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Fees 

Policy statement
Fees charged for Alphabets Pre-school places are the main part of our income; therefore they play a vital role in keeping the pre-school running. It is important that at Alphabets we have a robust policy in place for the collection of fees. 

Procedure
· Fees are due to be paid in advance at the beginning of each half term. Fees invoices are raised by the Manager.

· If fees are not paid within 14 days, a reminder will be issued. Payment will be required within 7 days of the reminder.

· If payment is still being withheld, the details will be passed to the Chair or the Treasurer of Alphabets management Committee for a decision on withdrawing the child’s place.

· If a decision is made to withdraw the place, the fees due will still be owed to Alphabets and the child will not be able to return to pre-school until all outstanding money is paid. If some of the hours are funded by Hampshire County Council grant, the child will still be entitled to come to Alphabets for the funded hours.

· If a parent/carer is having difficulty paying the fees, arrangements can be made with the Pre-school Manager to pay on a weekly basis.

· Fees are due for all hours/days booked for the half term, including any time off a child may have had due to sickness, holiday or any Pre-school closures that are out of our control such as adverse weather conditions,  electric/heating /water failure etc.
· Any case of long term absence due to sickness/illness will be considered for a fee reduction on an individual basis. The decision will be made by the Chair or the Treasurer of the management committee in discussion with the Pre-school Manager.   
This policy was adopted at a meeting of Alphabets Pre-school management committee 

Held on _____________________________________ (date)

Date to be reviewed ____________________________ (date)

Signed on behalf of the management committee  __________________________________

Name of signatory ________________________________________ (Chair of committee)
Revised September 2010 [Type text]


