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Sunflowers Preschool’s Fees Policy 
This fees policy or financial contractual agreement forms can be individual agreements or 
form part of the contract with the parents/carer and Sunflowers Preschool. 
Sunflowers Preschool operates a service which is fair and competitively priced. We 
aim to offer a high quality, safe and stimulating environment that provides a service that is 
good value for money. 
Fee structure:
• Opening hours: 
	Week day
	Morning Session
	Afternoon Session

	Monday
	9am – 12pm
	12pm – 3pm

	Tuesday
	9am – 12pm
	12pm – 3pm

	Wednesday
	9am – 12pm
	12pm – 3pm

	Thursday
	9am – 12pm
	12pm – 3pm

	Friday
	9am – 12pm
	12pm – 3pm



• Fee Rates – £19.00 per 3 hour session for children aged 2-4 years. Early Years Entitlement welcome, any additional hours will be charged at £19.00 per session. 
Sunflowers Preschool will provide your child with a healthy snack (fruit) and a drink of milk or water during each session. If your child is staying over the lunch period, we expect you to provide a cold packed lunch and drink. Please adhere to our Healthy Eating Policy; available from the setting.
You will be expected to provide your child with the appropriate necessities, such as; 
· Nappies
· Wet wipes
· Change of clothes
· Coat and clothing appropriate for the weather conditions
· Sun cream and sun hat
If Sunflowers Preschool arrange an outing or additional activities, we will do our very best to ensure there is no additional cost involved. If, however this is not possible, we will provide you with written details of any likely costs, requesting your acceptance/permission of such costs, before booking/confirming the outing. There may be an opportunity to offer a reduced cost; if this is not the case and the cost of such outings/activities can’t be covered by the setting, then we will look to find alternative activities. 
When fees are payable, or EYE can be claimed: 
• Children are absent, on holiday, short-term sickness (any long-term sickness/illness will need to be discussed with the manager) 
• Short Emergency Closures i.e. due to extreme weather, heating failure etc. 
• Long term closures i.e. Pandemic, public health restrictions, government guidance.  If the provider is still open during a pandemic but the parental choice is not to access the setting, then fees will still apply. If a pandemic forces the setting to close then we will follow guidance from the EYE team with regards to EYE, extended EYE and EYE for 2-year-olds, but there will be no fee for paying parents. Parents will not be charged if the provider is not able to offer a service due to planned closure.
The provider will not charge for bank holidays or inset days.
Parents are required to sign this part of the agreement to show they are aware of any additional charges. 
Should there be any changes made to the fees policy, it is the provider’s responsibility to provide the parents with an updated policy to sign and all changes made clear prior to signing.
Parents signature _____________________________________________
Date ___________________________________

Parents will be informed as soon as possible with regards to any closures. This will be done via telephone in the case of any emergency closures. In the case of any foreseen closures, parents will be informed in writing and spoken to by staff members. 
The parent’s contract may need to be reviewed due to any long-term closure.
Sunflowers Preschool will not charge a deposit or registration fee, however if you do not accept your child’s placement on the date agreed, then you will have to re-register and risk the chance of your child’s space being taken.
If you know in advance that a change needs to be made to your child’s start date, then please speak to the manager – Angela Guy – to prevent having to reregister.
Invoices:
· Parents will be handed an invoice the first Monday of every half term. This will clearly show a breakdown of costs for that period and your preferred method/rate of payment. 

· All invoices and payments will be delt with at the end of the Monday afternoon session. If your child does not access the setting on a Monday, then it will be on their next day of attendance.  
 
•     If accessing EYE, Extended EYE or EYE for 2-year-olds, the total hours claimed each week will be detailed and how this is then calculated over the half term period. Deduction of EYE will be shown in hours and sessions and any monetary difference between the funded rate and the fee-paying rate will not be charged. Any further sessions attended will be charged at the cost of £17.50 a session. 
Payments
•     Parents can choose to pay weekly, monthly or half-termly in advance.
•     Late payments will be charged 10% per fortnight (2 weeks). For example; 
        If paying weekly for 8 sessions X £19.00 = £152 And owe for two weeks £152 X 2 = £304
        Plus, late fee of 10% = £304 + £30.40 = £334.40
•     Payment details – cash, cheques (made payable to Sunflowers Preschool), standing order.
Note: Cheques under £40 will incur a service charge of 5%
Changes to child’s hours: 
• The notice period for the provision to change your child’s hours will be two weeks.
[bookmark: _Hlk126318488]• The notice period to reduce your child’s hours will be two weeks. The notice period to increase your child’s hours will be one week.
• In order to increase or decrease hours, parents will be required to fill in the appropriate form and return to the manager – Angela Guy. This is to prevent any misunderstandings. Forms can be obtained upon request.
• Parents will receive written conformation within two days if their change of hours are agreed and the date the new hours are to begin.
Notice period to cancel child’s place:
• The notice period for the provision to cancel a child’s place will be dependent on the reason. For non-payment of fees, or not keeping to debt payment plan, it will be a notice period of four weeks:
 For dangerous or aggressive behaviour, which has caused harm or injury to another, or with intent to cause serious harm, it may be instant. Please see our behaviour policy for our approach to managing behaviour and steps of how we would aim to reduce this from happening.
• Should you wish to cancel your child’s place, the provision would require four weeks notice in writing, stating the exact date you wish your child’s placement to end. Should your child be removed before the end of the notice period, you will still be charged to the date specified. Any request to give notice on a child’s place must be given to the manager – Angela Guy. 
Late Collection Fee:
Parents will be charged if they are late collecting their children.
This is because the childcare provision must ensure that they adhere to legal requirement on staff ratios and have a least 2 staff on the premises at all times.
For the first occurrence, a warning will be issued. For any further occurrences, a fee of £5 for every 15 minutes (with a minimum charge of £5) will be charged.

