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This policy has been written in consultation with staff and governors of St. Ambrose Preparatory School and with due regard to the school’s mission statement:

[bookmark: _Hlk148602840][bookmark: _Hlk148610203]At St Ambrose we aim to provide an independent Catholic education for boys and girls of all faiths aged 3 to 11; St Ambrose is an inclusive school where the Gospel teachings and our school values are at the centre of everything that happens in our school family.  At St Ambrose we strive to develop happy, fulfilled, well educated, confident and caring children who know and understand the love, joy and peace of Jesus; and to show our Faith by the way we live, showing care and consideration for each other, those around us and the environment.

Our Vision

Our Vision is to be an exemplar Edmund Rice School, with an enviable reputation amongst our peers, both as an organisation and for the services and facilities we provide, making us first choice for parents and pupils in our geographic area.

Our Ethos & Values

At St Ambrose we provide a Catholic school community in which pupils feel welcome, safe, recognised for their individuality – supported by a community of love, and affection. We strive to live the Gospel in all aspects of school life and policy, following Blessed Edmund’s footsteps.








Section 1 – Introduction, Purpose and Scope

1. Introduction
St Ambrose Preparatory School participates in the Government's Early Years Funded Entitlement Scheme for eligible children.

This policy explains how the School delivers funded early education within its Pre-Prep and Reception provision and sets out the School's arrangements for:

· eligibility and admissions; 
· the delivery of funded hours; 
· privately funded sessions; 
· optional charges; 
· refundable deposits; 
· invoicing; and 
· parental declarations. 
The policy has been prepared in accordance with:

· The Early Education and Childcare Statutory Guidance for Local Authorities (effective from 1 April 2025); 
· Trafford Council's Agreement for Providers of Early Years Funded Places (2025–2028); and 
· Trafford Council's Invoices and Publication of Charges Guidance. 
Definitions
· Early Years Funded Entitlement – The Government-funded early education entitlement available to eligible children.
· Funded Session – The afternoon session from 12.00pm–3.00pm, during which the School delivers the Early Years Funded Entitlement free of charge.
· Privately Funded Session – The morning educational session from 8.50am–12.00pm, charged in accordance with the published Fees Schedule.
· Parent – Any person with parental responsibility for the child.

2. Purpose
The School is committed to ensuring that all eligible children can access their funded entitlement in a way that is:

· transparent; 
· fully compliant with statutory requirements; 
· clearly understood by parents; and 
· consistent with the School's educational provision. 
Children accessing funded hours receive the same high-quality Early Years education, staffing, learning opportunities and access to facilities as children attending privately funded sessions. Funding status does not affect a child's experience at St Ambrose Preparatory School. 

3. Scope
This policy applies to:

· Pre-Prep (Nursery) 
· Reception 
where children are eligible to receive Government-funded Early Years education.

4. Principles
The School will:

· provide funded hours completely free of charge; 
· ensure funded hours are delivered in continuous blocks; 
· clearly publish the pattern of funded sessions available; 
· clearly identify any privately funded sessions; 
· publish all optional charges and reasonable alternatives; 
· issue transparent, itemised invoices showing funded hours at £0.00; and 
· ensure that access to funded hours is not conditional upon purchasing additional hours, meals, activities or any other services. 

5. School Ethos
St Ambrose Preparatory School offers a nurturing Early Years education where every child is valued as an individual and encouraged to fulfil their potential. Through high-quality teaching, excellent pastoral care and enriching learning experiences, we provide a strong foundation for future learning and personal development.

Children benefit from:

· small class sizes; 
· highly experienced teachers; 
· specialist teaching; 
· a broad curriculum that exceeds the statutory Early Years Foundation Stage; 
· excellent pastoral care; and 
· a strong foundation for future learning and a successful transition through each stage of the School.
Regardless of how a child's place is funded, every child receives the same high-quality educational experience throughout their time at the School.

2. Eligibility, Admissions and Pattern of Delivery

2.1 Eligibility

St Ambrose Preparatory School offers the Government's Early Years Funded Entitlement for eligible children in accordance with current statutory guidance and Trafford Council's Provider Agreement.

Parents are responsible for confirming their child's eligibility for funded hours and for completing the required Parent Declaration Form before funding can be claimed.
Where applicable, eligibility for the extended entitlement remains subject to the Government's eligibility criteria and periodic reconfirmation by parents.
Information regarding eligibility can be found at:

https://www.gov.uk/check-eligible-free-childcare-if-youre-working

2.2 Admissions

Applications for admission are considered in accordance with the School's Admissions Policy.

