
 
Valley Knights Childcare 

Admissions and Fees Policy 

Valley Knights Childcare is registered with Ofsted; our registration number is 2757595. We 
provide care for children between the ages of 4 and 11, primarily serving the children of 
Knightwood School.   

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 Knightwood School 

Registration 

When an enquiry regarding places is made, parents or carers will be given all the relevant 
Club information, including: 

• Information regarding availability of places 

• Details of the Admissions and Fees policy  

• Registration form, parent contract, photo permission form 

• Behaviour Management policy 

• Complaints policy 

• Club Handbook 

If a place is available then the child will be able to attend the Club as soon as the completed 
forms are received 

If no places are available, the parent will be informed and the child’s name added to the 
waiting list. As soon as suitable places become available parents will be informed. 

Booking procedure 

Parents must complete the necessary paperwork, ie contract, registration, application form 
and photo permission forms, before their children can attend the club. 

• Permanent place: 

Once booked, if a child does not attend for any reason, you will still be charged for this 
place. If you wish to cancel the place altogether, one month’s notice in writing is 
required. 

• Temporary booking: 

We will accept temporary or occasional bookings as long as there are places available. If a 
temporary place has been booked and is no longer required, the club must be given 48 
hours notice. If notice is not given, the place will still be charged for. 

Fee structure 

Fees are charged at £13.50 per session 

The Club recognises that childcare can be costly, so we encourage eligible parents or carers 
to claim the childcare element of the Working Tax Credit/Universal Credit. We are also 
registered to accept various childcare vouchers and with the Tax-Free Childcare scheme. 



• Fees are payable monthly in advance, invoices go out in the 15th of the month and are due 
by the 1st of the month. 

• Fees can be paid by electronic transfer, childcare vouchers or direct debit 

• There is a charge of £6 for late collection, which will be added to the next invoice 

• The club charges a non refundable registration fee of £30 per child 

• Fees are charged for booked sessions whether the child attends or not 

Payment of fees 

Fees are reviewed annually. The Club will consider requests for variation to payment terms 
on an individual basis. Anyone making these requests should contact the manager at the 
earliest opportunity. Any queries regarding fees should be directed to the manager. 

If fees are not paid, the Club will write to the parent or carer, requesting payment. If the 
parents or carers are having difficulty making the payment on time we recommend that they 
arrange a meeting with the manager as soon as possible. 

Where there is no explanation for repeated late payment, the manager will contact the 
parents or carers to discuss payment options. The manager may issue a formal warning to the 
parent or carer informing them that continued late payment will result in their child’s place 
at the Club being withdrawn. 

If the fees remain unpaid after all the above options have been explored, the Club may have 
to cancel the child’s place.  
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Information and records [3.67-3.77] 



 

Valley Knights Childcare  

Arrivals and Departures 

Valley Knights Childcare recognises the importance of having robust systems in place to ensure 
the safe arrival and departure of the children in our care.  

The manager will ensure that an accurate record is kept of all children in the Club, and that any 
arrivals or departures are recorded in the register. The register is kept in an accessible location 
on the premises at all times. In addition we conduct regular headcounts during the session. 

Escorting children to the Club 

• The Club and school have a clear agreement concerning the transfer of responsibility for 
children’s safety. 

• We have risk assessed the route used to escort children to the Club and review it regularly. 

• The school and the Club keep an identical register of children who require escorting between 
locations which is updated daily. 

• Valley Knights Childcare staff will collect children from their classes or the teacher will bring 
them to us in the hall 

• If a child is booked into the Club but is not at the collection point, we will check whether the 
child was present at school that day. If the whereabouts of the child is not known, staff will 
immediately inform the designated contact at the school and ask the school to implement its 
Missing Child policy.  

Arrivals 

Our staff will greet each child warmly on their arrival at the Club and will record the child’s 
attendance in the daily register straightaway, including the time of arrival. 

Departures 

• Staff will ensure that parents or carers sign children out before they leave, including the 
time of collection. 

• Children are collected by an adult who has been authorised to do so on their registration 
form.  

• In exceptional circumstances, if the parent requires another person who is not listed on the 
registration form to collect their child, the child’s parents or carers must inform the Club in 
advance and provide a description of the person and a password that they will use. If the 
manager has any concerns regarding the person collecting he/she will contact the main 
parent or carer for confirmation. 

• The parent or carer must notify the Club if they will be late collecting their child. If the Club 
is not informed, the Uncollected Children policy will be followed. 



Absences 

• If a child is going to be absent from a session, parents must notify the Club in advance. 

• If a child is absent without explanation, staff will contact the parents or carers and the 
school to check where the child should be. If staff still have concerns about the child’s 
whereabouts after attempts to contact the parents and the school the manager will contact 
the police. 

• The Club will try to discover the causes of prolonged and unexplained absences. Regular 
absences could indicate that a child or their family might need additional support. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Written in accordance with the Statutory Framework for the Early Years Foundation Stage 
(2021): Safeguarding and Welfare Requirements: Safety and suitability of premises, environment 
and equipment [3.63, 3.65]; and Information and records [3.77] 
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Valley Knights Childcare 

Child Induction Policy 

When children first join Valley Knights Childcare they will be allowed to settle in at their own 
pace.  

We encourage parents or carers to visit the premises with their children shortly before they are 
due to start. This gives the children the opportunity to look around the Club and ask any 
questions. It also gives parents the opportunity to complete the necessary paperwork for 
registration with the Club if this has not yet been done.  

Induction for new children 

• The new child will be introduced to all members of staff and informed about any other 
regular visitors to the club. 

• EYFS children and their parents will be introduced to their key workers. 

• The Club’s activities, rules and routines, such as snacks, signing in and signing out, will be 
explained. 

• The child will be shown around the Club and told where they can and cannot go. 

• The fire evacuation procedure and the locations of all fire exits will be explained.  

• Staff will keep a close eye on the new child and will ensure that they are happy, engaged 
and feel secure in the Club environment. 

If a child seems to be taking an unusually long time to settle in, this will be discussed with their 
parents or carers to see what can be done to make the transition easier. 

 

 

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2021): 
Safeguarding and Welfare Requirements: Information and Records [3.71-3.72]; Safety and Suitability of 
Premises, Environment and Equipment [3.54} and Child Protection [3.7]. 
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