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Admissions and Fees Policy

Hazeldene Care Club is registered with Ofsted, serving the children of Hazeldene
School.

Admissions
Places are offered:

e To children from Hazeldene School on a first come first serve basis.

e To children whose parent/s work in the school (at no charge).

e To children whose grandparent/s work in the school (at 50% reduction charge).
e To children of Governors when on governor business (at no charge).

e To children of Friends of Hazeldene helpers when on Friends business (at no
charge).

Registration

When an enquiry regarding places is made, parents or carers will be given all the
relevant Club information, including:

Information regarding availability of places

Details of the Admissions and Fees policy

Registration form, medical form, photo permission form (Appendix 1)

Be referred to the school website www.hazeldeneschool.co.uk/index.htm

The child will be able to attend care club as soon as the completed forms are received.

If no places are available, the parent will be informed and the child’s name added to the
waiting list. As soon as suitable places become available parents will be informed.

Booking procedure

Parents must complete the necessary paperwork, ie contract, registration, medical,
booking and photo permission forms, before their children can attend the club.

Sessions:

Once booked, if a child does not attend for any reason, parents will still be charged for
the session.

Fee structure

Care Club is available from 8.00am until school starts in the morning at a cost of £4.50.
For children attending in the afternoon the first session, after school until 5pm, is
charged at a flat rate of £6.75 regardless of the amount of time used and then an
additional late session, from 5pm until 5.45pm, is charged at £3.25.



e Sessions fees are payable upon receipt of invoice, or per session in cash if desired.
¢ All cash payments must be given to the School Office and not Care Club staff.

e Fees can be paid by voucher, cheque, electronic transfer, cash or direct debit.

¢ If you are late picking up at 5pm you will be charged the additional late

session cost regardless of the time your child is collected unless after 5.45pm
and the following additional cost is charged.

o Late pick up fee is £10 for every 15 minutes. Please note staff are only insured
to look after your child at Care Club until 5.45pm.

e Fees are charged for booked sessions whether the child attends or not.

o If your child attends a before or after school club and doesn’t use Care Club on that
day you will not be charged. However, if your child then goes into Care Club and is
picked up from Care Club you will be charged for the session.

As we have to ensure the correct ratio of staff to children additional charges will
be introduced for pupils dropped off at Care Club but not booked in. These are
£10 an hour.

If you no longer need your child in Care Club, a month’s written notice must be given.

Payment of fees
Fees are reviewed annually by the Governing Body of Hazeldene School.

Fees will be invoiced on the first Tuesday or Thursday of each month and a message
will be sent to all parents to let them know the invoice has been sent. Payment is due
immediately.

Those parents/carers with fees outstanding after seven days will be contacted
reminding them that their account is outstanding and the fees are due for payment
ASAP.

Those parents/carers with fees outstanding after fourteen days will be contacted via
telephone by the School Finance Team to agree a payment date.

Those parents/carers with fees outstanding after twenty-one days will be contacted by
letter which explains that as payment has not been received, their child’s place is being
withdrawn until the outstanding amount is paid. Once payment has been received their
child’s place will be reinstated.

Please note that failure to pay outstanding fees could result in legal action being taken
with the Small Claims Court.

Written in accordance with the EYFS welfare requirements: Safeguarding and
promoting children’s welfare and Documentation.



