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Kids Club Cabin

Payments Policy

Details of current session charges must be on display in the entrance to Kids Club Cabin. 

Invoices
The Kids Club Cabin treasurer is responsible for processing invoices and payments from parents/carers. The following guidelines must be followed:

· Invoices are prepared and sent to parents/carers at the end of each calendar month.
· If payment has not been made in full before the next invoice is issued, a reminder letter will be sent and a late payment fee of 10% will be applied.
· If the outstanding fees are not settled in the following month, a further letter will be sent and the childcare place/s will be withdrawn until the account is settled in full. 
· Debt collection services and/or legal action will be employed after three months of non-payment.

Kids Club understand that individual circumstances can change, and so parents/carers who experience financial issues are encouraged to discuss this with the Kids Club treasurer – contact details are attached to invoices. In such cases, individual payment plans may be discussed and agreed with the Committee.
Payments can be made using cash, cheque, direct bank payment or childcare vouchers. Cash payments must only be made at the Kids Club Cabin office, and the cash book must be signed. 
Administration Fee
An annual administration fee of £10 per child is attached to invoices in September. This covers the cost of administration associated with setting up and maintaining club records/processing invoices etc. New members joining after the September administration renewal date will be required to pay the full £10 fee.

Non-attendance

All booked sessions will be invoiced at the end of the month. Sessions cancelled in writing with two days’ notice will not be charged. 

Late collection fee

Late collection will be charged at a rate of £10 per 15 minutes for each child to cover emergency staffing and other arrangements. 
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