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Purpose and Scope

This policy explains how the school charges for Early Years education, wrap-around care (before
school, after school and holiday care), meals and other products; how government Early Years
funding (15 or 30 hours) is applied; how bookings should be made; and how payments, refunds
and cancellations are handled.

It applies to all pupils in Nursery and Reception and to any pupils using our wrap-around care and
Seahorse Club holiday provision.

Key Principles

The School aims to provide high-quality Early Years education and childcare within a clear,
transparent and compliant charging framework.

Governmentfunded hours are applied in accordance with published Early Years Funding rules and
are genuinely free at the point of delivery.

Families may choose additional educational sessions, childcare provision and optional products
according to their individual requirements.

The School seeks to provide flexibility wherever possible, whilst maintaining sufficient structure to
enable effective educational delivery, staffing and safeguarding arrangements.

Eligibility for Early Years Funding

All parents are entitled to the 15 hours Universal Entitlement (where applicable by age). From
September 2025, eligible parents may receive the 30 hours Working Parents’ Entitlement.

Funding is expressed on a 38-week basis:

e Universal Entitlement: 15 hours per week up to a maximum of 570 hours per academic year
(38 weeks).
e Working Parents’ Entitlement: 30 hours per week up to a maximum of 1,140 hours per

academic year (38 weeks)



If you choose to stretch your funding across more weeks, the weekly free entitlements are:
e Universal Entitlement (stretched): 11.18 hours per week.

e Working Families Entitlement (stretched): 22.35 hours per week

It is parents’ responsibility to apply for, maintain and provide any government codes required for
the 30-hour entitlement.

Booking Procedures

All bookings for educational sessions, wrap-around care, Seahorse Club (Holiday Daycare) and products
must be made using the EYParent App / EY Manage, unless you have agreed otherwise with the
school.

When making bookings via the App, parents should:

Review the pre-populated educational sessions for accuracy and request corrections by emailing
eymanage@ncl.gdst.net, if necessary.

Add optional products (milk, snacks, lunch) at the same time as making any session booking, by
ticking those products in the session you are booking (making sure not to tick the same product as
the session), wherever possible, as products cannot be added retrospectively to a booked session.

Use “Product Sessions” only when you are not adding any other session that day (see Section 5 for
product rules to avoid double-charging).

The school will review parent booking requests and accept only those that are correctly completed.
If a booking is accepted, you will receive an acceptance message in the EYParent App. If a booking
is declined, you will receive a message explaining why this is the case.

The School aims to respond to booking requests within 2 working days and we recommend that

you contact our Reception desk, if you have not received a response to a booking request within
that time.

Products and the difference between “Products” and “Product Sessions”

To avoid double-charging:


mailto:eymanage@ncl.gdst.net

Add products as products attached within sessions (recommended and quickest) by ticking the
boxes for each additional product you want to add to the session you are booking.

Product Sessions exist for days where no additional other session is required, in which to include
the product (e.g. booking lunch only on a day when the required sessions have been booked
already).

Important: If you book a Product Session for an item (e.g. Lunch), do not also select the same

product from the product list within another session on the same day (ie if booking lunch using the
Lunch session, do not, also tick the Lunch product within that session)

Fees and Charges (Summary)
Educational Nursery sessions (each of 3 hours duration):
e Pre-booked at the published rate per the current price list

e Unbooked at the published rate per the current price list

Nursery pupils are required to attend for a minimum of five Educational Nursery sessions per week
during Term time only.

Reception sessions (each of 6.5 hours duration):

e As per the current price list

Reception pupils are required to attend for five Educational Reception sessions per week during
Term time only.

Optional extra sessions and products

Wrap Around Care

Wrap Around Care is charged in 30-minute blocks (or part thereof] at the rates published in the
current Fees List.

Pre-booked and unbooked rates apply as published.

Full Day+ Extended Hours and Full Day+ All products include up to four hours of Wrap Around

Care per day and may represent a lower cost than booking equivalent sessions separately.



Nursery pupils are required to attend a minimum of five educational nursery sessions per week
during ferm time.

Reception pupils are required to attend for five educational days per week during term time.

Seahorse Club (Holiday Care)

Seahorse Club operates core hours between 09:00 and 15:00 during designated School holiday
periods.

Optional wrap-around care is available between:

08:00 and 09:00
15:00 and 17:00

and is charged at the rates published in the current Fees List.

