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CHADDLEWOOD PRE-SCHOOL  AND WOODIES
                         OUT OF SCHOOL CLUB

                                          
WESTFIELD, PLYMPTON, PLYMOUTH, DEVON. PL7 2EU

Admissions and Fees
Policy Statement

It is our intention to make our setting accessible to children and families from all sections of the local community. We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.
Procedures

· We provide each new family with our prospectus detailing the aims and routines of the setting.
· The preschool waiting list is arranged in chronological order and in general birth order. 
· Requests to change sessions in preschool require 2 weeks’ notice and these are submitted in writing (email/letter/Tapestry post).
· We welcome all carers, parents and guardians and their children.
· We ensure the setting is advertised across all sections of the community.
· Absences for any reason should be notified to a member of staff before the start of each session.
· If a child is absent without notification for more than two weeks then the child’s place will be forfeited.
· We welcome children from age 2 at preschool and ages 2-11 at Woodies.
Preschool
· Each term new Parents/Carers and their children are invited to visit the setting. During the visit the family meet the appointed keyperson, complete the registration document and ‘All About Me,’ discuss our policies and safeguarding procedures. 
· Children that start with us throughout the term are given the same opportunities as above by visiting the setting at a time that suits the family.
Woodies
· Parents/Carers are required to complete a registration form and discuss their child’s individual needs before booking sessions.
· To ensure the safety and security of your child, parents must inform Woodies of clubs that their child is attending at Chaddlewood School.
· We accept children from other schools but cannot offer a “collection” and “drop off” service

Fees and payment including late payment
This setting relies on payments and Early Years Funding to enable them to cover all expenditure for the setting. If parents/carers are late in paying fees then this can impact on our ability to pay our overheads. We reserve the right to charge a late payment fee of £25.00, if fees are not paid within 30 days of the invoice issue date. 
Preschool fees:

Preschool children are entitled to funding through the Early Years Entitlement of up to 15 hours per week for 38 weeks per year, from the term after their third birthday. This is known as universal entitlement.
Some families will be eligible for 30 hours funding. This is secured by applying through Childcare Choices at www.childcarechoices.gov.uk/. Any additional hours not covered by funding will need to be paid for. This funding can be used over Preschool and Woodies sessions. Our fees are displayed on our website at www.chaddlewood-preschool.org.uk
Fees must be paid for all booked sessions; this includes if your child is absent for a short period of time e.g. holidays or illness as we still have a requirement to pay overheads. Notice must be given in writing by letter, email or on Tapestry if you wish you wish your child to leave the setting. If two weeks’ notice is not given fees must be paid.

When submitting the child’s registration form a £25 registration fee must be paid (this does not guarantee a place). On the allocation of the child’s sessions and start date being confirmed, £13 will be refunded to your child’s first invoice. The remaining £12 will cover the cost of book bag and wet bag issued to the child on their first day. 

There is also a £10 consumable fee (optional), which will be added to your child’s invoice termly to cover wet wipes. suncream, snacks and other consumables used by the children. If you wish to opt out of this please inform our business manager on preschool@chaddlewood-preschool.org.uk who will remove the fee from your invoice.
Woodies fees:

Fees are paid when booking sessions via the School Gateway App. Sessions can be booked up to the 6pm the day before for breakfast sessions and up to 12pm on the day 
for sessions booked for after-school Club
.
You are able to book sessions without payment upfront if you intend to pay with childcare vouchers or through a tax-free childcare account. The bookings for each month must be paid for by the end of that month by bank transfer, from your voucher scheme or tax-free childcare account direct into our bank account. If the month’s bookings are not paid within 30 days of the end of the month we reserve the right to charge a late payment fee of £25.  You will receive a reminder letter 7 days before the end of the month if your invoice is unpaid.
When you make a booking, you decide on the duration of that session; if you are late to collect your child you will be called as per our ‘uncollected child’ policy. If this occurs, we reserve the right to apply a £25 late collection fee to your account.  

Vouchers:
In addition to 2, 3 and 4-year-old funding we accept employer vouchers. We also accept Tax-free childcare as a form of payment. 
Chaddlewood Preschool payment Procedure:
Invoices will be issues to parents/carers via email and must be paid within seven working days by bank transfer from your voucher scheme or tax-free childcare account direct into our bank account. If not paid within this time, a reminder letter will be sent requesting payment and at this point, we will ask parents/carers to contact us if they have difficulties in paying their invoice. If payment is not received within ten working days of the reminder letter, we will issue a FINAL DEMAND. This will clearly state a date by which payment must be made, within seven working days from the letter and a date from which your child cannot attend the setting if not paid. At this stage in our procedure, we will implement a late payment charge of £25.
This does not affect 2 or 3-4 year old working family entitlement funding, ME2 or 15 hours universal entitlement.
If non-payment of fees becomes a regular occurrence a weekly payment plan will be introduced, and fees will be required to be paid weekly in advance. Advance payment must be received by each Friday for sessions booked for the following week. If no payment is received, your child will not be able to attend.

We understand that there is occasionally a genuine reason why parents/carers are unable to pay on time and we will always give parents the opportunity to discuss their needs with us so we can endeavour to come to a mutually agreed arrangement for payment of all fees due. We would ensure this information remains confidential.
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