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Fees and Payment Policy
Policy Statement
At St John’s Pre-School, we understand the cost of childcare, snacks and extra-curricular activities may seem expensive to parents / carers. However, providing a high quality, safe and stimulating service for children is not cheap. In order to ensure continued high standards and sustainability of the setting we ask parents and carers to comply with this policy in respect of the fees’ payment. 
Procedures
1. Fees
Fees will be detailed in the Prospectus which is available at your first visit (copies are also available on the Pre-School website) and additional copies can be requested from the setting manager. 
The level of fees will be set by the St John’s Pre-School committee and reviewed periodically in the light of the Pre-School’s financial position, its future development plans and of any other broader or social considerations deemed relevant. Half-termly fees are payable in advance, within 10 days of a child starting at Pre-school and subsequently each half-term before the first day a child returns to Pre-School.
2. Enrolment fee
In order to secure a place at St John’s Pre-School, an enrolment fee of £30 is payable when handing in the enrolment form. The payment can be made in cash or by bank transfer. This payment is refundable up until 6 weeks prior to the child starting with us. 
The Enrolment fee covers administration costs and costs of a t-shirt and does not count towards subsequent fees and invoices (see also Admissions Policy).
Parents and Carers will not be charged for settling in visits (see role of the key-person and settling ion policy) , which is two visits of 30mins and 1hr respectively. 
3. Late Payments and Arrears
Invoices are issued during the last week of any half-term or on a child’s first day at Pre-School. 
All fees not received by the last Friday of the half-term holidays will be deemed late.
The Pre-School reserves the right for a daily administration fee to be added to the final bill. Should a parent/ carer have problems paying their child’s fees on time they should communicate in confidence to the Pre-School Manager ahead of fees being due (stjohnspreschoolmanager@hotmail.co.uk).
 If an arrangement has not been made then the following procedure will apply:
· If payments are not received by the last Friday of any holiday, a reminder invoice (RI) will be issued
· If invoices remain unpaid by the first Monday of any half-term and after an RI has been issued, the child will not be accepted back to Pre-School. 
· If invoices remain unpaid two weeks after the beginning of term with no alternative payment plan in place, St John’s Pre-School reserves the right for the child’s place at the Pre-School to be withdrawn 
· St John’s Pre-School thanks all parents and carers for their understanding and will do all that it can to avoid the above situation. 

4. Notice of Withdrawal 
If you wish to withdraw your child from the Pre-School, a minimum of one half-term’s notice must be provided in writing to the Manager. You may do so by sending an email to stjohnspreschoolmanager@hotmail.co.uk. 
Failure to do so will result in further invoices being issued.
5. Payment Options
We accept the Direct Debit as the main way of paying fees. 
Our bank details are: 
Metro Bank
Account name: St John’s Pre-School
Sort code 23-05-80
Account number 29250758
Payments in cash will only be accepted temporarily and in limited circumstances. Parents/ carers must place exact cash in a sealed envelope with the name of the child and the payment amount clearly written on it.
6. Childcare Vouchers 
The Pre-School participates in the Tax-free Childcare Scheme, a tax and National Insurance relief scheme offered by government legislation.
We are also signed up with a variety of Childcare Voucher schemes run by local companies. If your employer participates in this scheme and you wish to pay your Pre-School fees this way, please contact the Pre-School Manager.
7. Fees during Absence 
If your child is absent from Pre-School due to sickness or holiday, the full fees must be paid for the place to be kept. 
8. Emergency Closure 
In unavoidable and exceptional circumstances, such as notifiable infection or consequential damage following a fire, it may be necessary to close all or part of the Pre-School at short notice (see Exceptional Circumstances Policy). It is not the Pre-School’s policy to refund fees in such circumstances. 

	Reviewed on
	(date) September 2025 

	Date to be reviewed next
	(date) September 2026 

	Signed on behalf of the management
	H.M.Millson 

	Name of signatory
	Hannah Millson 

	Role of signatory
	Pre-School Manager 

	Signed on behalf of the committee
	G.WALSH

	Name of signatory 
	Gary Walsh 

	Role of signatory (e.g. chair)
	Chairperson 












image1.jpeg




