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Bookings, amendments to bookings and payment of fees

Caldecote Preschool aims to make itself accessible to children and families from all sections of the local community. We offer a selection of funded and non-funded sessions. Sessions are allocated to meet the demands of the parents/carers wherever possible and are staffed accordingly.

Parents/carers request sessions firstly by contacting the Preschool via email. Following this, Parents can complete the Preschool booking form.  Once the booked sessions have been confirmed by the Preschool, there is a binding contract in place between the Preschool (which must provide the sessions) and the parent/carer (who must pay for them).  Any changes to this contract must be made in accordance with the procedures below.

Occasionally, Preschool can accommodate requests for additional sessions on an ad hoc basis.

Invoices for non-funded sessions are sent to parents/carers. Invoices are usually sent in advance for sessions booked, once a letter of confirmation is received (via email). All invoices will contain a payment due date along with bank details for parents/carers to settle the individual accounts. Should payments not be made in a timely manner the procedures below will be followed. 

Late or non-payment of fees

· If fees have not been paid by the start of the child’s first session or the date on the invoice, parents/carers will be sent a reminder email.
· If the invoice has not been paid within the first 7 days of the due date, another reminder email will be sent.
· If the invoice has not been paid after a further 7 days of the second reminder email, a fee of £25 will be added and hot lunches will cease here (where applicable).
· A final reminder letter, along with the increased amount, will be sent.
· Once a final reminder letter has been sent, the affected child(ren) will not be able to use the Preschool for any sessions beyond their maximum Early Years Funded hours, until payment has been received. 
· If payment is not received within four working days from the final reminder, Caldecote Preschool reserves the right to begin court proceedings.  
· If court proceedings are taken, the Preschool will seek to recover all court fees and other reasonable expenses (including a reasonable hourly rate for attendance at court by staff, committee members, advisers and other persons). 

· Where an individual payment plan is agreed between the parents/carers with the committee, a formal agreement will be drawn up, signed both parties and monitored until the outstanding debt is paid in full.
· If the parents/carers do not adhere to the terms of an individual payment plan, this will be treated as non-payment of fees and the procedures detailed below will be followed.

Lunches
Hot lunches are invoiced at the end of each month.
The invoice should be paid as soon as possible and no later than the due date written.
If not paid within 7 days of the due date, an email reminder will be sent out.
A £14 penalty fee will be added to the invoice if not paid within 7 days of the reminder email.
We have the rights to cease hot lunches from being provided if payments are late.


Amending the contract between Preschool and parents/carers

· All requests to amend the contract between Preschool and parents/carers (whether by adding, cancelling or swapping sessions) must be made in writing and sent to the Preschool e-mail address: caldecotepreschool@outlook.com .
· If parents/carers wish to book additional sessions on a permanent basis, it would be helpful if a full half term’s notice could be given.  However, Preschool may be able to make extra sessions available on less than half a term’s notice where possible.
· Requests for additional sessions (to be attended on a permanent basis) will be considered by the manager, in conjunction with the Trustees, taking into account the effects any change may have on ratios, staffing and space availability. Every effort will be made to meet the needs of the parents/carers. Preschool will respond to the request as soon as possible and in any event within 2 weeks of the application.
· Requests for ad hoc additional sessions will be considered by the Preschool manager and will be invoiced at the end of the month.  Preschool does not guarantee that ad hoc sessions will be available.
· If parents wish their children to be absent from non-funded session(s) without being charged, they will need to give 6 weeks’ notice of the planned absence (see also Non-Attendance policy).
· If parents/carers wish to reduce the number of hours attended on a permanent basis, 6 weeks’ notice must be given. This is necessary for staffing and budget considerations.  Failure to give this notice will result in parents/guardians being liable to pay any fees owing (beyond funded sessions) for the 6 weeks, even if the child does not attend Preschool during this time.  
· The requirement to give 6 weeks’ notice also applies to children attending Preschool for the first time.  If you decide not to take up your place and do not give Preschool 6 weeks’ notice of your decision, you will be liable for 6 weeks’ fees.
· As overheads are ongoing, we are unable to cancel sessions or offer refunds for holidays or sickness.
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