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Stepping Stones Preschool
Fees and Funding Policy

Stepping Stones Pre School is open five days a week from 8.45am to 3.15pm, term time only and will take children who are in receipt of:
Disadvantaged 2 year old funding
Working parent 2 year old funding
15 hour funding for 3/4 year 
30 hour working parent funding. 

We are also take fees for the hours that are above their child’s funding levels by cash, cheque or direct payment via BACS to our bank account, the details are on every invoice. Fees can also be paid to us using the Tax Free Childcare scheme. Please make sure your child’s name is clearly shown on the bank transfer. 
For children who do not receive any government funding, we charge a £30 booking fee to secure your place at Stepping Stones.

Funded Sessions:
When parents sign their funding forms for all funding types it is stated that you will use all your sessions. We realise that children get ill but we need children to have good attendance to benefit from their early years education and this is also a requirement of Dorset Council. 

All absences and attendances will be recorded in our register and absences followed up on.  

If we feel that you are not using your sessions we reserve the right to reallocate them to other families who need them. 

We have signed up for tax free child care. To use this service check your eligibility criteria and follow Government website to sign up.

To check your eligibility:
For working parents 30 hour funding go to Gov.uk and 
For disadvantage 2 year funding go to Dorsetcouncil.gov.uk.

3 and 4 year funding
All 3 year olds receive funding from the government from the term after their third birthday. These children can claim a maximum of 15 hours of childcare per week. Funding may be taken with up to 3 different providers. Any additional sessions over 15 hours will be charged at the normal hourly rate. All documents will be original documents and not a photo copy. We will check birth certificates and other bills such as council tax bills to verify your details.

2 year disadvantaged funding

Funding for some two year olds may be available, qualifying criteria and an application form can be found on the Dorset Council website. Funding qualification dates for children’s birthdays are for the term after their birthday. 
When we have a late Easter there is sometimes one week of the summer term before Easter. Children due to start in the summer term will start after Easter and their funding amended accordingly. We will need to keep a copy of your 2 year funding confirmation form for any possible Dorset Council Audit. 
It is the parent’s responsibility to apply for 2 year funding. Some parents will get a notification that they should apply for 2 year funding it is their responsibility to follow the information on the ticket and register this with Dorset Council before giving their confirmation details this to the setting with any other information that is needed.

Working parents

Working parents funding can be applied for once their child is 9months old subject to meeting the criteria you will be entitled to up to 30 hours funding. Working parents may be able to apply for 30 hour funding by applying at Gov.uk. It is the parents’ responsibility to apply for 30 hour funding and obtaining the codes to give to Stepping Stones to claim this funding. We will need a copy of your Gov.uk confirmation of 30 hour funding letter for any possible Dorset Council Audit. Funding for this must be applied for and gained the term before the one to be claimed. The cut off dates for confirmation from Gov.uk are 31st August, 31st December and the 31st March. 30 hour funding must be reconfirmed on the Gov.uk website every 3 months. This is the responsibility of the parents and not the setting. Parents will have a grace period for 30 hour funding and after the end of this will no longer get their increased funding above 15 hours.
Disability Access Funding
If children are claiming disability access funding we must see proof of receipt of disability living allowance and a copy retained for any possible Dorset Council Audit. The Disability Access Funding (DAF) is funding for early year’s providers to support children with disabilities or special educational needs to provide access to early year’s settings by supporting providers in making reasonable adjustments to their settings. They will be eligible for the Disability Access Funding if the child is in receipt of child Disability Living Allowance (DLA) and the child accesses their funded entitlement at the early year’s provider. We will speak to parents in order to find out which children are in receipt of Disability Living Allowance. We will need to keep the confirmation paperwork for any audit by Dorset Council.
Early Years Pupil Premium
Some children will qualify for Early Years Pupil Premium (EYPP) for up to 15 hours a week. The information needed for the setting to apply for this is collected within our intake pack and is used to check eligibility and apply for funding. EYPP is used in the setting to give extra support to children’s development. We collect national insurance numbers and other personal information to check if pupils are eligible for early year’s pupil premium payments. This is given with parental consent in their intake pack on starting.

Fees

When session hours exceed your funding allowance they will be charged at the current hourly rate. This can be found in your intake paperwork and are invoiced monthly in advance of your sessions these can be paid weekly or monthly. 

Our preferred payment method is online banking but if you are paying cash, please put your money into a named envelope showing the amount you are paying and put it into the box on the wall in the pre-school cloakroom. For online payment our banking details are on your invoice. Your payment will be recorded and a receipt issued. 








