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       CAPEL PRE-SCHOOL     Reg Charity No: 271366
Capel Village Hall, Falmouth Place, Five Oak Green, Tonbridge, Kent TN12 6RD  01892 833363

email: admin@capelpreschoolfiveoakgreen.com      
website:  www.capelpreschoolfiveoakgreen.com 
PAYMENT POLICY

To ensure a permanent place for your child at Capel Pre-School, fees must be paid half-termly in advance.  At the discretion of the Pre-School Management Committee, an individual payment plan can be discussed and arranged.

If holidays are taken during term time, if your child is ill or if your child is absent for any other reason, fees are still payable in full to cover the sessions that are missed.  If your child is absent while suffering an extended illness, at the discretion of the Supervisor and the Committee Chairman, fees may be adjusted accordingly.

Procedure for the reclamation of bad debts:

If fees are not paid in full at the beginning of the half term in which they become due, legal action may be taken.  When reclaiming “bad debts” Capel Pre-School Management Committee will follow the agreed protocol:
a) Where a child attends Pre-School and fees are not paid during the first half   term period:

i)
If the child does not claim Early Years Free Entitlement a notice will be issued detailing the withdrawal of a place at Capel Pre-School with effect from the end of the half term period.

ii)
If the child does claim Early Years Free Entitlement a notice will be issued detailing the child’s ability to continue at Capel Pre-School, but ONLY to access their Early Years Free Entitlement as outlined in their Parental Declaration.  All extra sessions and services will be withdrawn until the outstanding debt is cleared.

b) Where a child has left Pre-School and fees remain outstanding: 

i) An initial letter will be sent from the Treasurer referring to the outstanding account.  It will include a suggested payment plan (as recommended by the Early Years Alliance) with contact details. A recommendation will be made to contact Pre-School immediately so that extenuating circumstances can be discussed and alternative arrangements made where necessary.
ii) After seven days, if no action is forthcoming from the initial letter, a second letter will be sent from the Treasurer giving a further seven days notice to clear the debt.

iii) If after seven days the debt remains unpaid or no mutual agreement has been reached, Capel Pre-School Management Committee will take further action by making a claim through the Small Claims Court, which may ultimately result in formal legal action.
Capel Pre-School Committee believes that this procedure allows ample time for parents and carers to make contact with Pre-School.