Lunch/Snacks/Milk/Products
Seahorse Club (Holiday Care)
Seahorse Club operates core hours from 09:00-15:00 during holiday periods.

Seahorse Club wrap around operates from 08:00 to 09:00 and 15:00 to 17:00 during holidays
(not 18:00, as during term time).

Milk, Mid-Morning Snack, Lunch and After School Club Snack are not available during Seahorse
Club sessions.

Parents may use Early Years funding and Tax-Free Childcare for Seahorse Club bookings.

Arrival, Collection and Grace Periods
Morning grace period: may arrive up fo 15 minutes early without charge (e.g. booked from 08:30,
may arrive from 08:15). Arrival earlier than the start of the grace period will incur a charge for the

addition of an additional 30 minute wrap-around session, charged at the pre-booked rate.

Afternoon grace period: collection within 10 minutes of the finish time for the pupil’s year group is



free. After that time, pupils will be admitted to After School Club and will incur a charge for the
addition of a 30 minute wrap-around session at the un-booked rate starting at the end of day time
for their year group. If not collected within 30 minutes of that time, further wrap-around charges
will be incurred per minute, until collection or until the end of the After School Club (whichever
comes first), at the un-booked rate.

Except at the end of the wrap-around care provision period for the day, collection within 10 minutes
of the finish time of a pre-booked after school club session is free; later collection will incur a charge
for the addition of an additional 30 minute wrap-around session charged at pre-booked rate starting
at the end time of their pre-booked session. If not collected within 30 minutes of that time, further
charges will be incurred per minute, until collection, at the pre-booked wrap-around care rate.

Collection after the end of the wrap-around care provision period for the day will incur late
collection charges as set out in the Fees List.

Exceptions

Parents of Early Years pupils will not be charged for wrap-around care in the following
circumstances:

e Before school care will not be charged for Early Years younger siblings of an older Junior
School pupil attending a club on the Junior School site.

e Before school care will not be charged for Early Years pupils arriving at Junior School on
the 08:30 Shuttle Service, the City East, North Tyneside or Gosforth bus services.

e Atfter school care will not be charged for Early Years pupils awaiting departure of a pre-
booked school bus service at either 16:00 or 16:15.

e After school care will not be charged for Early Years pupils awaiting the start of an after
school activity club commencing at 16:00.

e After school care will be charged for Early Years pupils awaiting collection at the normal

finish time of an older sibling at Junior School.

Cancellations and Refunds
Educational Sessions:

Parents must provide a minimum of thirty days’ written notice to the Head to cancel their acceptance
of a place or to withdraw the Pupil from the School. In the absence of such timely notice, the Parents
will be liable to pay fees for the number of sessions booked for the Pupil during the thirty days
following the date on which notice is actually given. This amount shall be payable immediately as
fees in lieu of notice. The fees in lieu of notice will be calculated based on the full rate for any EYFE



sessions, together with any additional Early Years Fees, Additional Charges, and Optional Extras
booked within that thirty day period, in accordance with the rates set out in the published Fees List.
No discounts shall apply to this calculation.

Non-Educational Sessions and Products:

Requests to cancel pre-booked non-educational sessions, optional products or childcare provision
made with at least seven clear days' notice will normally be eligible for refund, subject to deduction
of the Standard Administration Charge.

The Standard Administration Charge is currently £10 per cancellation request and contributes
towards the administrative costs associated with reviewing, updating and reconciling bookings,

invoices and funding allocations.

The School reserves the right not to apply this charge where the cancellation results solely from an
error made by the School.

Invoices, Billing and Payments

Invoices will be issued electronically via EY Manage monthly, not less than 5 business days before
the payments due date for the month.

Payment of invoices will be by Direct Debit via EYPay on the business day falling on or nearest after
the 15" calendar day of each month.

Tax-Free Childcare and Childcare Vouchers
Tax-Free Childcare may be used towards:

e educational sessions not covered by Early Years Funding;
e wrap-around care;

e holiday provision;

e lunches;
e snacks;
o milk;

e and other optional products and services provided by the School.

Eligible Childcare Voucher schemes may continue to be accepted where applicable.



Parents remain responsible for ensuring that sufficient funds are transferred to the School in advance
of the Direct Debit collection date.

Any Tax-Free Childcare payments received after the relevant billing cut-off date will be applied to
the next available invoice.

Review and Publications

This policy is published on the school website and reviewed annually or sooner if government
guidance or school arrangements change.



