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Administration 

Debt Collection Policy 

Policy statement 

 
We aim to ensure that all families are aware of our Debt Collection Policy. 

We aim to make the policy structure simple. 

We value our relationship with families and will be sympathetic towards any difficulty in paying Pre-

School fees and encourage open communication. All communications are confidential. 

We aim to provide transparent fee information, set procedures for the payment of fees, and create a 

framework for dealing with non-payment in a swift and fair manner. 

7 Key features of effective practice 
 

The best 
for every 
child 

High 
quality 
care 

The 
Curriculum 

Pedagogy Assessment Self-
regulation 
and 
executive 
function 

Partnership 
with Parents 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1007446/6. 
7534_DfE_Development_Matters_Report_and_illustrations_web 2_.pdf 

 

 

Fee Structure 

 

 Our hourly rate (from September 2024) is £8.40 

 We charge a care package of £2.00, for a morning and afternoon session (£1 per session) 

 Fees are generated monthly in advance. 

 Fees can be paid by bank transfer, Tax Free Childcare or via Childcare Vouchers. Please provide 

us with your Childcare Voucher provider details. 

 Please note, due to significantly increased bank charges we can no longer accept cash or 

cheques as forms of payment. 

 We have a £70 refundable deposit and a voluntary initial fee of £30 which covers a child’s puddle suit 
(kept at preschool) and 2 x 1 hour settling in sessions. 

 We offer the 15 government funded hours per week under the following conditions: 

Funded session between 8.45 – 13.45 (5 hours a day) 

General Welfare Requirement: Organisation 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1007446/6.7534_DfE_Development_Matters_Report_and_illustrations_web__2_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1007446/6.7534_DfE_Development_Matters_Report_and_illustrations_web__2_.pdf


2  

Funded session between 8.45 – 15.00 (additional 1.25 hours to be paid at current rate) 

Funded session between 8.45 – 11.45 (3 hours a day) 

Funded session between 12.30 – 15.00 (2.5 hours a day) 

We charge three quarters of an hour for those children attending over lunch until 12.30 

 

 Government funded hours through East Sussex County Council (ESCC) allow applications for 

funded hours strictly during set times in September, January, and April. The funded hours applied 

for at each application cannot be increased or exceeded until the next funding application. Any 

additional hours provided between applications will be charged for at our hourly rate. 

 We require 4 weeks written notice if you wish to delay your child’s start date or remove your child 

from our setting. If 4 weeks’ notice period is not met, an invoice will be generated, and you will be 

responsible for paying the hours stipulated. 

 We charge a late payment fee of £20 for those invoices which are 4 weeks late. 

 We charge £20.00 late collection fee in the instances of persistent late collection of children of 10 

minutes or more. 

 
Billing Procedure 

 Invoices for fees will be issued on 15th of each month in advance. 

 Fees are payable within 14 days, after this time a reminder will be sent. 

 Late payment of fees after 4  w e e k s w i l l r e s u l t  i n  a  £ 2 0  c h a r g e . 

 In the instance of long-term childhood illness, and a child is absent for a long period due to 

illness, the pre-school will decide on a case-by-case basis the fees due. 

 In the instance of emergency closure, please see our Emergency Closure Policy. 

 
Difficulty with Payments 

 Mayfield Pre-School aim to work with families to ensure all avenues for assistance with payments 

are explored. Families that face financial difficulties should contact the office as early as possible 

to reach a suitable arrangement for both parties. We encourage early engagement and 

communication; please speak to Kathryn or Paige. We aim to find a resolution of the matter 

through providing a repayment plan. 

 
Debt Collection 

 The Board of Trustees has a duty to ensure the pre-school receives all the fees to which it is 

due. 

 The Board of Trustees will not write off any debt which exceeds £200 

 A full record will be kept of debts owed to the pre-school for 7 years. This will include all letters 

requesting money, reminders, and invoices. 

 
Procedure 

 Fees are payable within 14 days. After that time, an email will be issued stating that payment is 

due immediately. Payment is expected within 7 days from the date of the email. 
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 If fees remain outstanding after a further 14-day period, and no contact has been made to 

discuss your payment plans, a £20 late payment fee will be added. 

 If your child is attending the setting, their continued place may be at risk. 

 After 28 days from the invoice being sent, an invoice will be handed to the parent, stating the 

amount of the debt, any additional charges and how to proceed with making payments. 

 There will be a 14-day grace period during which time the debt can be paid. 

 If, after the 14 days the debt has not been paid, and no contact has been made to agree a 

payment plan, the pre-school will be forced to engage the services of a debt collection agency. 

 
 
 

 
For further information of EYEE funding please visit www.eastsussex.gov.uk or follow the link on our 

website 

This Policy was reviewed by Paige Merrick 

This policy was adopted by Mayfield Pre School Trustees 

Date September 2026 

Review Date September 2027 

 

 
Review Log 

 

Review Date Brief Details of Amendments Amended By Agreed By 
August 2021 Updated annual increase Charlie Cranch Trustees Pre- 

School Staff 
and Trustees 

November 2023 Updated hourly rate Charlie Cranch Trustees Pre- 
School Staff 
and Trustees 

Oct 2024 Changed hourly fees and names Paige Merrick Trustees Pre- 
School Staff 
and Trustees 

September 
2026 

No changes Paige Merrick Mayfield Pre 
School Staff & 
Trustees 

 

http://www.eastsussex.gov.uk/
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