Hatherleigh Preschool CIO
Charging Policy 
Please respect our charging policy, as the fees charged for Pre-School care reflect the safe and stimulating environment the setting provides for children. They also ensure the continued high standards and sustainability of the Pre-School.    
Booked Sessions 
	Session
	Breakfast
	AM
	Lunch
	PM

	Monday
	8.30-9
	9-12
	12-12.30
	12.30-3

	Tuesday
	8.30-9
	9-12
	12-12.30
	12.30-3

	Wednesday
	8.30-9
	9-12
	12-12.30
	12.30-3

	Thursday
	8.30-9
	9-12
	12-12.30
	12.30-3

	Friday
	8.30-9
	9-12
	12-12.30
	12.30-3



Hatherleigh Pre-School CIO provides sessional day care. Childcare can only be booked by session and will be charged accordingly.  Sessions are requested on registration by filling out the Booking Form and confirmed as booked in the registration email issued by Pre-School on receipt of the Registration and Booking Forms.
Funded Sessions    
Early Years funding enables us to provide your 3 & 4-year-old child with 15 hours of childcare per week over a minimum of 38 weeks. 570 hours can be claimed in the year from the term after your child turns three. 
Targeted Two-year-old Funding can claim funding from the term after your child turns two years old with 570 hours available over a minimum of 38 weeks per year.  
Working Entitlement Funding can be claimed from the child’s second birthday with 15 hours of childcare from their second birthday and 30 hours childcare from the term after their third birthday with 570/1140 hours available over a minimum of 38 weeks per year.
Sessions (hours) booked over the 570/1140 hours will be charged for. Funding is claimed in accordance with the sessions booked on the booking form issued each term.  Proof of the child’s identity and home address will also be required.
Fees   
Fees are charged on a sessional basis for any sessions booked that are not grant funded.  Please refer to the fee structure sheet for current fees per session. There are no discounts for siblings. Ad-hoc sessions can be booked where there is capacity and this differs each day. The sessions will be filled on a first come first served basis providing the correct staff: children ratios can be maintained every day. The ad hoc sessions will be charged at the usual session price. An invoice will be issued at the end of each half term for any extra sessions you book for your child.  If this becomes more regular, you will be asked to commit to the session long term as with the other sessions you currently have.  
Illness or holiday    
There will be no refund for sessions missed due to illness or holiday. Please ring or text the Pre-School if your child is ill. If you will be away on holiday, please send an email or write a letter to confirm the dates beforehand.    
Payment of fees    
Invoices for the term will be issued at the beginning of each term with the option to pay in two instalments, if a parent requests a different payment plan; weekly or monthly payments are accepted. The administrator is authorised to make individual agreements with parents as to the method and schedule of all payments for unfunded sessions. Pre-School cannot refund any sessions missed due to illness or family holidays. When there is a trip out, fees are still payable and will not be refunded due to ongoing overhead costs. Refunds will only be given in exceptional circumstances at our discretion. 
Fees can be paid in cash, by cheque, by BACs or the tax-free childcare scheme.  Fees paid by cash or cheque must be handed directly to a member of staff who will issue you with a receipt.  Where necessary a reminder will be issued on the day after the fees become overdue, followed by a final demand (if fees have still not been paid within 7 days), thereafter your child will only be able to attend for funded sessions until the outstanding amount is paid. 
If a family has fees outstanding from a previous or current child attending Hatherleigh Pre-School, they will only be offered funded hours for their children and should they require any other hours in addition to this, will need to pay off their arrears in full before those hours can be granted.  
If fees remain unpaid the administrator will inform the Trustees who reserve the right to pursue the matter through the small claims court where appropriate. 
Notice periods   
Increasing your child’s sessions: Each term a new booking form will be issued, you will be guaranteed the existing sessions your child attends, any additional sessions or requests to change sessions should be noted on the form, the administrator will then assign places after discussion with the managers taking into consideration the over subscription criteria along with the age of the child in relation to transition to school.  
Any requests mid-term should be emailed to the administrator and wherever possible we will try to accommodate this request as soon as possible likewise if you need to swap sessions for another day.
Reducing your child’s sessions/Withdrawal from Pre-School: We require four weeks’ notice, in writing (an email is acceptable), of your intention to reduce the number of sessions your child attends at Pre-School. We will claim funding and you will be charged for any additional hours during the 4 weeks' notice period.    
Signed:

Name:

Role of signatory:

Date:

(On behalf of the trustees of Hatherleigh Pre-School CIO)

Date to be reviewed: March 2026

