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[bookmark: _Toc236742688][bookmark: _Toc210025993]Purpose
The purpose of this policy is to provide a fair, transparent and consistent approach to the admission of children to VIP's Children's Club. It explains how places are allocated, how bookings are managed, how fees are charged and the responsibilities of parents and carers when using the service.
[bookmark: _Toc236742689]Scope
This policy applies to all parents, carers and anyone applying for or using childcare provided by VIP's Children's Club. It also applies to all employees responsible for administering admissions, bookings, invoicing and fee collection.
[bookmark: _Toc236742690]Policy Statement
VIP's Children's Club is committed to providing high-quality, affordable wraparound childcare in a fair, transparent and consistent manner. Places are allocated in accordance with this policy, and all fees are charged to ensure the sustainability of the service while providing families with clear information about their responsibilities.

[bookmark: _Toc236742691]Admissions and Fees Policy
VIP's Children's Club is registered with Ofsted (Registration Number: EY547003) and provides high-quality wraparound childcare for children aged 4 to 11 years. The Club primarily serves children attending Harewood Infant School and Harewood Junior School but may, subject to availability, accept children attending other local schools.

Places are offered on a first-come first-served basis. When all places have been filled, a waiting list will be established, with the following order of priority:
1. Siblings of children already attending the club
2. Those requiring the greatest number of sessions/hours per week
3. Children of Harewood Infants and Juniors School
4. Children living in the area attending other schools
5. Sibling of children who live in the area attending other schools
[bookmark: _Toc236742692]Registration
When an enquiry is received, parents or carers will be provided with information about VIP's Children's Club, including:
· Current availability of places. 
· Details of this Admissions and Fees Policy. 
· Registration documentation, including the Registration Form, Medical Information Form, Parent Contract, Booking Form and Photo Consent Form. 
· Information about the Club's policies and procedures. 
· A copy of the Parent Handbook. 
Where a place is available, parents or carers and their child will be invited to visit the Club before the child's start date. This provides an opportunity to meet the staff, view the setting and discuss the child's individual needs.
A place will normally be confirmed once all required registration documentation has been completed, signed and returned.
Where no places are available, the child's details will be added to the waiting list in accordance with the Club's admissions criteria. Parents or carers will be contacted as soon as a suitable place becomes available.
[bookmark: _Toc236742693]Booking Types
VIP's Children's Club offers two types of childcare bookings to meet the needs of families.
[bookmark: _Toc236742694]Permanent Bookings
Permanent bookings are regular contracted sessions reserved for a child each week during term time. These sessions are held exclusively for the child and remain available whether or not the child attends.
Parents wishing to cancel a permanent booking must provide a minimum of four weeks' written notice. Fees remain payable throughout the notice period, regardless of attendance.
[bookmark: _Toc236742695]Ad-hoc Bookings
Ad-hoc bookings are intended for families who require occasional childcare and are subject to availability.
Parents wishing to request ad-hoc sessions should contact the Club by Saturday for the following week's childcare requirements wherever possible. Requests received after this time will be considered where availability allows but cannot be guaranteed.
Once an ad-hoc booking has been confirmed, the session becomes chargeable.
A minimum of 48 hours' notice is required to cancel an ad-hoc booking without charge. Where less than 48 hours' notice is provided, or the child does not attend, the full session fee remains payable.
VIP's Children's Club reserves the right to decline ad-hoc booking requests where no places are available or where a family's account has outstanding fees.
[bookmark: _Toc236742696]Fee structure
· Current fees are:
· Breakfast Club: £5.00 per session 
· After School Club: £17.00 per session 
VIP's Children's Club accepts payment by electronic bank transfer, HMRC Tax-Free Childcare, approved employer childcare voucher schemes, Student Finance childcare payments (where applicable), and any other payment method agreed by the Registered Person.

Fees are reviewed annually. Parents and carers will be given reasonable written notice before any changes to the fee structure take effect.
Fees are payable for all confirmed bookings, whether or not the child attends, unless cancelled in accordance with this policy.
VIP's Children's Club accepts payment by electronic bank transfer, Tax-Free Childcare, approved childcare voucher schemes and any other payment methods agreed by the Registered Person.
[bookmark: _Toc236742697]Late Collection
Children must be collected promptly at the end of their booked session.
Where a child is collected after their agreed collection time, a late collection charge of £7.00 per 15-minute period (or part thereof) will be added to the family's account.
This charge reflects the additional staffing costs incurred by VIP's Children's Club. To maintain safe staff-to-child ratios and safeguard the welfare of all children, the Club is required to retain a minimum of two members of staff until every child has been collected.
The late collection charge has been calculated to contribute towards the additional staffing costs incurred by retaining two members of staff beyond their scheduled working hours in order to maintain safe supervision ratios and safeguard the welfare of all children.
Parents and carers are asked to contact the Club as soon as possible if they are unexpectedly delayed. Where exceptional circumstances arise, the Registered Person may exercise discretion where appropriate.
Repeated late collection may be treated as a breach of the Parent Contract and may result in a review of the child's place at VIP's Children's Club.

[bookmark: _Toc236742698]Payment of fees
nvoices are issued monthly and payment must be received in full within 10 calendar days of the invoice date, unless an alternative payment arrangement has been agreed in writing by the Registered Person.
Parents and carers experiencing financial difficulty are encouraged to contact the Registered Person as soon as possible. Wherever appropriate, individual payment arrangements may be considered at the Club's discretion.
Where an account reaches two months' outstanding fees, VIP's Children's Club reserves the right to refuse any further bookings until the outstanding balance has been cleared or a suitable payment arrangement has been agreed in writing.
Continued non-payment may result in the child's place being withdrawn and the outstanding balance being recovered through appropriate debt recovery procedures.

[bookmark: _Toc236742699]Outstanding Accounts
Where payment has not been received within 10 calendar days of the invoice date and no alternative payment arrangement has been agreed, a £10 late payment administration charge will be added to the account.
A further £10 late payment administration charge will be applied for every additional 10-day period that the account remains overdue.

[bookmark: _Toc236742700]Monitoring and Review
This policy will be reviewed annually, or sooner where changes in legislation, statutory guidance or operational practice make this necessary.
Compliance with this policy will be monitored through admissions records, booking records, invoices, payment records, parent feedback and quality assurance audits to ensure that admissions and fee arrangements remain fair, transparent and consistently applied.
[bookmark: _Toc236742701]Related Documents
This policy should be read in conjunction with the following controlled documents:
QMS-001 Quality Manual 
Parent Contract 
Registration Form 
Booking Form 
Medical Information Form 
Photo Consent Form 
Parent Handbook 
Complaints Policy 
Behaviour Management Policy 
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