
        
 
AT ELMSLEIGH THE FOLLOWING CHARGING AND REMISSIONS PROCEDURES 
WILL BE ADOPTED: 
 
On occasion, parents will be asked to make a voluntary contribution for, or towards the 
cost of certain types of enrichment activity, which cannot otherwise be funded wholly by 
the school.  It is envisaged that activities will include:- 
   
      i) school outings 
     ii) visits by theatrical groups, musicians, authors etc. 
    iii) a voluntary contribution of 50 pence per week to cover the 
         cost of various craft activities  
 
Parents will be notified well in advance of the cost of the activity and the voluntary 
contribution they may wish to donate in order that the activity is financially viable.  The Y2 
residential visit may be paid in instalments.  School does set an annual budget to 
subsidise visits so that the cost is affordable for parents. 
 
No child will be excluded from taking part in any activity by virtue of an inability to pay if 
the activity forms part of the National Curriculum requirements or if it takes place during 
the school day.  However, if insufficient voluntary contributions are received, it may be 
necessary to cancel the activity. 
 
School now uses Parent Pay to enable parents to pay for all items – PE kits, book bags, 
swimming hats, visit contributions, Nursery fees, breakfast club, fundraising items such as 
purchase of Christmas cards and sponsor money.  Each parent will be provided with a log 
in to access the Parent Pay website. 
 
REMISSIONS 
At the present time, all school meals are free to infant age children (Universal Free School 
Meals).   
Reminders will be issued for outstanding fees (Nursery and Breakfast Club).  See 
Appendix 2 re: Extended Services Debt Policy – 30 Hours Nursery provision. 
All resource items must be paid for in advance.  The item will then be placed in the class 
home tray. 
 
See Annex 1 re: payment of nursery fees. 
 
Debts exceeding £50 should be referred directly to Esteem MAT finance section. 
 
FUNDRAISING  
Throughout the year we raise additional funds, e.g. via the sale of photographs and Xmas 
cards.  Again payment is required prior to orders being placed with suppliers. 
 
 
WRAP AROUND CARE 
In addition to Breakfast Club, school may at times enter into a contract with an external 
provider to provide after-school provision for our children. In such cases the agreement 
will be between the parents and the company; all bookings and payments to be  
completed on-line.  
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LETTINGS 
Lettings will be charged at £20.00 per hour. 
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Appendix 1 

 

Nursery Fees 

 
Terms and conditions: Extended Hours 

• The cost extended 15 hours - 5 days provision £63.60 per week (this payment is only due 
if you are not eligible for funding visit https://www.gov.uk/30-hours-free-childcare for 
more information) 

• The cost of lunch time cover top up – this is in addition to extended hours and all parents 
are required to pay for this regardless of eligibility for funding – 5 days provision is £15 per 
week 

• All extended hours & top up fees are payable a term in advance and non-refundable (as 
staffing will be in place we cannot refund fees for times when your child is ill or on holiday)  

• Failure to pay the extended hours (£63.60/£15 per week) may result in your child losing 
their nursery place (subject to available spaces) 

• Payments must be made via Parent Pay which we will provide login details for. 

• If you are entitled to 30 hours free funding, we will check your 30 hours free childcare 
code is authentic and ask that you periodically reconfirm your code online, which we then 
check in order for you to remain eligible. Please note it is your responsibility to ensure that 
the 30 hour code is up to date.   

• If you fail to reconfirm your 30 hour eligibility code in time, you will be expected to pay 
for your child’s place. If you are unable to pay due to financial circumstance this may 
result in your child no longer being able to attend our nursery (subject to available 
spaces for 15 hours only) 

 
Terms and conditions: Dinner Money 

• School Meals will be provided each day – cost of dinners is a separate payment and should 
be paid weekly on the first day of each week, typically Mondays. Dinners are £2:10 per 
day, weekly cost is £10:50. If your child is ill, the payment for that day/s will carry forward 
to the next week. On days when Nursery has to close due to severe weather, payments 
will not be charged. 

 
 
 
I agree to the Terms and conditions in this document prepared by Elmsleigh Infant & Nursery 
School 
 
 

Parents Name 
(please print) 

 

Parents Signature 
 

 

Date  

 
 
 

This form will be retained by the provider School and a copy will be given to the parent. 