Universal Entitlement (15 hours)                                                                                                                  Early Years Entitlement (EYE) – 
All three and four year-olds are entitled to up to 15 hours of funded early education or childcare a week, for up to 38 weeks a year, or 570 hours a year if ‘stretched’ from the funding period after they become 3 years old. 
This is known as the ‘universal entitlement’ and will start the funding period after your child’s third birthday, lasting for 3 funding periods (equivalent to one year). The maximum entitlement that can be claimed is 15 hours per week. The maximum entitlement that can be claimed per day is 10 hours, up to a maximum of 15 per week.  
This can be facilitated at Sunflowers Preschool by booking;
· 5 individual sessions
· 1 whole day (2 sessions) and 3 individual sessions
· 2 whole days (4 sessions) and one individual session

Over 38/39 weeks of the year.
Documentation required to claim the EYE universal hours:
- Child’s legal documentation – birth certificate, passport 
- EYE parent declaration form - completed when appropriate and signed by 
parent/carer. Detailing that a new parent declaration form must be completed if 
parent changes hours being claimed.
For more information please visit: www.somerset.gov.uk/eye30
Eligibility for the extended entitlement
For some families, the government has extended this entitlement to 30 hours a week (for up to 38 weeks a year). In Somerset, families can ‘stretch’ this entitlement to a maximum of 1,140 hours a year. This is known as the ‘extended entitlement’.
Working parents of three and four year-olds will need to meet the following criteria to be eligible for up to 30 hours a week funded childcare:
· Each earns or expects to earn the equivalent to 16 hours a week at the National Minimum or Living Wage over the coming three months. Please see GOV.UK for full eligibility criteria.
This means you don’t have to actually work 16 hours a week but earn at least the equivalent wage rates.
The following documentation will need to be provided in addition to the universal entitlement documentation in order to apply:
-     Eligibility code from registered parent (HMRC)
-     Registering parent’s National Insurance Number (NI).
-     Consent form, parent consents to share NI with EYE team (The consent form needs to be kept by the childcare provider).
· Parental responsibility – reconfirmation of eligibility:
· GDPR privacy statement
If you are successful, you will receive an 11 digit code to bring directly to the provision. We will need your:
· 11 digit eligibility code (begins with 500)
· Child’s legal name and correct date of birth (please provide birth certificate if possible)
· Parent name and their National Insurance Number
We will then gain your written permission to verify the code with Local Authorities. Once the code is verified, a place can be confirmed for the funding period after your child becomes 3 years old.

If the parent does not give permission to share their National Insurance Number, the childcare setting would not be able to accept the Extended Entitlement Funding. 
Start dates for extended entitlement hours:

	If your child’s birthday falls between
	You need to apply, get a code and contact your childcare provider before
	Once your place is confirmed you can start using your extended hours from

