for any hours which cannot be claimed if I fall out of the grace period, and did not give sufficient notice about changing my child’s hours.

Parents/Carers signature…………………………………………………  Date………………………….

To claim the funding for 2 year olds the following information is needed:

· child’s legal documentation – birth certificate, passport (on registration a copy needs to be sent to Entitlements team)

· The setting will need to see the letter held by the parent/carer which states that their child is eligible for 2 year old funding.

· EYE parent declaration form – completed when appropriate and signed by parents/carers

Fees are reviewed annually to enable the setting to cover the running costs and continue to provide outstanding quality of care
We would inform parents/carers one term before implementation via our newsletter

Parents/carers should contact the supervisor/manager or office manager to discuss any queries relating to fee increases.

Links to other polices and legislation

· Setting’s prospectus, admissions policy, home and playgroup partnership, uncollected child policy, sickness policy, emergency closure policy

· Statutory Framework for Early Years Foundation Stage – Safeguarding and Welfare Requirements

I agree to Stepping Stones fees policy 

Parents/Carers signature…………………………………………………  Date………………………….

Name………………………………………………………………………………………………………..
Updated and implemented Summer term 2023 – reviewed regularly and the procedure monitored and evaluated.
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