 
 
 
 
 
 



 
 
 
 
 
Appendix 2 
 

Elmsleigh Infant 
and Nursery School 

 
Extended Services Debt Policy 

 
Nursery Additional Hours Beyond 30 

 
 
Background 
The Elmsleigh Infant and Nursery School Extended Services Policy has been 
adopted to ensure that a consistent and fair approach to debt incurred by 
parents/carers whose children attend Extended Services provision. The Local 
Authority is not accountable for the administration of Extended Services, therefore 
the responsibility falls on the school to pursue instances of non-payment. As a 
result the school budget will have to directly fund any outstanding debts that cannot 
be recovered thereby directly affecting the amount of money that is available to 
provide education to all pupils. 
 
Cost of 15 Hours  Extended Provision  
You may be eligible for the full 30 hours free funded by the government. Please 
visit https;//www.gov.uk/30-hours-free-childcare for more information on eligibility. If 
you are entitled to the DfE funded 30 hours, then there will be no payment required. 
If, however, you are not entitled to funding you will be able to pay for your child’s 15 
extra hours. This is currently £63.60 per week. Payment can be made as 
instalments but must be paid before each term starts in advance. Any revision to 
the Extended Services prices will be notified to parents/carers the term prior to the 
new charge taking effect. 
Top-up for Lunch Time Cover 
All parents accessing our 30-hour provision will need to pay a top-up fee to cover 
lunchtime which will be £15 per week, which must be paid before each term starts. 
Parents who are not eligible for 30 hours free childcare but would like to pay for the 
15 extended hours will need to pay in total £78.60 per week.  
Payment for Extended Services 
Payment should be made via Parent Pay which you will receive a login a week 
before your child is due to start school. The School must ensure that all Extended 
Services money collected is banked in a timely manner in accordance with the 
School’s Financial Regulations which are periodically inspected by audit.  
If you would like to make payment using Tax-free Childcare, please get in touch 
with our school office. 
Management of Extended Services 
To ensure that the School’s budget is not adversely affected by the cost of 
providing Extended Services, the Governors consider the fairest system to all 
families is to pursue a ‘Zero Tolerance’ approach. Although, this may seem harsh 
to some parents it is important that the Extended Services provision does not run at 
a loss, otherwise the school budget will be affected, and to the detriment of all our 
pupils.  
 



When payment has not been received for the forthcoming week’s provision, the 
school may provide the service where it is felt that this is a temporary situation e.g. 
lost or forgotten money, temporary hardship etc. however, details should be 
recorded in writing and a record maintained and monitored. 
If a child has Extended Services provision which has not been paid for, a letter/text 
detailing how much is owed will be sent to the parent/carer requesting payment 
directly to the school within 7 days. The same process will be used if a cheque is 
not honoured by the bank. Prompt action will be taken to address any debt issue at 
an early stage in order to prevent arrears amassing. 
Where a child continues to require this provision, the School must establish if the 
parent/carer is experiencing hardship which affects their ability to pay. Under these 
circumstances the parent/carer should be invited to speak confidentially to the Co 
Head Teacher.  
When the debt exceeds £20.00 for a child or family a formal letter must be sent to 
the parent/carer informing them of their required actions.  
If the debt exceeds £40.00 for a family and/or action proves unsuccessful in 
securing Extended Services money arrears, the School will write to the 
parent/carer, explaining that the School is not obliged to provide Extended Services 
provision where advance payment is not forthcoming.  
Monitoring and Recovery of Extended Services Debts 
 
At each meeting of the Governing Body/Finance Committee, the Co Head Teacher 
will provide Governors with details of any outstanding Extended Services debt and 
the current / profiled position with regard to the overall profit or loss of the provision. 
If the provision is running at a loss, the Governors then will have to decide on the 
existence of the provision in school. The aim of this policy is to minimise the 
opportunity for debt balances to build up and incurring costly referral to the 
School’s solicitors. The School does, however, reserve the right to begin legal 
proceedings to recover outstanding Extended Services debts and inform the Local 
Authority, Legal Services.  
 
Where full or part payment for Extended Services is to be made via voucher 
scheme, regular reconciliations should be performed to ensure all monies due is 
received from the voucher company to avoid the commencement of action with the 
parent should there be a delay in payment from the company. 
 
All Write-offs of outstanding debt must be approved by the Governing 
Body/Finance Committee following submission of details of the debt by the Co 
Head Teacher together with reasons for no further action being taken.  
Reviewed by:        November 2020 
 
This Extended Service Debt policy was approved by governors 
 
 

 
 
 
 
 
 
 
 


