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Payment Policy
The Committee and Manager of Corby Glen Preschool have implemented the following policy so that all parents and carers are aware of our policy with regards payment of fees and other charges.
Corby Glen Preschool is a caring setting which has the child and parent’s best interests at its centre, therefore we encourage parents / carers to speak to the manager in strict confidence at any time with concerns over fees and payments.
1. Invoicing and Billing
· Invoices will be e-mailed to parents (using the main email address you have provided us) during the first week of every month (term time only)
· Paper copies are available – please ask for details.
· Payment of the bills is to be made PROMPTLY within 7 days of date of receipt of invoice (we accept cash / cheque / BACS / childcare voucher)
· After 7 days a payment reminder  will be sent to the main email address you have provided.
· The management team will initiate a verbal consultation with you to pay by the 14th day or agree to a payment plan.
· The payment plan may require that the parent/carer reduce the days their child attends setting.
· If payment (or payment plan) is not received by the 14th day (after receipt of invoice) we reserve the right to exclude the child from non-funded sessions until the outstanding amount is cleared in full.
· If the child is entitled to their EYE funding they will be welcome to attend for these funded sessions only, until such time that the outstanding amount is paid in full.
· Banked cheques that are returned to preschool will incur a cost of £10, which will be added to the next bill.




2. Late Payment Penalty
· On day 15 if the agreed payments are not made, or the agreed payment plan is not adhered to, a late payment charge of 10% of the outstanding balance will be added every month until the balance is cleared in full.
(Maximum penalty fee of £3o per month)

3. Snow /Sickness / Holiday
· Holidays – To enable us to manage staff & ratio, holiday forms must be filled in at least 4 weeks in advance. Holidays taken in term time should be of a maximum of two weeks.
· Snow Days/Emergency Closure – When the playgroup decides to close due to unforeseen circumstances, missed sessions can be made up at a later date. Please discuss with staff with regards to available sessions.
· Sickness – Regrettably we are unable to re-arrange staff at short notice, so cannot reimburse for days where your child cannot attend due to illness. If long term illness is expected, please speak to the Manager (or Deputy manager) and we will do our best to accommodate.

4. Changes to Agreed Bookings
· We are unable to re-arrange staff at short notice, so we request that you give us 4 weeks notice of any changes to your booked sessions.
· Any changes made within this 4 week notice period will be chargeable at the standard rate.

5. Late Pickup Fee
· Our staff are paid and our hall is rented for set hours. If you are going be late collecting please contact setting as soon as you know. In most cases we can accommodate this, but please note if we have no notice of a late pickup we reserve the right to charge £10 for every 10 minutes you are late collecting.



6. Non – Payments
· We will do all we can to facilitate payment of arrears (in terms of discussion / payment plans / communication) However if agreed payment schedules are not adhered to, or no payments are received, we will not hesitate to refer the matter to the courts to recoup any money owed to us.

This policy has been adopted by Corby Glen Preschool.
Signed on behalf of the playgroup by:
................................................................................................ (Chair – Sign & Print)

.................................................................................................(Manager – Sign & Print)

I agree I have read and understood the Payment Policy above:

………………………………………………………………………………………… (Parent / Carer – Sign & Print)

……………………………………………………………………………………….. (Date)
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