
Late / Non-Payment of Fees policy  
 
Statement of intent 
 
It is our policy to pursue all unpaid fees through the County Court for the recovery of 
the Setting’s money. 
 
Aim 
 
We aim to ensure financial stability of the Setting by having a fair and consistent 
process for pursuing non-payment of fees. 
 
Methods 
  
In order to achieve this aim  
 

 the Setting will, at induction, fully inform parent/carers of the fee and payment 
structure of the Setting. 

 The Setting will Issue invoices to parents 3 weeks before fees are due, stating 
that invoice should be paid on or before the 1st Friday of each half term. 

 the invoice will give details of the sessions being paid for and the rate being 
charged. 

 
If a family has used the services provided by the Setting without payment or their 
payment has been dishonoured the Setting will apply the following staged procedure: 
 

1. on the first Monday of each half term a reminder will be sent to parents by 
email or by text message if no email address has been provided. 

2. if payment is not received by the first Friday of each half term, a £10.00 
late payment fee will be added to the invoice amount and a reminder sent 
asking for payment by the following Friday. 

3. if payment is still not received, a further £10.00 will be added per week, 
(unless alternative arrangements are agreed between the parent and Pre-
School in which cases no further late payment charges will be added). 

4. after 4 weeks of non-payment or no arrangement being reached, the child 
for whom the session fees have not been paid will no longer be admitted 
to Pre-School and the matter will be referred to the County Court for 
recovery of costs and an administration charge of £50 will become payable 
in addition to all court costs. 

 
 
All policies will be reviewed on appointment of a new committee chair. 
We reserve the right to charge extra fees for any additional time over and above the 
Government funded weeks. 
 
This policy was adopted at a meeting of Stock Pre-School  
 
Held on (date)  13th November 2012 
    
Signed on behalf of the pre-school 
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