HAMILTON PRE-SCHOOL POLICY
ADAPTED FOR THE PRE-SCHOOLS WEBSITE PAGE
PAYMENTS OF ANY MONEY OWED TO HAMILTON PRE-SCHOOL BY PARENTS/CARERS OF CHILDREN ATTENDING.


PAYMENTS.
[bookmark: _Int_VREwx0S6]Any invoice's sent out to parents/carers must be paid within 10 or 14 days of the date on top of the invoice sent.
[bookmark: _Int_lGjg0TyR][bookmark: _Int_fhmpU2nZ]All invoices will be sent home as letter form and not via email. A copy will be kept by Hamiltons.
Invoices must have: -
Pre-school name
Date
Invoice number
Then in detail what the invoice is for giving dates if needed.
The total amount
[bookmark: _Int_KkEd77ee]How payment should be made
[bookmark: _Int_ci68BEF1]Within the time frame of 10 or 14 days.
Bank details.

LATE PAYMENT CHARGES:
[bookmark: _Int_VGEMslSg][bookmark: _Int_DVyZYsGz][bookmark: _Int_pdbeJenE][bookmark: _Int_c1uom1WH]If payment is not made within the time dated on the invoice the manager will send out either a general reminder or an individual reminder of payments need to be paid informing them of late fee charges. If payment has Still not been received: -
Late charges.
[bookmark: _Int_ZmU6Q3ql][bookmark: _Int_UXjvI4kr][bookmark: _Int_vxBTepS8][bookmark: _Int_QVJi12jf][bookmark: _Int_e13dWBSl]£10.00 charge will be added after the 10/14 days of the original invoice sent home.(A copy of the invoice will be sent home with the added charges). Which will also inform that £2.50 will be added for each day after the date of the invoice sent home until payment has been made.

NON-PAYMENT
[bookmark: _Int_udFFTjzX][bookmark: _Int_lXcu6seO][bookmark: _Int_owHa5QMT]If payment is not made after 4 weeks of the first invoice being sent home (after the due date) parents/carers will be informed of legal action. 
[bookmark: _Int_BkNYLKHo][bookmark: _Int_z2UjN5Bu][bookmark: _Int_MfM5vZxX]If it's an invoice for extra hours/sessions parents/carers will be informed that their child will not be able to attend those extra hours/sessions until payment has been made.

EXTRA SESSION/HOURS INVOICES, DATES OF INVOICES SENT OUT:
TERM 1
[bookmark: _Int_5NBWNZXP]September--Due to parents/carers may have to change times and sessions invoice will get sent middle to the end September.
TERM 2
[bookmark: _Int_i52M4aVM]Invoices will go out around 15th November for payment to be made by the start
December.
TERM 3
[bookmark: _Int_a6Ay22Q0]Invoices sent out around 5th March for payment to be made by the start of April.

MANAGEMENT MUST WORK WITH THE PARENTS/CARERS IF PAYMENT HAS NOT BEEN MADE AS TO THE REASON WHY. IT WILL BE THE MANAGERS DECISION AS TO HOW THEY WILL WORK WITH PARENTS MOVING FORWARD.
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