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Greenfields Primary School & Nursery 

NURSERY PAYMENT POLICY 
 

Guidelines: 

1. Sessions are to be booked via the Nursery lead, The School Office or on your 

enrolment form. This booking form states what days and hours of care you require 

and the fees that are payable, if applicable. 

2. Payment for sessions are to be paid for via MCAS, by the Friday prior to the week of 

care being provided. 

3. The nursery reserves the right to grant places at short notice in exceptional 

circumstances: this is decided by the Headteacher or Nursery Lead. 

4.  As a rule, in case of cancellations, refunds or carry-forwards of care cannot be 

provided. However, in exceptional circumstances, carry-forwards may be considered if 

at least 48 hours notice is given and this will be at the discretion of the Headteacher. 

5. Prior to commencing your place you will be required to complete our Pupil Data Form 

and the parent/carer contract (if claiming funding). This is a legal requirement by the 

North Northamptonshire Council and children will be unable to start before we have 

received this. We will also require to see a copy of your child’s birth certificate and a 

bill in your name and address i.e. Council Tax Bill or water bill. 

 
 

Parents/Carers responsibilities: 

1. To book a space in advance and ensure the enrolment form is completed and updated 

as and when necessary. 

2. To ensure that payment is made, in advance of the care being provided, via MCAS. 

3. To give the school over 48 hours notice if they wish to make a cancellation. Please see 

note above regarding refunds/carry forwards. Refunds generally will not be granted as 

staff will have already been in place to provide care. 

4. To collect their child on time failure to do so will result in a late collection at £5 per 5 

minutes collecting. 

5. To inform the school promptly if, in an emergency, children will be collected late, or by 

a different adult. In the event of a late collection, charges will be made, which must 

be paid via MCAS.  
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6.  To liaise with the Nursery Lead if they have any queries about the care being provided 

for their child. 

 
School’s responsibilities: 

1. The School Office—will ensure fees are available for payment via MCAS a week in 

advance 

 
2. Parent/Carers are to ensure payments are made on time and in advance of care i.e. 

fees due for w/c 11th November 2024 will need to be paid in full latest Friday 8th 

November 2024. 

 

 
In the unlikely event of monies being owed to Nursery:- 

1.  In the unlikely event that fees have not been paid by the Friday they are due the 

School Office will contact Parents/Carers on the Friday. Parent/ Carers will be 

reminded in person, via MCAS or over the telephone. 

2. If monies due are not received by the first day of care parents will be given a further 

and final reminder and given until lunchtime to bring their account up to date. 

3. Failure to settle outstanding monies will result in the Nursery Lead refusing entry until 

the account is settled and brought up to date.
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