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Mereside Primary School

and Children’s Centre

After School Club Policy
_______________________________________________________________________

Statement of Intent
Mereside Primary School and Children's Centre aims to provide a high quality and affordable after school club experience for children.
We aim to:
· Ensure everyone feels valued and respected and has an equal chance to do their best.

· Help children develop a positive attitude, self-respect and respect for others, and learn to take responsibility for their own actions.

· Understand and meet children’s individual needs, especially those of vulnerable pupils.

· Ensure all achievements are recognised and celebrated.

· Create a caring, safe, purposeful and calm environment which promotes children’s wellbeing.

· Develop positive and supportive relationships between children, parents, school and the wider community. 
We will work with parents to claim benefit entitlement related to After School Club fees such as Working Tax Credits.

This After School Club Fees Policy has been established 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.

Parents should be made aware of and given access to this policy and the school’s procedures. It will be included on the school’s website and made available to view at the school on request.

Fees

· Fees are £ 5.50 per session per child for children from Reception through to Year 6. 
· For Nursery children the fees are £8.75 per session – this is because we need a higher staffing ratio when Nursery children attend After School Club.

Payment information

Parents are required to pay for all services provided by the school in advance by making an online payment to their child’s account on the ParentPay system or at any shop displaying the PayPoint logo.
Parents can choose how frequently they make payments to the ParentPay accounts. This could be weekly, monthly or termly. Please be aware that there is a processing cost associated with every payment, this cost is met by the school. 
If you have any difficulty accessing the system please contact the school finance office immediately.

The ParentPay system incorporates a low balance warning system which can be set up by each parent according to their own needs.

When the balance on a particular payment item for a particular child reaches a pre-set level (set by the parent), the system can automatically send a free email to the parent’s nominated email address advising them of the low balance.

Late collection

Staffing ratios must be maintained at all times. If a child is collected late, this can lead to staff needing to stay beyond the end of their normal working hours. 
This incurs a cost which will be passed on to parents at £5.00 for the first 15 minutes and a further £1.00 for each subsequent 5 minute period.
Difficulty with payments 

Mereside Primary School and Children's Centre will work with parents to ensure all avenues for assistance with payments are explored. 
Parents may face financial difficulties and, understandably, would like to ensure as little disruption to their child’s care as possible. 
Parents and carers experiencing such difficulties should contact the School Business Manager as early as possible, to reach a suitable arrangement for both parties.
In the event of two weeks missed payments your child will not be able to attend After School Club until all outstanding arrears have been cleared.
Debt Recovery – in line with FCAT Debt Recovery Policy 2019
Where payment for services is not received in advance and arrears accumulate longer than one week, the following procedures apply:

After 1 week - Informal reminders – Parents will be informally reminded in person, by text or note home that monies are owed and that their ParentPay account needs updating. 

After 1 month - First formal reminder letter – If the debt remains unpaid despite informal reminders, a formal letter will be sent by reminding the parent of previous communication and requesting immediate payment. 

Parents are able to set up a payment plan to bring the arrears up-to-date by contacting the Finance Office. Payment Plan – if payments agreed in the Payment Plan (sufficient enough to cover the ongoing weekly costs and pay off past debts) are made on time, the provision will continue. If regular payments are not made, the place will be withdrawn. 

On a monthly basis, the Corporate Services Lead will review the level of outstanding debts to determine whether this level is acceptable and whether action to recover debts is effective. 

If, after 10 weeks from the date of account, the account has still not been settled, legal action will be considered by the Chief Financial Officer and Academy Principal.   The following will be considered:

· Hardship – where paying the debt would cause financial hardship;

· Ill health – where our recovery action might cause further ill health;

· Time – where the debt is so large compared to the person’s income that it would take an unreasonable length of time to pay it all off;

· Financial impact on the Academy;

· Financial impact on the debtor;

· Potential impact of any precedent set.

If legal action is considered appropriate, the debtor will be informed in writing. The debtor will be informed that they will be liable for costs and that the debt will be subject to statutory interest from the day it became due.

If legal action is not pursued, or has been unsuccessful, individual irrecoverable debts may be written off in accordance with the requirements of the Academies Financial Handbook 2016 as follows:

· Debts of less than £1,000 may be approved for write off by the Academy Principal and Chief Executive Officer;

· Debts over £1,000 must be approved for write off by the Board of Directors.

· Where the debt to be written off exceeds any of the following, the Corporate Services Lead must obtain the Education Funding Agency’s prior approval:

· 1% of total annual income (defined as grant income as disclosed in the Trust’s last set of audited accounts) or £45,000 (whichever is smaller) per single transaction;

· Cumulatively, 5% of total annual income in any one financial year.
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