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1. Statement of intent
1.1. It is the policy of Lordsmead Pre-School to ensure that Pre-School fees are kept in line with the Free Entitlement Grant.
2. Procedure
2.1. To achieve this, we operate the following procedure.
a) An invoice is issued at the beginning of each term (this can vary from 6 – 8 weeks depending on Wiltshire Schools Terms and Holidays). 
b) Payment of this is required within 2 weeks of receipt. 
c) If there is any difficulty in paying of fee, a suitable arrangement, with the Pre-School Manager can be discussed. 
d) It is not possible to refund fees due to unforeseen closures, i.e. snow or when so many children or staff fall ill with something like Swine flu or other sickness.  The reason for this is that if there are not enough members of staff to run the pre-school, the pre-school must close.  If a decision is made to close it is no fault of the staff and they still have to be paid.
e) It is also not possible to refund fees due to absence or holidays and we are not able to offer replacement days for absences or holidays. 
f) The pre-school reserves the right to exclude any child whose fees are outstanding for two or more weeks without prior arrangement.
3. Review Process
This policy is reviewed annually or earlier as required by changes to legislation or statutory guidance.
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