
 

 
Name of Policy: 
 

 

FEES 

 
Name of Setting: 
 

 
Oatlands Pre-school 

 
Overall Aim of Statement: 
 
 
 

 
Oatlands Pre-school is committed to equal opportunities for all, 
ensuring its accessibility to all families in the community, and 
whilst providing high quality care and education, aims to keep fees 
as low as possible.  We recognise that families have differing 
means.  We aim to meet the individual needs of all families. 
 

 
Specific Objectives/ 
Statements and Procedures: 
 
 
 

 
As a voluntary, non-profit making organisation with charitable 
status, we must cover our running costs and avoid under-
subscription of places. 
 
The Administrator, Pre-school Manager and Treasurer co-ordinate 
the fees process, inform parents and oversee and monitor the 
collection of fees.  The Treasurer will bank monies as necessary. 
Payment by electronic bank transfer is the preferred method.  The 
Administrator will provide clear and prompt information about fee 
invoices including amount due, how to make payment, date fees 
are due and who to contact for all enquiries.   
 
Oatlands Pre-school will advise parents/carers where they can 
access information in relation to childcare benefits, childcare 
vouchers, discounts, and exemptions and where to obtain further 
detailed information. 

● Invoices will be issued via e-mail two weeks prior to the 
start of each term or at the time of enrolment if later.  

● Fees should be paid within 14days of the date of the 
invoice provided.  Payment can be made monthly, termly 
or half-termly but all fees are due in advance, no later than 
14days from the date of the invoice. Payments made will 
need to be cleared before the 1st day of term or child’s 
start date. 

● Invoices will show the fees due for the Term (Autumn, 
Spring, or Summer) and the payment amounts required to 
clear the session costs.  Zero invoices will be issued for 
children accessing hours covered by NYCC funding 
entitlement.   

● The responsibility for ensuring payment reaches Pre-school 
by the due date remains with the parents/carers 

● Fees are reviewed annually incorporating at least a cost of 
living rise. We operate a tiered fee structure split between 
our two year olds and our 3 and 4 year olds.  

● Pre-school requires 6 week’s notice in writing should 
alterations to session requirements be required  



● New starters –a deposit of £30 is required to secure 
sessions up to a term in advance of a child starting Pre-
school. The deposit will be deducted from the first terms 
fees.  Or refunded if only funded sessions are taken.  
Should the place subsequently not be takenup, then the 
deposit will become non-refundable. 

● For those children eligible for funding,  those sessions 
reserved and then not taken up or cancelled without six 
weeks’ notice, a pro-rata charge will be applied  

● We reserve the right to charge the full amount for places 
which are offered, accepted and then not taken up without 
the required 6 weeks’ notice.  These charges also apply to 
places which are taken up and cancelled within the first 
four weeks.  For funded children where cancellation is 
prior to the head-count date, parents/carers will be liable 
for all costs for sessions attended.   

● Existing Children - Session preferences, for children who 
will be returning to Pre-school for the next academic year, 
will be sought from parents/carers during the last half-
term before the summer holidays (Summer 2).  Firm offer 
letters will be sent out requesting a signature on a session 
reservation form, a deposit of £30 to secure the sessions 
for the Autumn Term and completion of the Parental 
Booking Agreement to secure funding.  Any parents/carer 
requesting sessions which are subsequently not taken up 
within the required 6 weeks’ notice will be liable to pay for 
the unused sessions. 

● Early Morning Drop off/Late Pickup: fees are payable in 
advance, where appropriate, and will be included in the 
fees invoice. 

● In cases of arrears, or difficulty paying a flexible payment 
structure can be negotiated with the Pre-school 
Manager/Chair & Treasurer if required.  It is the 
responsibility of parents/carers to contact the Pre-school 
Manager to arrange a flexible payment plan if required. 

● Where changes in family circumstances result in a loss of 
income due to illness, redundancy, bereavement, 
separation or divorce, or the long term absence of the 
child due to illness, we will negotiate a reduced payment 
plan which benefits all parties. 

● Once a payment plan has been agreed it will be closely and 
regularly monitored by the Treasurer and Administrator 
and when necessary may be reviewed. 

● All outstanding fee debts must be cleared by the 
parent/carer prior to the child leaving pre-school, whether 
through cancellation of the child’s place by the 
parent/carer or through movement onto primary school.   

● The Administrator will regularly check the bank account to 
ensure that fee receipt information is kept up to date.  By 
ensuring timely receipt of fees debtors will be kept to a 
minimum and outstanding balances easily identified with 



preventative measures taken promptly ensuring the 
minimal disruption to the charity cash flow  

● Confidentiality will be maintained in accordance with our 
Confidentiality policy. 
 

 
As an Ofsted registered provider we are able to accept Early Years 
Funding provided through North Yorkshire County Council for 
eligible 2, 3 and 4 year olds. Children can become eligible for up to 
30 hours funding per week the term after their third birthday if 
they fulfil certain requirements as set out by NYCC but in any event 
will be eligible for up to 15 hours funding per week from the term 
after their third birthday. 

● Pre-school will inform parents/carers when their child 
becomes eligible and will provide a Parent Booking Form 
to complete to secure the funding 

● Funding is available for up to 30 hours per week for 38 
weeks per year 

● Funding can be split between more than two providers 
across the year (ie. pre-school, after-school club & nursery) 
but only across a maximum of two settings per day. 

● We have a minimum two session policy, which can be 
taken over a day, if this meets your childcare needs 
 

Collection and Debt Recovery 
 
The aims of the policy are to: 

● Ensure all fee invoices are issued timely and promptly and 
to remind parents/carers quickly of any outstanding 
amounts, both verbally and in writing 

● Fees are invoiced TERMLY in ADVANCE. Fees should be 
paid within 14days of the date of the invoice provided.  
Payment can be made monthly, termly or half-termly but 
all fees are due in advance, no later than 14days from the 
date of the invoice. Payments made will need to be cleared 
before the 1st day of term or child’s start date. 

