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'From small beginnings come great things'
The Parable of the Mustard Seed, Matthew 13:31-32
1. Statement of intent
Cadmore End Church of England Combined School provides Nursery education to support local children and families. The Nursery is not operated to make a profit; however, the school must ensure that income from chargeable provision covers the associated costs. This policy explains how funded entitlement hours, additional paid hours, invoicing and the recovery of unpaid fees are managed.
We will treat families fairly, sensitively and consistently. A child's funded entitlement will not be withdrawn because fees for optional additional provision are outstanding. Parents/carers experiencing financial difficulty are encouraged to contact the Headteacher promptly so that support or a reasonable payment arrangement can be considered.
2. Scope and principles
Funded entitlement hours are provided free of charge. The school does not charge a top-up fee for funded hours.
Charges apply only to additional hours or services voluntarily requested beyond a child's funded entitlement.
Fees, attendance patterns and payment arrangements will be clear before a place is accepted.
Invoices will distinguish funded hours from chargeable hours and any separately purchased services.
This policy applies to term-time Nursery provision. Wraparound care is charged separately under the school's published arrangements.
3. Funded childcare entitlement
[bookmark: _GoBack]All three- and four-year-olds are entitled to 15 funded hours each week for 38 weeks of the year, from the term following their third birthday. Eligible working families may receive up to 30 funded hours. Eligibility is determined by the Government and the local authority, not by the school.
Parents/carers using the working-family entitlement must provide a valid eligibility code and reconfirm eligibility when required.
A parent/provider agreement must be completed before the school claims funding.
Where funding is divided between providers, parents/carers must give complete and accurate details of the hours claimed at each setting.
Funded hours at Cadmore End Nursery may be taken between 8.45am and 3.15pm during term time, subject to availability and the agreed attendance pattern.
4. Sessions and charges
The Nursery day runs alongside the school day. A full day is 6.5 hours, so families choosing a pattern that exceeds their funded entitlement may purchase the additional time at £7 per hour. A three-hour unfunded morning session costs £21.
	Entitlement
	Attendance option
	Additional charge

	15 hours
	Five mornings, 8.45am-11.45am
	No additional charge

	15 hours
	Three full days, 8.45am-3.15pm (19.5 hours)
	£31.50 per week

	15 hours
	Two full days and one morning (16 hours)
	£7 per week

	30 hours
	Four full days and one day, 8.45am-12.45pm
	No additional charge

	30 hours
	Five full days, 8.45am-3.15pm (32.5 hours)
	£17.50 per week
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5. Invoicing and payment
Invoices for chargeable provision will be issued through Arbor during the first week of each half term.
Payment must be made through Arbor within 14 days of the invoice date.
Parents/carers may pay for a full term in advance if they wish.
No invoice will be issued where a child attends only within their funded entitlement and no chargeable service has been selected.
Fees may be reviewed annually. Parents/carers will receive written notice of any change before the revised fee takes effect.
6. Absence and illness
A Nursery place and the agreed staffing are reserved for the child. Charges for additional paid hours will therefore not normally be refunded when a child is absent because of illness, holiday or another personal reason. Parents/carers should continue to report absences in accordance with the school's procedures.
7. Changes to sessions or cancellation of a place
Parents/carers wishing to end a child's Nursery place or reduce chargeable sessions must give at least half a term's written notice. Fees remain payable throughout the notice period, whether or not the child attends. Notice should be sent to office@cadmoreendschool.org. Requests to increase or change sessions are subject to availability.
8. Nursery closure
Where the Nursery closes because of severe weather, loss of heating, public-health restrictions or other circumstances beyond the school's control, charges for the first two consecutive days of closure will not normally be refunded. If closure continues beyond two consecutive days, the school will review charges for paid sessions it has been unable to provide and inform parents/carers of the outcome. This section applies only to chargeable provision and not to funded hours.
9. Difficulty making payment
The school will respond sensitively to parents/carers who are experiencing, or anticipate experiencing, difficulty paying. An individual payment arrangement may be agreed with the Headteacher. Families should contact office@cadmoreendschool.org at the earliest opportunity to request a confidential discussion. Information will be handled appropriately and shared only where necessary.
10. Unpaid fees
If payment is not received within 14 days of the invoice date, the school will issue a written reminder showing the amount outstanding and the original due date.
If payment remains outstanding after a further seven days and no arrangement has been agreed, the school will contact the parent/carer again and invite them to discuss the account.
Where payment remains outstanding, the school may suspend or withdraw optional additional paid hours after giving reasonable written notice. The child's funded entitlement hours will remain available in accordance with the agreed funded attendance pattern.
The school may pursue outstanding debts through its normal debt-recovery procedures. Court action will be considered only as a last resort, after other reasonable approaches have been attempted and the effect on the child has been considered.
11. Monitoring and review
The Headteacher is responsible for implementing this policy. The Full Governing Board will review it annually, or sooner if funding arrangements, statutory guidance or the school's charging structure change.
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