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This policy forms part of the contract with parents/carers and Haynes Lower School & Nursery. Your
contract with the Nursery shall last until it is terminated by either you or us by giving notice to the other
in writing, or when the child reaches transition to formal education. We require a half term’s notice, in
writing, for reducing or cancelling sessions — this includes your child leaving the Nursery entirely. Notice
must be received by the first school day of a half term. If notice is received after this date, it will be
deemed to have been received at the beginning of the following half term. You are liable for the fees
during the notice period. Early Years Entitlement will be claimed by the Nursery during the notice
period.
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Session Times & Fees from September 2025
Nursery Registration fee

The non-refundable registration fee of £75 must be paid when you are offered your child’s place and
sessions at nursery. This must be paid to confirm these sessions.

If your family is in receipt of certain benefits or the Early Years Pupil Premium the fee is £35. A funding
code or letter must be shown or the appropriate benefit claim evidenced.

The registration fee is non-refundable in any circumstances.
The registration fee goes towards covering administrative costs to include (Home visit in advance of

nursery start date, meeting with your child’s key worker, administration involved in new admissions, 2 x
Stay and Play sessions, New starter pack, FREE nursery polo shirt and FREE nursery named bag).

Haynes Nursery is open Monday to Friday, term time only.

Session Times 2 year old fee 3/4 year old fee

Morning 8.45am —11.45am £22.50 £19.50
Lunchtime 11.45am —12.15pm £3.50 £3.50
Afternoon 12.15pm — 3.15pm £22.50 £19.50

All Day 8.45am —3.15pm £48.50 £42.50

These fees do not include nappies, wipes and nappy sacks, which must be provided by parents where
appropriate.

We ask for a contribution for snacks and special activities (baking, post office trips, etc.) of £5 per term,
collected as one payment at the beginning of each academic year or a pro-rata cost if a child starts
during the academic year.

For children staying all day, hot dinners can be ordered from the school (chargeable at the current rate)
or a packed lunch provided.

For absences, planned or unplanned (including sickness and holidays), full fees are payable to retain a
child’s place at the Nursery. Any planned absences should be discussed with the Nursery Leader. Ifa
child is absent for a long period due to illness, the Nursery will decide on a case-by-case basis as to
whether fees will need to be paid for the period. The Nursery’s decision is final.

Fees are reviewed annually and parents given half a term’s notice of any changes.

Fees can be paid by standing order, bank transfer, childcare vouchers or a Government Tax Free
Childcare account.

Setting Closure
There are no charges for closure due to:
e |nset Days
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e Bank Holidays
e Unforeseen circumstances, e.g. flooding, boiler failure, severe weather conditions

Planned closures will be taken into account in that half terms’ invoice. Any unplanned closures will be
refunded on the next half terms’ invoice.

Late Collection Fees

A late collection fee of £10 if a child is not collected within 10 minutes of the end of their booked
session, without the school having previously been advised, and a further £10 for each additional 10
minutes or part thereof. All late collection fees issued must be paid within one week.

Should late fees be outstanding after this time, a further administration charge of £5 will be added to
the amount and our procedure for non-payment of fees will be implemented.

Billing

Invoices are issued half-termly and need to be paid by the stipulated date. If payment is not received,
the Nursery reserves the right to cancel a child’s paying hours. In order to restart any paying hours, any
debt must be fully cleared before the child’s name is then added to our waiting list.

The Nursery operates a ‘No Pay No Stay’ policy. If payment is not received, your child will not be able to
stay at the Nursery for their paying hours.

Payment can be made by bank transfer, childcare vouchers, or online via a Government Tax Free
Childcare account.

Claiming Funded Hours

2 Year Old Funding

A child’s entitlement to funded hours of childcare usually begins the term after their third birthday.
Some children may be entitled to funding the term after their second birthday — more information can
be found here:

https://www.centralbedfordshire.gov.uk/info/12/childcare/115/help with childcare costs

In order to claim 2 year old funding, the following must be provided to the Nursery:
e Proof of date of birth — birth certificate or passport
e Completed Parent/Carer Declaration Form

Universal 3/4 Year Old Funding (15 hours funding)
All 3 to 4-year-olds in England can get 570 free hours per year. As a term time Nursery, this is offered as
15 hours a week over 38 weeks of the year.

As the Nursery is attached to Haynes Lower School, applications for funding happen automatically
through the school census. However we will require proof of the child’s date of birth to be provided —
either birth certificate or passport. A copy will be held on the child’s file until such time as the child
leaves the Nursery, or if they transition to the school, when they leave the school.

30 Hours Funding (working parents of 3/4 year old)

Parents who meet the eligibility criteria as details on https://www.childcarechoices.gov.uk/ may be able
to access additional funded childcare. As a term time Nursery, this is offered as 30hours a week over 38
weeks of the year. Parents need to apply for the funding through this website and will receive an
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eligibility code. This code must be given to the Nursery in the term before the funding is due to begin.
The deadlines are:

Funding due to begin Eligibility code to Nursery by
September 15t July
January 15t December
April 15t March

Children are able to access 30 hours funding from the term following their third birthday.