	1 September and 31 Dec
	31 December
	1 January (Spring Term)

	1 January and 31 March
	31 March
	1 April (Summer Term)

	1 April and 31 August
	31 August
	1 September (Autumn Term)



If you become eligible after the start of a funding period, you must wait until the following period to access your extended entitlement place. To be able to use your extended entitlement you will need to have made a successful application and received a code by the deadlines given. If you miss the deadline, you cannot use the extra funded hours, but you will still be able to use the universal hours. For example, if you do not apply and receive a code by 31 August deadline you cannot use your extra hours in September you will need to wait until 1 January.
Funded 2-year-olds and the Extended Entitlement
If you have been accessing your funded place for 2-year-olds, and have been successful in applying for the extended entitlement will need to wait until the term after your child is 3 years old before you can claim your extended hours. You can still access the universal hours for 3 year olds without a break in funding.
Transferring to a new provider
If you move to a new provider, please present your code for revalidation to ensure there are no changes to your eligibility. Please also give them details of hours claimed at the previous provider. You will need to complete a new parent’s declaration form as well with your new provider.
Reconfirming your 30 hours and tax-free eligibility
You will need to reconfirm you are still eligible for 30 hours and Tax- Free Childcare every three months, using your childcare service account, even if you have not yet taken up your place. It’s easy to do; if your details have not changed you just tick a box to confirm this. You’ll be reminded to do this 4 weeks before the reconfirmation deadline. It’s important you let HMRC know if your circumstances have changed, as they will be checked against other systems.
If you miss the reconfirmation deadline, you will receive a message telling you that your eligibility has lapsed. You should go into your childcare account and reconfirm.
What happens if you reconfirm and are no longer eligible
If you are no longer eligible for 30 hours, you will enter a grace period where you may be able to retain your 30 hours childcare place for a short period of time.
You will not be able to claim the extended entitlement if you start at a provider when you are already in your Grace Period.
In respect of children taking up an extended entitlement place, a child will enter the grace period when the child’s parents cease to meet the eligibility criteria set out in the Childcare (Early Years Provision Free of Charge) (Extended Entitlement) Regulations 2016, as determined by HMRC or a First Tier Tribunal in the case of an appeal.
 The Local Authority will continue to fund a place for a child who enters the grace period as long as the extended entitlement has previously been paid to that provider as set out in the Early Education and Childcare Statutory guidance for Local Authorities. 
Parents will only be able to claim the extended entitlement while they remain eligible. If a parent ceases to be eligible at the end of the grace period, the child will only be eligible for the universal entitlement. 
Any sessions not funded whilst you are in the grace period or after you cease to be eligible, will be charged at the rate of £19.00 a session. Please also note that the notice period to reduce your child’s hours will be two weeks. The notice period to increase your child’s hours will be one week.
In order to increase or decrease hours, parents will be required to fill in the appropriate form and return to the manager – Angela Guy. This is to prevent any misunderstandings. Forms can be obtained upon request.
The late payment fee will only be implemented two weeks after conformation of ceasing to be eligible. 
	 Parent receives ineligible decision on
reconfirmation
	Grace period end date

	Between 1 January and 10 February
	31 March

	Between 11 February and 31 March
	31 August

	Between 1 April and 26 May
	31 August

	Between 27 May and 31 August
	31 December

	Between 1 September and 21 October
	31 December

	Between 22 October and 31 December
	31 March


If the grace period has expired and you have not met the eligibility criteria again, you would only be able to access the universal entitlement (570 hours per year). You can reapply for the extended hours if you meet the eligibility criteria again in the future.
Your entitlement to the extended hours will stop
· when your child reaches compulsory school age
· when your child attends a reception place in a maintained school or academy
If you are no longer eligible for Tax-Free Childcare, you can still use the money in your account (including the top-up you accrued while you were eligible) to pay your provider. You can also continue to use your account to pay your provider in future, but you won’t get the government top-up.                                                                                                                                                                          
For more information please visit: www.somerset.gov.uk/eye30
Funded 2-Year-Old Entitlement 
Families with 2-year-old children who meet certain criteria can apply for funding for 2-year-olds. Somerset County Council will pay for a place for up to 570 hours over the year at a registered childcare provider. A maximum of 15 hours per week is available. Children become eligible in the funding period after their second birthday. A full list of the eligibility criteria can be found at: https://beta.somerset.gov.uk/education-and-families/early-years-and-childcare/funding-for-2-year-olds/ 
Documentation required to claim the 2-year-old funding:
• Child’s legal documentation: birth certificate, passport.
• EYE parent declaration form: completed when appropriate and signed by 
parent/carer. Detailing a new parent declaration form must be completed if 
parent changes hours being claimed.
• Confirmation letter held by the parent which states that their child is eligible for 
2-year-old funding.
Parents can access 2-year-old Funding from the start of the first funding period after their child’s 2nd birthday; providing all documentation has been supplied.
The funding periods are:
Spring – 1 January to 31 March
Summer – 1 April to 31 August
Autumn – 1 September to 31 December
It is advisable to get the documentation required before a child takes up a place. 
It is the parent responsibility to ensure the correct legal documentation is produced within the correct timeframe (No later than the date stated on the child’s acceptance letter). If this does not happen and your child’s funding is not in place at the correct time, then you will be charged the rate of £17.50 per session. 
[bookmark: _Hlk126315889]For more information on eligibility criteria and the online application form, please visit: https://beta.somerset.gov.uk/education-and-families/early-years-and-childcare/funding-for-2-year-olds/ 
2-year-old Entitlement can be facilitated at Sunflowers Preschool by booking;
· 5 individual sessions
· 1 whole day (2 sessions) and 3 individual sessions
· 2 whole days (4 sessions) and one individual session
Over 38/39 weeks of the year.
The minimum amount of EYE available a week at Sunflowers Preschool is 1 Session / 3 hours (Annually, 114 hours per 38 week period).
The maximum amount of EYE available at Sunflowers Preschool is 5 Sessions / 15 hours (Annually, 570 hours per 38 week period).
The maximum amount of Extended EYE available a week at Sunflowers Preschool is 10 Sessions / 30 hours (Annually, 1,140 hours per 38 week period). 
Debt Management: 
Monitoring Payments in Arrears 
1.The date is set for payment on invoice (weekly, monthly, half-termly) in accordance to how you wish to pay.
2. The Manager – Angela Guy - will check payments against invoice on due date. 
3. All parents/carers who have not paid are contacted by phone/text to remind them, about 
payment date and expectation of when payment is due i.e. 14 days. 
4. If payment not received by the agreed date (as above), childcare setting will follow 
non-payment of fees procedure (see below). 
Non-payment of Fees: 
Example: -
1. Arrears procedure followed (Fully documented and signed by both parties). 
2. A meeting to set up debt recovery will take place within a week of outstanding invoice. 
3. A payment plan will be agreed, stating the amount, what this covers’ (debt and late payment fees over a set time scale, the time scale and dates of payment) and default procedure of what will happen if payment is missed. 
4. Payment plan is signed by both parties and a copy given to parent.
5. If a parent defaults on the payment plan: 
-      Child’s hours are reduced to EYE hours only until debt is cleared (if child entitled to EYE), if debt is not cleared or payments within payment plan not made, then place will be withdrawn. 
· If child is not entitled to EYE, a date is set for missed payment, if debt is not cleared or payments within payment plan not made, then place will be withdrawn. A meeting will be arranged to discuss with parent, followed by letter.
6. Recovery of outstanding debt will be made through ‘The Small Claims Court’, parents will be informed of this via formal letter.
Please note, that the period to cancel a child’s place is 4 weeks and parent’s may still be charged.
For information on paying outstanding fees, please visit:
• Tax Free Childcare – www.childcarechoices.gov.uk

