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Statement 

The Village Pre-school E17 is a registered charity and is not permitted to operate at a 
loss, nor to operate as a profit making organisation. We charge fees for each session 
of the Pre-school to cover our costs and to benefit children at the Pre School.  

Late payment of fees adversely affects our cash flow and increases our administration 
costs. 

This policy sets out how we handle unpaid invoices to protect the financial position of 
the Pre-school, for the benefit of all children in the Pre-school. 

 

Prices 

The price of each session at pre-school is currently £18.00 (3 Hours) 

Breakfast club and After-school club are both charged at £6.00 per session, per day  

These charges are subject to review by the pre-school committee. 

 

There is a late fee for those parents who do not collect their children on time.  

If a parent/carer is 10 minutes late, there is a charge of £5.00 and an additional £1.00 
is charged for every minute over the first 10 minutes of lateness.  



However, if a parent or carer rings and lets us know that they will be late and they 
have not repeatedly done this on other occasions, the pre-school will waive the 
charge.  

If a parent or carer is consistently late, then the late charges will still apply, even if 
they have rung to inform us. 

 

Sessions 

 

Children must attend for a minimum of 2 sessions, over 2 days. This is to help 
preschool fill all available session spaces.  

When we are operating at limited capacity, for example through a pandemic or 
epidemic, it is important that we fill our spaces to the best of ability, so that we can 
offer the most space available and keep to any current government guidelines.  

 

Sickness and Holidays 

If a child is absent due to sickness, holidays or other reasons, the fee will remain in 
place as the preschool will have kept their place open and still have to employ and 
pay staff. 

If your child receives funding from the local authority, any holiday over 10 days, fees 
will be payable by the parent/carer to ensure your child's place at the pre-school on 
your return.  

 

Payment of Fees 

Invoices will be sent digitally through our accountancy software to all parents on the 
25th of each month, for payment to be made by the 1st of the following month. For 
example, invoices sent 25th March, due to be paid no later than the 1st April.  

These invoices will also include a voluntary sum for Snack and consumables, which is 
currently 30p per session (am or pm). If a parent does not pay the snack and 
consumables fee, they will be required to bring in a snack per session for their child. 
This would need to be in line with the preschool healthy eating guidelines and also 
prepared, ready for the child to eat. This snack must be provided in a sealed 
container, clearly labelled with the child’s name.  



When making a payment, please use the reference on your invoice, this will help us to 
track payments. Your reference can be found on the top of the invoice.  

Payment can be made by online banking, via BACS, childcare vouchers or Tax-Free 
childcare accounts. 

 

Please bare in mind that most vouchers take 3-5 working days to process, so please 
can you make sure this is set up to reach our accounts by the 1st as stated above. If 
this is not done, it may result in a late fee. Please speak to us if you are having any 
issues with your vouchers.  

We will be sympathetic to special requests regarding payments where possible. 

Parents/carers wishing to negotiate this or any other alteration to the standard fees 
policy should arrange a meeting with the Office manager or Manager at the earliest 
possible opportunity. 

 

 

Late Payment of Fees 

If your fees are not paid by the 1st of the month, a late payment fee of £25 will be 
added. Further failure to pay your child’s fees may result in the withdrawal of their 
place at preschool 

Once a child’s place has been forfeited, the Pre-school will pursue payment of unpaid 
fees in the small claims court. 

The Pre-school will be sympathetic to parents/carers who are having or who 
anticipate having difficulty in paying and it may be possible to arrange an individual 
payment plan.  

However, this must be negotiated between the Pre-school Chair/Treasurer and 
parents/carers, preferably in advance. Any family in this situation should speak to the 
Pre-school Manager or Office Manager, who will in turn contact the Chair or Treasurer 
at the earliest opportunity to arrange a confidential meeting.  

All information will be treated in the strictest confidence. 

 

 

 



Working Tax Credit/Universal Credit 

If you receive Working Tax Credit or Universal Credit you may be able to get help 
towards the cost of child care. For further details contact the tax credits helpline on 
0845 300 3900 or visit the HM revenue & customs (HMRC) website 
www.hmrc.gov.uk/taxcredits  

or 

https://www.gov.uk/help-with-childcare-costs/universal-credit 

 

Notice 

If you wish to terminate your contract with The Village Pre-school E17, 4 weeks’ 
notice in writing is required.  

Fees will be payable (or grant claimed by us) until then. 

If you wish to change your sessions, 4 weeks’ notice will be required. 
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