10.12 Non Payment of Fees 
Policy statement
Intake Pre School adhere to the following procedures for non payment of fees.
We understand and support families where they are suffering from hardship and we advise parents to contact us if this is the case so we can support and help as much as possible. We aim where ever possible to ensure the best possible outcome for the child which means no disruption in care where we can apply this.

Procedures

· All fees to be paid in advance (week/month)

· Late payment will be noted by the Pre School leader/Admin who will talk to the parents/carer regarding the payment of fees, a date will be given to the parent/carer which will not exceed 2 weeks for payment to be received in part/full.

· Failure to pay outstanding fees after a discussion with the Pre School leader/Admin, will result in a letter/phone call regarding the outstanding amount from a member of the Pre School Board.

· This letter/phone call will activate the following process to claim the outstanding fees.

· The parent/carer will be invited to come into the Pre School to discuss the outstanding balance with a member of the management.

· The parent/carer may be able to set up a payment plan to recover the outstanding balance.

· The child’s place in the Pre School will be ‘put on hold’ and he/she will not be able to return until the outstanding balance has been recovered and advance payment is made. Fees will still be incurred during this period.
· If the ‘hold’ period exceeds four weeks then the place will be removed, allowing for the four weeks to be used as the notice period.

· The parent/carer will be given a date when the outstanding account needs to be settled. Failure to settle will result in the account being passed to a solicitor to secure the debt.

· Finally, the account will be passed onto the small claims court for recovery of the debt.

· If a child leaves our setting with an unpaid account then we may notify the next early years setting or child minder that an arrears has been left on the account, the details will not be disclosed as to the amount nor will we under any circumstances advise another setting to not enrol a child. This is specifically so the next setting can support the family and information will be shared in this manner only.
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