Non Payment of Fees

If fees are not paid in full by the last Friday of the month a reminder will be given reminding you to pay them as soon as possible and we reserve the right to temporarily suspend all hours, including funded hours. Once this is paid they can resume their sessions. We reserve the right to add an administration charge of £20 to your account.

If we have to chase outstanding fees every month we reserve the right to cut children’s sessions down to just their funded ones permanently.

If no payment is made after 8 weeks of the invoice date, legal action may be taken to recover the debt. Any legal charges that are incurred will be added to your account. Your child may then forfeit their place, including their funded hours as we have a substantial waiting list. 

If you get into arrears we are willing to discuss cutting hours so you are not going above your funded hours and put a payment plan in place, you must stick to your payment plan otherwise you may lose all hours including funded ones.

All children that are leaving to start primary school are required to have all their fees up to date and paid in full before leaving the pre-school in the July. 

If in the future there is a younger sibling wanting sessions but there is still money owing, we expect the balance to be cleared before the sibling can start.


Sessions

When places have been booked and children delay starting for more than 4 weeks the setting reserves the right to re allocate the session. Sessions will be held for children only with the consent of the manager or deputy manager. We are unable to hold spaces for longer due to families needing the sessions. We will send a letter to parents stating our decision and keep a letter on our files. 


Exclusions from paying fees:

Fees are still payable for all illness, infectious diseases, is in hospital or on antibiotics. If your child has suffered from sickness or diarrhea it is paramount that a period of at least 48 hours have elapsed, since the last signs of illness, i.e.; since they were last sick, before they return to preschool. 
Fees are still payable for term time holidays. 
Fees will not be charges for bank holidays, inset days, emergency closures or closures advised by Government or Public Health. 
Fees will be reviewed annually due to increased costs of the setting. We will give notice for this. All fee increases will be notified on our newsletters, on intake documents and on our information page of the Family Information Website. 

Leaving the Setting

We require 4 weeks’ notice before you choose to leave the setting, during this time fees will still be payable and must be fully paid before leaving. 4 weeks’ notice is also required if your sessions are funded by Dorset County Council. To change or drop sessions you must speak to the manager or deputy manager to see if this possible. Cancellation of space should be notified to the manager or deputy manager allowing the 4 week notice period. 

Chargeable Consumables and Extra Services Contribution

As a Charity based setting, and in order to continue providing the high standards of care, provision and services outlined below, a voluntary contribution from parents to help cover the operating consumables costs provided to your child is requested.

· Snacks provided every 3 hour session including cracker/toast, a selection of fruit and a breadstick
· Christmas and end of year gifts for the Children
· Cookery ingredients
· Art and craft materials i.e. flour for Playdough, shaving foam and additional craft supplies for special events/occasions i.e. Christmas, Mother’s Day etc.
· Wipes, Nappies and Nappy Bags, 

You are welcome to supply your own snack, this needs to be a healthy snack contribution for every 3 hour session your child attends, you will need to bring this daily and give it to a member of staff as we do not have the space to store your snack alongside the snack we have for children paying the contribution. 
If you forget to supply snack, we will not exclude your child, we will supply snack and invoice you £2.00 for every session we provide it for.

If you do not pay the voluntary contribution your child will not be able to take part in activities such as cooking and making crafts at times such as Mother’s Day, Father’s Day, Christmas and other special events/occasions/celebrations unless you supply the ingredients or craft supplies required. 
If you wish for your child to take part in the above activities without supplying the resources/ingredients required we will invoice you £3.50 per session attended

Every child who contributes to the voluntary consumables charge receives a gift at Christmas and a leaving gift when they go to primary school. 
If you do not contribute you are welcome to supply your own gift otherwise they will not receive one or we can supply one at a cost of £10.00 per gift.

We always have a supply of nappies, wipes and nappy bags for families if they forget to bring their own supplies or do not provide enough. For those families who do not pay the consumables charge, you will be charged £2.00 per nappy change we supply


[bookmark: _GoBack]Our consumables charge is £1.00 per session attended and will cover all the items stated above. This will be added to your invoice termly, please let us know during your admission visit if you wish to opt out.


These charges will be reviewed annually and increased if required.




THIS POLICY WAS ADOPTED AT A MEETING OF THE 
PRE-SCHOOL HELD ON (DATE)..........................................................

SIGNED ON BEHALF OF THE PRE-SCHOOL..........................................
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