● Failure to pay fees after the month in which they are due 
will be considered as a debt to the charity and the 
Collection and Debt Recovery Policy will be followed. 

● Promote positive action to prevent arrears occurring by 
providing a range of payment methods 

● Encourage parents/carers to make early contact and avoid 
late/non-payment of fees 

● Consider enforcement action against deliberate non-
payers or those who delay payment. 
 

Oatlands Pre-school has a legal duty to recover all sums due 
efficiently and effectively.  Our Collection and Debt Recovery 
procedure (see below) ensures that collection methods are fair to 
everyone, especially those on low incomes or those with a sudden 
change in circumstances. Where parents/carers make contact with 



the Pre-school, their circumstances will be sensitively and 
confidentially considered with a view to agreeing a reasonable 
payment plan and minimising recovery action and helping to 
alleviate possible hardship.  Where parents/carers fail to establish 
contact or maintain arrangements, recovery action will continue 
The  Administrator  will: 

● Telephone or email parents/carers on the 14th day with a 
reminder that fees are due.     

● If payment is not received within 7days of this the 
Administrator will send out a 1st reminder letter (by email) 
that fees are overdue and that the charity is very 
disappointed that the parent/carer has chosen not to pay 
the outstanding fees.   If fees are not received within 7 
days of the date of this letter the Administrator will send 
out a 2nd firm reminder that fees are overdue.   

● Parents/carers will be encouraged to discuss any 
difficulties they may be experiencing with payment with 
the Treasurer, Pre-school Manager or Chair.  

● All information collected is governed by the Data 
Protection Act 1998 and the Confidentiality policy 

● Signpost parent/carers to relevant information on 
childcare vouchers and the governments Tax Free 
Childcare offer. Further information on this can be 
obtained from :  https://www.childcarechoices.gov.uk/   

● Parents/carers who fail to pay the fees in the month they 
are due, will receive an ‘Account Overdue’ Letter The 
letter/e-mail will clearly note the amount outstanding / 
any late payment fees and the total balance due to the 
charity.   The letter will note that the o/s balance plus the 
next month’s fees will be due together to clear the 
outstanding balance and the date on which this double 
payment is expected. 

● liaise with the parents/carers to advise on re-scheduled 
arrears amount and appropriate payment method 

● provide a detailed summary of the re-scheduled amount, 
in writing, showing relevant amounts and instalment due 
dates 

● advise the parents/carers to commence and maintain 
payments immediately and will monitor the payment 
progress 
 

In the case of fees still not being paid: 
● The  Pre-school Manager and Treasurer will  have a verbal 

communication with the parents/carers; 
● If the above does not achieve a satisfactory result a  formal 

letter will be sent to the parents/carers requesting 
immediate payment of outstanding fees and informing 
them of further action 

● If after 14 days no contact is made by the parents/carers 
advice will be sought to enable the Pre-school to recover 
the debt 

https://www.childcarechoices.gov.uk/


 

 
References to other relevant 
policies: 
 

 
Admissions, Confidentiality, Equal Opportunities, Partnership with 
Parents/Carers 

Recovery of fees from 
parents/carers who are  
either staff or committee 
members with children at 
Pre-school. 

If a staff and or committee member has fallen behind or is having 
difficulties paying their fees, then the Chair/Treasurer should be 
informed immediately by the Pre-school Manager/ Administrator. 
The Chair and Treasurer will meet with the staff or committee 
member to see how they can help (in a sensitive manner) by 
setting up a monthly payment plan and ensuring that all fees are 
paid up in full by the end of the academic year. The Chair and 
Treasurer also have the right to ask that the staff or committee 
member to put their child into the setting on a “funded hours only” 
basis until the debt is cleared. 
If the staff and or committee member is part of the Finance 
committee then the Chair has the right to ask that member to 
stand down from this position should they feel it is necessary. 
If the member of the committee is a signatory on the bank 
accounts, then it is up to the Chair and Treasurer to decide if the 
member should be removed from this process.  The constitution is 
clear on unpaid fees from ‘family’ members –  unpaid fees two 
months after the fee due date will result in the trustee being 
removed from the board. 

 
Policy Monitoring and 
Evaluation Information: 
 
 

 
This policy will be monitored and evaluated as per our rolling 
programme at staff meetings. It will be reviewed annually by the 
Fees Treasurer in conjunction with the Committee unless new 
legislation or an incident occurs which requires an immediate 
review of the policy 
 

Signature 
 

 

 
Review Date:                         March 2017 

 
Date adopted by committee: 

 
Next review due date:         July 2017 

 
 
  



 

 
 
 
 
 
 
FEE PAYMENT PROCESS 

 
 
 
OVERDUE FEE PAYMENT PROCESS 

 

  

Fee Invoices 
issued 14 days 
prior to start of 
term or childs 

first day 

  
Day 14 -Fees 

due  
  

Day 15 - Fees 
overdue 

Reminder E-
mail  

  
Day 21 - Second 

overdue 
reminder sent  

  

DAY 1 

OVERDUE  

Request Payment 
within 7 days of o/s 

balance 

 

DAY 7 

Notify Chair and 
Treasurer of o/s 

debtor info. 

Email from Chair to 
parent/carer 

requesting immediate 
payment and noting 

that failure to pay 
may result in extra 

charges being 
incurred  

 
  

DAY 14 

Letter  outlining OPS 
debt recovery process 

including the 
potential for legal 
action to be taken 

against the p/c 


