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POLICY 21 
FEE COLLECTION AND ARREARS POLICY  
 
Fee Payment and Collection 
 
Fees must be paid in full, up-front each half term.  Invoices are issued via e-mail, 
unless requested otherwise, to parents 2-3 weeks prior to the start of each half term. 
 
Payments must reach the club no later than the first day of each half term.  Failure to 
pay in time for the start of each half term will result in the Highfield After School Club’s 
Arrears Policy being put into place. 
 
Payments may be made by:  
 
Standing Order Parents to inform the club’s book keeper of the monthly amount. 
Cheque  Made payable to ‘Highfield After School Club’ and clearly marked 

‘F.A.O. The Club Treasurer’, along with the parents and 
child/children’s names. 

On-line banking Details of which are given on the invoice.  
Childcare vouchers Parents to inform Celia Boyes, the club’s book keeper, via e-mail of  

the date payment was made and the amount paid.   
 
If the full invoice amount is being paid in instalments then a clear payment plan 
must be agreed between the book keeper and the parent. 
 
Arrears Policy 
 
Fees not paid by the first day of each half term following the invoice period are deemed 
to be in arrears.  
 
If you are experiencing significant financial difficulties please discuss this with a member 
of the committee 
 
A 7 day warning will be given, within which the outstanding amount should be 
paid.  If the outstanding amount is not cleared within the 7 days a £30.00 fine will 
be charged. 
 
Parents who continue to be in arrears with the club will be advised that their 
child/children’s place(s) will be withdrawn. 
 
Adopted June 2016, updated June 2018. 
S Burt, Secretary, HASC 
"Highfield After School Club is a Charitable Incorporated Organisation, Charity No. 1162623" 
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