[image: C:\Users\Smart Play Hounslow\Pictures\smart play hounslow logo.jpg]Smart Play Hounslow – Payments & Attendance Policy
Registration Fee (All Children)
A one-off, non-refundable registration fee of £30.00 is payable for all children (funded and non-funded). 
Non-Funded Children
Session Fees: £36.00 per session, £72 per day
Sessions run Monday to Friday: (term time only)
• Morning: 9:00am – 12:00pm
• Afternoon: 12:00pm – 3:00pm
• Full day: 9:00am – 3:00pm 

Deposit:
• A deposit equal to two weeks of your child’s booked sessions must be paid at registration.
• This deposit will be returned in full 2–4 weeks after your child has left our setting, provided all fees have been paid.
• Any outstanding fees will be deducted from the deposit before refund.
Payments:
• Fees are due two weeks in advance and must be paid in full either:
   – At registration, or
   – On your child’s first day of attendance.
• Invoices are issued at the start of each month. Payment is due no later than the 28th of the month.
• If payment is not received by the 28th, your child may not be able to attend until fees are settled.
• Late Payment Charges: £5 per day will be added from the 29th onwards until payment is made.
• Fees are subject to annual review each September and may increase if necessary (parents will be informed of any changes).
• All children are allowed 10 days off during one academic year (September – July) for holidays. If you go over this allowance of 10 days for holidays in one year, your information will be passed on to Hounslow Council Early Years funding team, who may revoke your funding and charge you a £50 fee. The same also applies if you’re not sticking to your child’s hours and they are taking excessive time off.
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Funded Children
• Children are entitled to a 15 hours per week funded place (term time only).
• Funded sessions run Monday to Friday, 9:00am – 12:00pm or 12:00pm – 3:00pm or two full days (9am-3pm) and one half day (either 9am-12pm or 12pm or 3pm)
• The days and times booked remain fixed each week, as places are permanent. Changing days weekly is not possible.
• Notice Period: Four weeks’ written notice is required if you wish to remove your child from the setting.
• Additional Sessions: Any hours outside of the funded entitlement are charged at the non-funded rate.
• Fees are subject to annual review each September and may increase if necessary (parents will be informed of any changes).
• All children are allowed 10 days off during one academic year (September – July) for holidays. If you go over this allowance of 10 days for holidays in one year, your information will be passed on to Hounslow Council Early Years funding team, who may revoke your funding and charge you a £50 fee. The same also applies if you’re not sticking to your child’s hours and they are taking excessive time off.

Absences
• If your child is absent, fees for non-funded sessions will not be refunded.
• Fees paid cannot be transferred to another day.
• Please phone the preschool to notify staff if your child will not be attending.
Late Collection Policy
• Sessions end promptly at 12:00pm or 3:00pm.
• A 5-minute grace period is allowed.
• After this, the following charges apply:
   – £5.00 flat fee if you are more than 5 minutes late.
   – £1.00 per minute thereafter.
   – Example: If collection is at 12:10pm, the charge is £5.00.
• If a child has not been collected within one hour of the session ending, and no contact has been made, social services will be contacted.
• These fines are non-negotiable.
• Children are insured only during session times (9:00am – 3:00pm)

We look forward to welcoming you and your child to Smart Play Hounslow. We hope your child enjoys learning through play with us.

Parent/Guardian Signature: _________________________ Date: ____________
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