
Guyhirn Church of England Primary School  

& Pre-School 

Charging Procedure 

 

Aims 
 

●​ Our aim is to ensure that all children have access to an enriching early years’ experience which 
supports all needs of the children and their families 

●​ To support all families and their children despite financial means  
 
 
 
Responsibilities  
The head teacher and office coordinator are responsible for the implementation of the charging policy and 
the determination of any individual case arising from the implementation of this policy. 
 
We will make a charge for: 
 

●​ Materials and equipment. No charge is made for materials and equipment used in curriculum time.  
 

●​ Breakages and damages. The Local Governing Body will require parents to pay for the cost of 
damage caused by a pupil’s behaviour (e.g. breakage of a window, damage to furniture). The school 
may also consider charges for any lost or damaged school resources e.g. books or equipment on 
loan. 

 
 
Funding 
If your child is in receipt of universal 3 year funding, you will need to complete a funding form the term 
before they become eligible. Forms are available from the school office. There is a cut-off date of which 
funding can be claimed for that term so it is of utmost importance that your funding form is submitted before 
that date. The school office will make you aware of the final date of which we can accept your funding form. 
If you submit your form late, regrettably, we will not be able to process your funding and therefore your 
child’s sessions will need to be paid for in order for your child to access them.  
 
We also accept extended 15 and 30 hour funding for 2, 3 and 4 year olds. Funding for these hours are 
applied for online on the government website. Much like the universal funding, these must be completed the 
term before your child’s eligibility and each term afterwards to reconfirm your family circumstances. It is the 
responsibility of the parent/carer to make sure that this has been completed to allow the funding to continue 
each term. In any case of which necessary online forms have not been completed and/or reconfirmed your 
funding will be void and either you will need to pay for the sessions or your child’s space will become 
available for a child on the waiting list. 
 
 
Paid sessions 
We also offer sessions for children who wish to pay for their spaces. Sessions are classed as a 3 hour 
period, morning and afternoon session, or full day sessions which are 6 hours. Sessions are currently 
priced at £16 per session. If there are to be any changes to session prices, you will be given one month's 
prior notice to these changes. 
 
All payments must be made before the start of the month for the upcoming month (for example, fees for 
April must be paid by April 1st). All families who pay for all/some of their sessions will be given an invoice in 
advance.  
 
 
Lunches 
If you would like your child to have a school dinner during their session at pre-school, these are bookable 
on the ‘My child at school’ app. School lunches must be booked and paid for the week before. You also 



have the option to provide your child with a packed lunch if you would prefer. Please see our Healthy 
Schools Policy for more information on this. 
 
 
Late payments  
 
Payments need to be paid prior to your child’s sessions, therefore if payments have not been received by 
the 1st of the month, there will be an additional late fee of £20. Your child will therefore not be able to attend 
until both the late fee and the session payments have been made. If there are exceptional circumstances 
which mean you are unable to fulfil this, you must speak to a member of staff to discuss to avoid the late 
payment charge.  
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