In order to claim 30 hours funding, the following must be provided to the Nursery:
e Completed Parent/Carer Declaration Form
e Proof of child’s date of birth — birth certificate or passport

A copy of the proof of date of birth will be held on the child’s file until such time as the child leaves the
Nursery, or if the child transitions to the school, when the child leaves the school.

Parents must recheck their eligibility for 30 hours online EVERY THREE MONTHS. If this is not done,
they will lose their entitlement. If family circumstances change, which mean that a child is no longer
eligible for 30 hours, there will be a grace period in which children will still be able to access their
additional hours. After this, children will receive 15 hours of universal funding per week and need to
pay the Nursery fee for any additional sessions.

Where a Child Shares Funded Hours between Settings

If a child attends another setting, it is the parent’s responsibility to make us and the other setting aware
of this arrangement, as only the maximum entitlement of hours can be claimed. When children access
more than one provision and the total of the claims exceeds the maximum entitlement, this results in an
overclaim. Overclaims result in a setting not receiving payment from Central Bedfordshire Council. If
we do not receive funding due to an overclaim, parents will be invoiced for the non-paid hours.

Changes to Attendance Pattern

Ad-hoc sessions

Requests for additional ad-hoc session can only be accommodated if the Nursery has availability. The
Nursery will not be able to claim additional funded hours for these sessions, therefore they will be
charged at the relevant session rate.

Permanent Change

Requests to increase the number of sessions attended can only be accommodated if the Nursery has
availability. A change of session form should be completed and returned to the school office. Increases
part way through at term will be charged on the next half termly invoice.

Should a parent wish to postpone or cancel a requested increase, we ask that you give us a minimum of
5 days’ notice prior to the increase starting. Failing to do so will incur a normal fee charge.

We require half a terms (six school weeks) written notice to reduce or cancel your regular booked
sessions. Notice requirements are different if you wish to remove your child from Nursery — please see
‘Termination of the Contract’.
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If a child’s hours are reduced for any reason, we will be unable to ensure those hours are still available
should a parent wish to revert to previously booked hours.

Non-Payment of Fees
As a setting, we seek to avoid payment arrears by operating our policy whereby all fees are due in
advance.

Please note: a child will not be added to our interest list or given a place in Nursery if there is an
outstanding debt — either from the child attending the Nursery previously or historic debts from older
siblings. Where a child’s place has been paid for prior to them becoming entitled to funding, a child will
not be able to start attending their funded hours until any debts have been cleared.

Non-Payment of Fees Procedure
e The Nursery will check payments against invoice on the due date. All parents/carers who have
not paid are contact by phone and/or email to remind them about the payment date. All fees
must be paid within 48 hours of this contact. If not payment and no communication is received
during this 48 hour period an overdue payment fee of £30 may be applied to your account.

e If the debt is still outstanding, a payment plan will be discussed to cover the non-payment of
fees, but parents/carers should be aware that this payment plan is only for the debt and all other
fees need to be paid on time.

e Aletter will be sent to the parent/carer stating the arrangements and timescale agreed by both
parties for the debt to be paid.

e |[f the payment plan is not followed as agreed, the Nursery reserves the right to cancel any paying
sessions.

e |If parents/carers do not respond to attempted contact from the Nursery, and do not engage in
discussions regarding outstanding fees, the Nursery reserves the right to cancel a child’s paying
place without notice.

Non-payment of debts may lead us to pursue the debt through the small claims court.

Waiting of Debts

The waiving of debts is at the discretion of the Head Teacher. A debt may be waived when it is believed
the debtor is experiencing serious financial hardship or if all reasonable avenues to recover the debt
have been exhausted and it is believed it would not be cost effective to pursue the debt through legal
action.

The Head Teacher is authorised to waived debts of up to £100.

Debts between £100 and £500 will only be waived with the additional approval of the Governing Body.

Termination of the Contract

The setting reserves the right to terminate the contract without notice in the event of unsuitable
behaviour from parents or non-payment of fees following the non-payment procedure. At all other
time, six school weeks’ notice in writing will be given.

We require a half term’s notice, in writing, for reducing or cancelling sessions — this includes your child leaving the
Nursery entirely. Notice must be received by the first school day of a half term. If notice is received after this
date, it will be deemed to have been received at the beginning of the following half term. If written notice is
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not received, fees in lieu of notice will be charged at the appropriate rate. We are unable to claim
funding to pay fees in lieu of notice.

If a child leaves Nursery prior to School census day each term, parents agree to pay fees in lieu of funding for
sessions attended to date and to complete a half terms notice.
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