
 
Payment Procedure 

 
Parkroyal Pre-school is a registered charity, number 1016616. Funding to operate 

and sustain the pre-school comes from the following sources: 

• The Early Years Foundation Stage Grant 

• Parents Fees 

• Fundraising 

 

It is vital for the long-term sustainability of the pre-school that funding is claimed 

correctly and fees are paid promptly, therefore we have included this policy to 

ensure that parents and guardians are aware of the procedures in place to ensure 

this happens. Where parents face financial difficulties in paying fees, we encourage 

parents to approach the pre-school supervisor, so that we can discuss a payment 

plan that is acceptable to both pre-school and parents. 

 

Eligibility for free places 

All three and four year olds are entitled to up to 15 hours free early education per 

week, for 38 weeks per year (570 hours in total) and some parents may be able to 

claim 30 hours per week for 38 weeks (1140 hours in total). Some two year old 

children may be eligible for funded places. For more information please visit 

www.childcarechoices.gov.uk 

 

Eligibility for three year old free places is determined using these nationally 

prescribed dates: 

 

A child born on or between Will become eligible for a free place from: 

1 April and 31 August  1 September following their third birthday 

1 September and 31 December 1 January following their third birthday 

1 January and 31 March  1 April following their third birthday 

 

Each term parents will be asked to complete a claim form indicating how many hours 

they are claiming with pre-school, and also indicating any hours claimed with 

another provider. These forms must be returned to pre-school by the date 

indicated, as failure to do so may result in the sessions not being claimed by pre-

school and the parent or guardian being billed for the hours.  

 

 



If you are not eligible for a funded place or are using your funding elsewhere, fees 

will be charged as follows 

 

• £4.50 per hour for children the term after their 3rd birthday 

• £4.75 per hour for children aged two years old and up to the end of the 

term following their 3rd birthday. 

 

The following procedure will be followed for invoicing: 

 

• An invoice will be given to the parent or guardian at the open day. This 

invoice will cover the period until your child is eligible for the EYFS grant, or 

if you are not claiming your EYFS grant with us the invoice will cover the 

entire time your child is at pre-school.  

• A non-refundable deposit of £50 is payable on or before the date of your 

child’s visit to pre-school. If this is not received then you will forfeit your 

child’s place. 

• All other payments should be received by the tenth of the month starting in 

the 1st month they attend pre-school. If the payment is not received by this 

date, a reminder will be sent asking for the payment to be made within one 

week 

• If the payment is still not received by pre-school the parent/guardian will be 

invited to come into pre-school and discuss a payment plan with the pre-

school supervisor and either the Chair or Treasurer of the pre-school 

committee. 

• In the event of persistent late or non-payment of fees, a parent may be 

asked to pay in advance for the following term. In the unlikely event that 

fees are still outstanding when a child leaves pre-school, siblings will not be 

accepted until the debt is paid in full. 

• We require one month’s written notice if your child leaves pre-school. Fees 

will remain payable during the notice period. 

• If you wish to take your child on an extended holiday during term time of 

three weeks or more we are obliged to inform the local authority and they 

will remove your child’s funding for this period, therefore if this happens we 

will ask you to either give up your place at pre-school or pay for your child’s 

session whilst you are on holiday.   

 

I confirm that I have read the above payment procedure and agree to pay 

fees on the 10th of each month. 

 

Signed___________________________________ 

Print Name________________________________ 

Date_____________________________________ 


