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Fee Procedure

Statement of purpose

Swansacre Playgroup has always been heavily dependent on its income from fees. The prompt payment of fees is vital to cover monthly running costs. Attendance for each term must be confirmed in the last week of the previous term. For example, a child’s Spring Term (January to March) sessions must be confirmed at the end of the Winter Term (December). The following procedure has been developed to ensure clarity in the payment of fees for all sessions.

Payment procedure

1. On registration, parents/carers are issued a copy of the Fee Policy detailing the methods of payment and ‘failure to pay procedure’. In addition, there is a section on additional costs that are not included in the session fees, these will be invoiced shortly after if purchased.
2. Invoices will be generated an the first day of each term.
3. Fees are invoiced within two weeks of the child starting and you are required to pay a minimum of 50% in the first payment.
4. A one-month notice period must be given when withdrawing a child from Swansacre Playgroup. Fees will be due for this month whether the child attends Swansacre Playgroup or not. Fees must be settled in full at this time.
5. There is an option to spread the payment fees over two months or pay as a lump sum. 
6. We will endeavour to issue invoices by the second week of term. However, if the child’s start date is after the beginning of term, an invoice will be issued after the start date.
7. Payment of fees are required no later than 14 days after the issue of the invoice. If you choose to spread payment of fees over two months, the first payment is required no later than seven days after the issue of the invoice and the second payment is due four weeks after. The fees are paid directly into our bank account which are on the enrolment form.
8. A receipt will be generated when an invoice is reconciled on the system by the Fees Administrator.
9. All fees to be charged are subject to an annual review and any changes to the fees will be proposed and agreed by members at the AGM. Any changes to the fees will be communicated to all parents/carers following this via email and Seesaw.

Failure to Pay Procedure

The non-payment of fees is considered to be a serious matter, and the following procedure will be initiated in the event of outstanding fees. Please note that difficulties in making payments will be treated sympathetically wherever practicable.

1. Parent/carers are advised to speak to the Manager immediately and in confidence if they are experiencing difficulty in payment of fees. The Manager will then share the information with the Fees Administrator. 
2. If there has been a discussion between parent/carer and Fee Administrator, an alternative payment structure may be agreed. For example, making a weekly payment to cover current and previous fees to run until the debt is settled. This must be agreed by the Chairperson, Fees Administrator and parent/carer. The plan will be issued in writing.
3. Fourteen days after issue of invoice, payers will be issued with a reminder note to request payment within seven day payment extension period.
4. If a parent does not contact the Fees Administrator to provide an explanation for non-payment and has failed to meet the payment requirements after the payment extension period, the Fees Administrator will inform the Chairperson to the situation.
5. The Fees Administrator and Chairperson will arrange to meet the parent/carer confidentially and will request full payment within seven days. The discussion will be recorded.
6. If no payment is forthcoming, the Chairperson and Fees Administrator may agree on an alternative payment plan if the parent/carer provides an explanation. This discussion will be recorded, and any plan and timescale will be written down.
7. If after three days of the agreed payment date, the ‘plan’ is not followed, the Chairperson will send a final letter by recorded delivery requesting payment in full within three days. The parent/carer will be advised that failure to respond will result in their child no longer being able to attend Swansacre Playgroup. It will also advise that legal proceedings may be initiated to recover the debt.
8. Where payment is outstanding at the end of the term (October, December, March/April and June term dates), and an alternative agreed payment plan has not been met, the Chairperson will send a letter by recorded delivery requesting payment in full within three days. The parent/carer will be advised that failure to pay the outstanding debt will result in their child not being permitted to attend any sessions at Swansacre Playgroup in the following term.
9. [bookmark: _Hlk128471979]Where it is the Chairperson who is the said parent/carer that has not paid their fees then the Treasurer will carry out the Chairpersons duties described in steps 1-8 above.
10. Where it is the Fees Administrator who is the said parent/carer that has not paid their fees then the Treasurer will carry out the Fees Administrator duties described in steps 1-8 above.
11. If the Chairperson, Fees Administrator or Treasurer has not paid their fees, and there is no resolution, then the Chairperson (taking into account step 9 above) will contact a Trustee, and arrange a meeting between relevant parties, in order to manage and resolve the situation.

Returning Known Non-Payers

If an enrolment form is received for a child of someone who has an outstanding debt, they will be asked to pay/make an arrangement to pay the outstanding debt before the child starts.

From then on, payment will be on a PAYG (Pay As You Go) basis at every session. If you fail to attend for two consecutive weeks, then the place is lost.

Recovery of Debt

If fees are not paid, the other alternatives for recovery will be to pass the debt to a debt collection agency or the small claims court. The costs of these processes can be added to the outstanding debt.


Additional Costs

PAYG (Pay As You Go) sessions can be accommodated if there is any spaces on the day. 
Lunch is an additional cost, unless you are intitled to free lunches.
Both PAYG and Lunch for that day are not included in your 1140 Funding or Strong Start.
If you wish to purchase a T-shirt or Jumper these are an additional cost.
If you require Santa Videos these are also an additional cost.
If you would like to Hire Swansacre for a birthday party etc, you will be asked to pay a deposit which will be returned upon the property being checked.
All of the above are additional costs that will be invoiced separately from your fees or if near the time fees will be generated they will be added.
All of the above must be paid straight away once invoice is generated.

Fee Policy

I hereby state that I have read and agreed to the above policy with the regards to the payment of fees.

	PARENT/CARER

	
	DATE
	

	STAFF SIGNATURE

	
	DATE
	

	CHILDS NAME
	
	DATE OF BIRTH
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