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Fees and Bookings Policy 

 

Wrap Around Care Provision 
Ermine Street Church Academy 

 

First approved by Governors 30th November 2016 

Policy to be reviewed Summer 2017  six months whilst Club grows 

Reviewed by Governors 29th November 2017 

 14th March 2018 

 1st May 2019 

 

This policy outlines payment conditions, modes of payment, procedure for late payments, invoice 

disputes, cancellations, forced closures and payment difficulties. 

 

The Hangar Club, Ermine Street Church Academy’s wrap around care facility is hereby referred to as 

the ‘provider/provision’. 

 

1. Payment conditions 

1.1. Provision Fees 

1.1.1  Monthly fees 

The current fees can be found on the booking forms. Fees will be reviewed for the 

beginning of each academic year. Parents will be informed of any changes in writing. 

 Fees will still be payable for children booked into the club, who then attend 

an after school activity (such as craft and sports club), at the school or 

elsewhere.  

 There will be no additional payment to the school if your child attends a film 

night or disco whilst in the care of Hangar Club.  
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 Where a child attends an after school activity before arriving at the club, fees 

will be charged from the end of the school day. This secures your child’s 

place in the event of the after school activity being cancelled last minute.  

 When your child is away from school on a recognised school activity the 

school will liaise directly with the provision and you will not be charged for 

the session(s).  

 

 

1.1.2  Late collection fees 

Due to the costs incurred in keeping the provision open beyond 6pm, if you are late 

collecting your child, you will be charged a late collection fee as follows:  

 £4 per family for each five minutes after 6pm. 

The time used for these purposes is that recorded when the parent signs the child 

out and thereby takes responsibility for their care. 

               Charges will be added to the next month’s invoice.  

 

1.2. Invoices and payment terms 

 A non-refundable deposit of 50% fees is required at the time of booking sessions for INSET 

day and holiday places. 

 In all other cases, fees are paid in advance following receipt of an invoice. 

 Invoices are prepared for the following month for payment. Full payment must be received 

within 30 days of the date of the invoice. 

 

2. Modes of payment 

You may choose from the following modes of payment to settle your invoices. 

Paying by internet banking  

 Please ask or email the school’s business manager 

(businessmanager@erminestreetca.org.uk) for details  

Paying by cheque or cash  

 In a clearly marked envelope please provide: 

o Your cheque made payable to Ermine Street Church Academy  

o Your invoice date and the name of the child(ren). 

Paying with electronic childcare vouchers 

 Please ask the Manager for relevant details 

 When making your payment online, please reference the invoice number and the name of 

the child(ren) if possible. 

 

3. Late payments 

You are encouraged to talk to the Manager if you think you will have difficulties in paying your 

invoice. The sooner we hear, the easier it is to find a solution. This is in everyone’s interest. See 

paragraph 7 for payment difficulties. 

mailto:businessmanager@erminestreetca.org.uk
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In the eventuality that payments are not received as outlined in paragraph 1.2., Ermine Street 

Church Academy will engage the following procedure to secure payments: 

• Stage 1: 

A reminder letter will be sent by email, or post if no email address has been given, asking for a 

payment to be made within two weeks of receipt of the letter. 

• Stage 2: 

If no response has been received two weeks following the receipt of the reminder letter, a warning 

letter will be sent to you by special delivery asking for payment to be made within one week of 

receipt of the warning letter. A £10 fee will be added to the total amount due. 

• Stage 3: 

If no response is received within one week of receipt of the warning letter, then the child 

(children)’s place(s) will be withdrawn immediately and the child (children) will no longer be 

accepted at the Provision for a whole term following receipt of payment. 

 

4. Invoice Disputes 

Should you not agree with the amount on the invoice, please speak in the first instance to the 

Manager. If you do not feel your query has been addressed you may send a dispute letter to 

the Manager of the Provision, with a copy of the invoice, outlining the disputed amount and 

the reason for the dispute. Any such dispute letter must be received at the latest 10 working 

days after the invoice date to be considered. If no dispute letter is received within this period, 

the invoice is deemed to be accepted, and liable for payment in full. The Manager will 

investigate the situation and respond in writing within 10 working days. If you still do not agree 

with the amount on the invoice please send a dispute letter to the Business Manager of Ermine 

Street Church Academy. The Business Manager will investigate the matter and respond in 

writing within 10 working days. The Business Manager’s decision is final. 

In the eventuality that the invoice is confirmed to be incorrect, a revised invoice and apology will 

be sent. 

 

5. Bookings and cancellations  

Please confirm all bookings with the Hangar Club Manager hangar@erminestreetca.org.uk  or 

phone 07719 846113.  Regular bookings will always take priority over ad hoc session bookings. 

If you wish to permanently cancel one or more regular sessions, one month’s notice is required 

in writing. You will continue to be charged for the period of notice even if your child does not 

attend the Club.  

If you wish to cancel a one-off regular or ad hoc session, 48 hours is required in writing.  

Cancelled sessions will be offered to other children. 

Booked sessions, cancelled due to illness, will be charged at the full rate.  In the case of extended 

illness over one week in length a 50% retainer will be required.  

If your child is away from school on a school trip or school residential trip there will be no charge.   

mailto:hangar@erminestreetca.org.uk%20%20or


– 4 – 

HANGAR Club Fees and Bookings  Policy May 19 

 

 

6. Forced closure of the Provision 

In some extreme circumstances, the provision may be forced to close unexpectedly at short notice.  

 If the provision is closed due to closure of Ermine Street Church Academy, no charge will be 

made.  

 If the provision closes early for any reason, you will be charged a percentage of the total 

cost, with the percentage being calculated as the number of minutes open / the total 

normal number of minutes x 100. Please ensure that the contact details we have for you are 

up-to-date. We do not want to be in a situation where we cannot contact you. 

 

7. Payment difficulties 

If you experience problems in meeting the payments, you must contact the Manager to avoid your 

child’s place being withdrawn. You will be required to send a letter outlining the problems. The 

matter will be dealt with confidentially. 

 

In this eventuality and upon receipt of such a letter, the Manager and Business Manager of Ermine 

Street Church Academy will meet to discuss the case and formulate an appropriate response. 

Should Ermine Street Church Academy consider the claim to be valid, support may be provided 

which could involve deferred payment or payment over a longer period of time. Any such decisions 

will be made on a case-by-case basis and you should not have any expectations in terms of the 

response you might receive. We may also, with your consent, be able to seek professional and/or 

financial support to help you. 

 

8. Childcare support 

If your employer offers a childcare voucher scheme, you may be able to use these towards 

payment for your booking. These schemes are exempt from tax and National Insurance. If your 

employer would like support to set up a scheme, ask them to call 01954 284203 for more 

information and advice, or log on to www.hmrc.gov.uk/helpsheets/e18.pdf. 

 

We currently accept most childcare vouchers. Please see the Manager for details.  

 

Childcare tax credits 

You may be entitled to childcare tax credits, which could assist with up to 70% of the cost of this 

booking. To find out if you qualify, call the Tax Credit Office on 0845 300 3900, or visit 

www.taxcredits.hmrc.gov.uk 

 

Childcare Information Service 

This service may be able to provide support for families and advice on paying for childcare. You can 

contact them on 0845 0454014  

http://www.hmrc.gov.uk/helpsheets/e18.pdf
http://www.taxcredits.hmrc.gov.uk/

