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ROSC Policy on Payment/Collection of fees
Rationale
ROSC is a provider of quality out of school care for primary aged children.
It is a charity run by a committee of parents and employs paid staff. As a charity ROSC is dependent on prompt payment from its service users and is unable to sustain arrears otherwise the service to all users is at risk. 
Confidentiality and Consistency

When collecting fees, ROSC will at all times treat all users with of the service with consistency and confidentiality.
ROSC Term and Conditions 
· Families starting the service will be asked to pay one month’s deposit and one month’s fees in advance.

· Four weeks written notice must be given if you want to permanently cancel any of your allocated sessions or stop using ROSC. If notice is not received you will be expected to pay four weeks fees instead. If you have paid a deposit prior to starting, this will be used to pay outstanding fees. 

· Invoices will be issued monthly and fees must be paid for the month in advance immediately on receipt of the invoice.
· If a session has been allocated but your child does not attend for any reason you are still required to pay fees for that session.
· Please inform the Manager if you are unable to pay fees for any reason 

· ROSC reserves the right to withdraw a place due to unpaid fees

· ROSC reserves the right to increase fees at any time in order to meet the running costs of the organisation

· At least four weeks’ notice will be given of any changes to fees
· Children who don’t usually attend ROSC in termtime must pay their holiday club fees in advance.
· If ROSC is closed because of circumstances outwith our control, fees will still be due.
Methods of Payment

Direct payment is preferred, however fees can also be paid by cheque, childcare vouchers or cash. There will be no charges for when ROSC is closed. 

Financial Difficulties

ROSC will at all times seek to be sympathetic to, and understanding of, individual’s financial circumstances. Users experiencing financial difficulties in paying any fees and charges should seek help at the earliest opportunity through discussion with the Manager. Additionally, if payment is restricted to a particular date(s) in the month the Manager should be informed and an agreement reached relating to this. ROSC may accept outstanding fees by instalments after agreement but following any defaults of the conditions of this arrangement, the arrangement will cease and all outstanding amounts will be due immediately. 
Debt Recovery Process
If fees are not paid at the agreed time the actions as detailed below will be followed. Failure to pay could lead to the loss of your child’s place. Outstanding fees may be referred to a debt collection agency.
	Activity 
	Action 

	Fees 2 weeks in arrears. 
	Balance reminder letter 1.
Payment due in accordance with the terms and conditions of the invoice. If there is a query or dispute about the amount of fees charged, service users should contact the Manager on receipt of the invoice.


	Fees 3 weeks in arrears.
	Balance reminder letter 2.

	Fees in arrears by 4 or more weeks.

	Final reminder issued clarifying next steps and timescales involved.
Payment due in accordance with the terms and conditions of the invoice



	Payment not received in accordance with terms and conditions of Final Reminder.

	Withdrawal of child care services will proceed. 
Debt collection initiated via debt collection agency.
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