Reviewing fees:
• Fees will be reviewed annually at the end of each academic year. This is to ensure we are covering all running costs, whilst remaining competitive and fairly matched.
• Should we need to change our fees, parents will be informed by writing, 4 weeks in advance and a new fees policy, clearly stating when these changes are to be implemented, will need to be signed by both parties.
Parents who wish to discuss changes can arrange to speak to the manager – Angela Guy.
Links to other policies 
• Setting’s childcare and early education procedure, admissions procedure, parent’s contract, 
uncollected child policy, sickness policy and emergency closure policy.
Links to Documentation
• Statutory Framework for Early Years Foundation Stage - Safeguarding and Welfare 
Requirements 
• Somerset Local Provider Agreement

Sunflowers Preschool
Fees Policy or Financial Agreement – Parental Agreements:
I agree to Sunflowers Preschool’s Fees Policy or Financial Contractual Agreement.
I have been given a copy of Sunflowers Preschool’s fees policy or contractual agreement.
Parent’s signature _____________________________________________
Date ____________________________

Sunflowers Preschool
Fees Policy or Financial Agreement – Parental Agreements:

Child’s name_________________________ Parents Name ____________________________
I am aware that if I do not produce my child’s birth certificate within 2 weeks of start date, I will be charged at the Sunflowers Preschool’s sessional rate for the child’s attendance within those 2 weeks
Parent’s signature _____________________________________________
Date ____________________________

Extended EYE Hours Consent
I consent to Sunflowers Preschool using the information supplied to the setting, for the purposes 
of verifying my eligibility for the extended entitlement. I understand that the information 
requested will be held securely and will only be shared with staff in the Local Authority who 
have right of access, and with Capita Children’s Services; when no longer required, it will 
be disposed of in a matter appropriate to its sensitivity. I also understand that if I am 
eligible, the Local Authority will continue to check my eligibility and if they are notified that I 
am no longer eligible, they will inform this childcare provider. I understand if I am no longer 
eligible, I will have to pay for any additional hours booked in above the universal Early 
Years Entitlement.
Signed _____________________________ Name ______________________
Date _____________________________


Reconfirming of Eligibility
I am aware that I am responsible to reconfirm my eligibility code every 3 months, and if I fail to 
do so within my allotted time, I will fall out of eligibility. I understand I will be invoiced for any 
hours which cannot be claimed, and I agree to pay for these hours. 
Sign ___________________________ Name ____________________________
Date_____________________________________________________________

Grace Period
I am aware that I am responsible to pay for any hours which cannot be claimed if I fall out of 
the grace period, and do not give sufficient notice about changing my child’s hours. I agree to 
pay for any hours which cannot be claimed.
Sign ___________________________ Name ____________________________
Date____________________________________________________________
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