
 
 
 

Payment and Collection of Fees 
 
 

2 Week Fee Bond 
 
A two-week in-advance Fee Bond and Maintenance Levy fee will be required upon enrolment.   
This Bond will be kept in Trust and reimbursed when two weeks’ notice of your child’s 
departure from the Preschool is given.  If two weeks’ notice is not given to the Preschool, the 
Bond will be retained by the Preschool. 

 
This details the fees charged and procedures for payment and collection of fees. 
 

Procedures: 
 

1. Statements are issued at the beginning of each term, showing the amount owed.  Fees are 
payable for all sessions including absences; but are not charged for Public and School 
holidays. 
 

2. Fees need to be paid in full by week 4 of each term unless an “Instalment Agreement” form 
is completed and approved (please see Susan or Jenny to obtain a form). 

 
3. Statements will be placed in your child’s Pre-School “pocket” and sent by email and mail. 

Please ensure you check the contents of the “pocket” regularly and carefully. 
 
4. Payment can be made by cash, cheque, Internet transfer, Eftpos or credit card.  The Eftpos 

machine is located in the Pre-School office.. 

 Payments by cash or cheque should be placed in the envelopes provided at Pre-
School, labelled with your child’s name and the amount being paid. The envelope 
should then be placed in the “Money Box” in the Office and your child’s name placed on 
the accompanying list.  

 
5. As a non-profit organisation, it is essential that fee payments are kept up-to-date. Therefore 

the following steps will be followed in relation to fee collection: 
 
Week  1 Invoices issued. 
Week  4 All fees due. 
Week  5 Reminder letters issued for any late fees. 
Week  7 Fees need to be paid in full immediately or your child’s place will be forfeit 

until all outstanding fees are paid. 
 

6. Failure to pay fees by the due date will result in your child’s place being forfeited until all 
outstanding fees are paid. 

 
7. Debt Collection Services will be used to recover any outstanding account balances. Debt 

collection fees will be charged to your account. 
 
8. Parents/Guardians who are having difficulties paying fees are urged to contact the 

Administration Officer or Director as soon as possible to discuss, in confidence, their 
circumstances so an individual payment plan can be approved. 

 
9. All enquiries re fees should be directed to Susan Young or Jenny Owens-Roberts on  

nar7895@bigpond.net.au  
 

We thank you for your co-operation and look forward to a happy association with you and your family 
 

The Management Committee 
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