Pembury Pre-school
Admissions and Fees Policy
Pembury Pre-school is a registered charity; our charity number is 1107370. We provide care for children between the ages of 2 and 4, primarily serving the children of Hackney.  

Places are offered on a first-come first-served basis (children referred to us by ‘children social care’ will take priority) When all places have been filled a waiting list will be established, with the following order of priority:

1. Siblings of children already attending the club

2. Those requiring the greatest number of sessions/hours per week.  
3. Children living in the area. 
4. Sibling of children who live in the area attending other schools close by. 
Registration

When an enquiry regarding places is made, parents or carers will be given all the relevant information, including:

· Information regarding availability of places or expected waiting time. 
· Details of the Admissions and Fees policy 

· Registration form, fee structure, booking form, 2-3 year old funding form. 

Before a place is available, the parents and child will be invited to visit or for an open day.                                
If no places are available, the parent will be informed, and the child’s name added to the waiting list. As soon as suitable place becomes available parents will be informed.

Booking procedure
Parents must complete the necessary paperwork, i.e., contract, registration, medical, booking and photo permission forms, before their children can attend the pre-school, this is usually done during their child’s settling in period.

· Permanent place:
Once booked, if a child does not attend for any reason, you will still be charged for this place. If you wish to cancel the place altogether, one month’s notice in writing is required.

· Temporary booking:

We will accept temporary or occasional bookings if there are places available. If a temporary place has been booked and is no longer required, the Pre-school must be given 48 hours’ notice. If notice is not given, the place will still be charged for.

· Funded places: The government funds for your child’s education only, we charge a small fee towards other costs such as healthy snacks, cooking activities, toiletries, and additional activities such as ‘music sessions’. The funding is for 38 weeks only, and we are open for 39 weeks a year, this fee also contributes to your child having that additional week.    

Fee structure

	Child’s age

2 year old 
	               Services offered 
	 Sessions  
	Charged 
	

	Funded Education
	 Consumables only
	Per session
	£1.04
	

	
	 
	Per 15 hours
	£5.23
	

	
	
	
	
	

	Non-funded hours
	Education & Consumables 
	Per hour
	£4.24
	

	
	
	Per 15 hours 
	£63.63
	

	
	
	Per 30 hours
	£127.26
	


	Child’s age

3-5 year old 
	               Services offered 
	 Sessions
	Charged
	

	Funded Education 
	Consumables only
	Per session
	 92p
	

	
	
	Per 15 hours
	£4.63
	

	
	
	Per 30 hours
	£9.26
	

	
	
	
	 
	

	Non-funded hours
	Education & consumables 
	Per Hour
	£2.89
	

	
	
	Per 15 Hours
	43.31
	


	Additional services
	               Service offered 
	 Sessions
	Daily Charged
	

	Breakfast club 
	Activities & Breakfast  
	8am-9pm
	Hourly rate + £0.53p
	

	Lunch time
	Activities (Packed lunch must be provided) Limited spaces/ priority given to full time children. 
	12pm-1pm


	Hourly rate 

(Or included in your funded hours)
	

	Extended hours 
	Activities & late afternoon snacks   
	4-5pm
	Hourly rate + £0.53p
	


We recognise that childcare can be costly, so we encourage eligible parents or carers to claim their free entitlements or childcare element of the Working Tax Credit. Please visit Childcarechoices.gov.uk to see if there’s any financial support available for you.
· Fees are payable monthly in advance.
· Fees can be paid by cash, card or through an on-line bank payment (ask the management for details)
· There is a charge of £4.00 per 5 mins, for late collection. 
· Fees are charged for booked sessions whether the child attends or not.
· We cannot offer no less than 2 days a week, if you only request 4 days a week you will be expected to play for a full week. 

Payment of fees

Although many of our children receive funding for their child’s place at our setting, we charge a fee for snacks, toiletries, trips, and activities. This is in accordance with the government website which states: ‘You may have to pay for extra costs like meals, nappies or trips.’ 

(https://www.gov.uk/help-with-childcare-costs/free-childcare-2-year-olds)

Fees are payable monthly, if your child is sick, excluded due to vomiting/ diarrhoea or away due to a family holiday we will still expect all fees to be paid on time. We will not make any exceptions for any days a child does not attend nursery – the days missed will still need to be paid for in full.

Payment MUST be made on a Monday or Wednesday (the first day your child attends in the week)
Fees are reviewed annually. Any queries regarding fees should be directed to the manager.

If fees are not paid, the pre-school reserves the right to not admit your child into the setting until you have paid any outstanding fees. If the parents or carers are having difficulty making the payment on time, we recommend that they arrange a meeting with the manager as soon as possible.

Payments will not be accepted on a Friday; this is a late payment. 

Where there is no explanation for repeated late payment, this will result in your child’s place at being withdrawn.

If the fees remain unpaid after all the above options have been explored, the pre-school will have to cancel the child’s place. Once the owed money is cleared you may be considered to join our waiting list again.  
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2014): Safeguarding and Welfare Requirements: Information and records [3.68-3.75]
