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Fees Collection and Payment Policy and Guidelines 

When we refer to fees they are in relation to non-funded Early Learning and childcare (ELC) entitlement. 
Fees for non-funded hours are needed to develop and sustain Buddies services so when a child starts in a service, the basis on which fees are paid will be made clear in writing to the parents/carers of the child and are as follows: 

· The amount you will be expected to pay, per session, per day, in the case of their child’s absence from the group due to holidays or sickness

· How often fees will be collected

· When and how they will be collected. 

Parents/carers should sign a tear off slip on the fee information letter stating that they have read, understood and accept the terms and conditions.  

When collecting fees, Buddies will at all times treat all parents/carers who use the service with consistency and confidentiality.   
All children aged 3-5 years’ old who live in Glasgow are entitled to 1140hrs of ELC per year. Eligible 2s are also entitled to funded hours.

No fees will ever be charged in relation to your funded ELC entitlement.

To find out if you are eligible for the funded 2-year-old place contact

 https://www.glasgow.gov.uk/article/17458/Early-Learning--Childcare
Fees Structure
Sessions for 3-5 room

8.30 – 2.30 

11.30 – 5.30

9.00 – 3.00

8.30 – 5.20
Additional charge per session is £17.00 – (3-hour session)
If you require hours on top of your funded 30 hours there will be an Additional charge.

0-3 session prices and times per day

· 8.30 – 12.00 -£23.00

· 8.30 – 4.30 – £52.00
· 8.30-   3.30- £49.00
· 9.00 – 3.30 - £42.00

· 8.30 – 5.20 -£58.00
Fees Review  

In committee run groups, it is the responsibility of the group’s membership to decide on the level of fees to be charged. The committee will propose the fee level to the membership at General Meetings. All fees paid are solely for the use of the services and will be used to pay for staff salaries, hall lets, utility bills, equipment and to develop and sustain the services. 

The Manager will inform parents/carers of any proposed changes to fees prior to the AGM, where there will an opportunity to discuss levels before deciding on the proposal Generally, if there is an increase in fees, the increase will come into effect from the start of the new term. 

Payment Dates/Method 

The service Manager will agree a system for the collection of fees, for example, they can agree that fees will be paid either weekly, fortnightly, or monthly in advance by one or other of the following methods, cash or standing order or Bank transfer.  Parents and carers of children using the group will be made aware of the system when joining the group to ensure that payment is made on time.   

The procedure for collection of fees and banking the money will be recorded to allow office co-ordinator or staff member to take over this duty in the absence of the Manager. If payment is made by cash - it should be given to the Manager/office co-ordinator.

Receipt for Payment 

On payment of fees by cash, a receipt will be issued, which details the amount paid and the period covered.  The Manager/office co-ordinator, will keep copies of receipts. Bank statements will be considered as receipts for payments by standing order. 

Payment whilst not using the service 

Payment for the service will be paid at all times including whilst being on holiday and off sick. 

Contract Termination - Time Scale 

There will be 4 Weeks’ notice given to terminate the use of the service by either the user or the provider. 

Late Payment Fee 

If fees are not paid at the agreed time a maximum of three letters requesting payment, outlining the amount of payment overdue will be sent.  The ultimate sanction will be withdrawal of service. 

Refund Entitlement 
Any overpayment of fees will be repaid in full. 

If in the event that it is not possible to provide the pre-school service for any reason e.g. building closure, adverse weather conditions causing staff to be absent etc., the manager will consider whether a refund of fees is appropriate or not and decide the most appropriate and fair action.  

If the decision taken provides for a refund, consideration should be given to whether users may be entitled to a full or a partial refund of fees after an agreed number days and for each session the child attends thereafter until the service can be resumed.  

If the decision is to not refund, parents should know what the group’s policy is on this matter prior to it happening. The group’s financial position and its reserves should be taken into consideration when deciding policy in this matter.  

Non-Payment of Fees 
Parents/carers are expected to contact the Manager if they are having difficulty in paying their fees. 

If there is a problem with non-payment of fees, for whatever reason, the situation will be discussed within one to two weeks, confidentially, by the Manager and the parents/carers concerned to try and reach a reasonable solution for all. The sooner the matter is addressed, the smaller the debt will be and the greater the chances are of recovery. One such solution could be changing the frequency of the payment method from monthly to weekly payments. 
If the problem persists, more formal written contact will follow.  A letter from the Manager to the parent or carer detailing the amount owed and setting a 
time limit for payment will be sent. If this does not solve the problem, the Manager will consider the next course of action. This may result in a legal letter. The Manager may be forced to put the child’s space/place on hold. 
College Fees
If College is paying your child’s fees you must pay the weekly balance yourself, as unfortunately we will not able in a position to roll over the weekly fees, which can result in a large debt waiting for College payment to be transferred.

Once College payments have begun and are being directed straight to your account, they can be set up to immediately be redirected to Buddies to ensure payments are prompt and up to date.
Recovery of Debt 

If fees are not paid, the other alternatives for recovery will be to pass the debt to a debt collection agency or the small claims court. The costs of these processes can be added to the outstanding debt. 

Money Advice 

The Manager will signpost individuals to other local support agencies for support with financial matters i.e. local money advice centre, citizen’s advice centre etc.                          
I have read and understood the Fees Collection and Payment Policy and Guidelines 
Name …………………………………………………………………………………

Date……………………………………………………………………………………

Signature………………………………………………………………………….......
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