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1. Introduction
This document sets out the policy of Emmanuel Christian School Leicester concerning the setting of annual fees, the determining of assisted places, and the pursuing of non-payment of fees.

2. Annual Fees
Fees for the forthcoming school year will be set by the School Governors and communicated by email to all parents during the preceding spring or summer term. These will reflect the real cost of educating each child, based on the budget for the coming year.
Fees should be paid to the School by Standing Order or bank transfer/counter credit on or before the 28th of each month for 12 months of the year, the first payment being due on 28th August. The monthly fee is equal to the annual fee divided by 12 – thus including a fee for the month of August (payable by 28th July).

3. Withdrawal of pupils
Where parents notify us between September and June that they wish to withdraw their children from the school, the following month’s fee payment will be due after the date of notification of withdrawal. The pupil(s) may remain in the school for this time. Where a pupil remains in the school until 30 June of the academic year then the full 12 months’ payments will be payable, regardless of when notification was given.

4. Fees assistance
Assistance may be available to parents who feel they are unable to pay full fees for the academic year. In this case, all requests for assistance should be made by email to the school. All requests for help with fees is subject to means testing.
All requests for assistance will be dealt with by the School Fees Reduction Committee. All information provided on the forms will be dealt with in absolute confidence. This committee may request a meeting with some parents to discuss the amount requested in assistance before making its decision. Our expectation is that agreement can be reached at this meeting; but if this is not possible, a final decision shall lay with an appeal committee, as determined or delegated by the Chairman of Governors. The appellant is invited to bring a companion with them to any interview.
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5. Non-Payment of School Fees
We recognise that occasionally families may get into financial difficulties, perhaps because of changing circumstances. Where this happens, parents should immediately contact the school to outline the problem. We are always ready to talk.
If fees have not been paid in any particular month, and no contact has been made as outlined above, a standard email will be sent to parents of the due date requesting that the oversight receive immediate attention.
Where no reply is received, or no action is taken within ten days of that letter, a second email will be sent drawing the matter once again to parents' attention.
If there is still no response, or adequate explanation within 10 days, the parents will be asked to attend a meeting to resolve the matter with a member of the School Governors.
If, at the end of this process no action has been taken to ensure payment of all missing fees, or an adequate explanation received on defaulted or shortfall payments, the School reserves the right to ask the parents to remove their child or children from the school at the end of that half-term, and will continue to pursue the payment of outstanding fees and any costs incurred by the school during this process.

6. Ongoing Financial Support
All parents are asked prayerfully to consider continuing to support the School financially in some way after their children have left, as an expression of their gratitude to God.
While we would ask all parents to consider this, we would particularly draw this point to the attention of those parents who have received financial assistance from the school or church over the years, since it is only through fellowship in this way that the system of financial assistance can continue.

7. Contact
	Emmanuel Christian School
	Didsbury St, Leicester LE3 1QP
	Tel: 0116 222 0792
	Email: office@ecsleicester.org.uk
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