Places are allocated subject to:

· the availability of places; 
· appropriate staffing ratios; 
· the School's ability to meet individual children's needs; and 
· the efficient organisation of classes and sessions. 
Subject to availability, parents may choose to:
· access only the funded afternoon sessions offered by the School, from 12.00pm to 3.00pm; or 
· purchase the privately funded morning sessions, from 8.50am to 12.00pm, in addition to the funded afternoon sessions, 

Purchasing morning sessions are not a condition of accessing the funded afternoon sessions.

Children accessing funded sessions receive the same quality of education, care, staffing and resources as all other children attending the School.

2.3 School Opening Hours

The School is open during term time for approximately 35 weeks per academic year.
The core School day operates between: 8.50am – 3.00pm

2.4 Pattern of Delivery of Funded Hours
In accordance with statutory guidance, funded hours are delivered in continuous blocks.

At St Ambrose Preparatory School, funded education is delivered as follows:

	Session
	Time
	Funding Status

	Morning Session
	8.50am – 12.00pm
	Privately funded

	Afternoon Session
	12.00pm – 3.00pm
	Early Years Funded Entitlement (£0.00)


The School offers up to 15 hours of funded Early Years education each week during the weeks that the School is open (approximately 525 funded hours per academic year).

The funded session is provided completely free of charge.

There are no compulsory charges attached to the funded hours and parents are not required to purchase additional sessions, meals, activities or any other services in order to access their child's funded entitlement.

2.5 Additional Provision

The morning session forms part of the School's wider Early Years educational programme.
Parents may choose to book privately funded morning sessions, subject to availability.
Children attending privately funded sessions benefit from the same high-quality educational environment and are fully integrated within the School day.

2.6 Children Eligible for Extended (30 Hour) Funding

St Ambrose Preparatory School offers up to 15 hours of Government-funded Early Years education within its pattern of provision.

Families eligible for a greater funded entitlement may choose to access any remaining funded hours with another registered provider. Children may split their funded entitlement across more than one provider, provided their overall entitlement is not exceeded.

2.6.1 Partnership with other providers
Where a child's funded entitlement is shared with another provider, the School will work collaboratively with parents and the other setting to support continuity of learning and the child's overall wellbeing.

2.7 Attendance
Funded hours are allocated to agreed sessions and cannot be transferred to alternative days or times. Where a child is absent due to illness, holiday or any other reason, funded hours cannot be carried forward or exchanged. Funding can only be claimed where children are attending their agreed funded sessions at the relevant local authority headcount date.

SEND 
St Ambrose Preparatory School is committed to providing an inclusive learning environment. Information regarding the School's Special Educational Needs and Disabilities (SEND) provision is available within the School's SEND Policy.

3. Fees, Published Charges and Optional Extras

3.1 Published Charges

The School publishes all charges relating to privately funded sessions and optional services to enable parents to make an informed choice.

The School's published fees relate to the privately funded morning educational session (8.50am–12.00pm). The afternoon session (12.00pm–3.00pm) comprises the Early Years Free Entitlement and is provided free of charge for eligible children.

The charges below apply from September 2026.


	Description
	Cost Type
	Cost
	Unit

	Pre-Prep Morning Session (8.50am – 12.00pm)
	Private Session
	£38.95
	Per session

	Reception Morning Session (8.50am – 12.00pm)
	Private Session
	£46.74
	Per session

	Early Years Funded Session (12.00pm – 3.00pm)
	Free Entitlement
	£0.00
	Per session

	Reception full day privately funded (after EEF ends)
	Private Session
	£66.94
	Per day

	Food (School Lunch)
	Optional Food Charge
	£4.50
	Per day

	Packed Lunch (provided from home)
	Alternative
	£0.00
	Per day

	Non-food consumables
	Optional Charge
	£0.00
	Per day

	Activities 
	Optional Charge
	Charged only where applicable
	Per activity



The School does not make any charge for consumables, educational resources, stationery, staffing, utilities or any other costs associated with delivering the Early Years Free Entitlement.

3.2 Optional Extras
Parents may choose whether or not to purchase optional extras.

These include:
· school lunches; 
· educational visits and trips where applicable; 
· optional clubs that carry a charge. 
Participation in these activities is entirely voluntary and is not a condition of accessing funded hours.

3.3 Reasonable Alternatives
Parents who choose not to purchase optional services may instead:
· provide a packed lunch from home; 
· choose not to participate in optional educational visits; 
· choose not to attend chargeable clubs. 
Children who do not participate in optional activities will continue to receive appropriate supervision and will continue to access the Early Years Foundation Stage curriculum alongside their peers.

3.4 Additional Privately Funded Sessions
Additional privately funded sessions may be available, subject to availability.
Parents wishing to enquire about additional sessions should contact:

School Office
secretary@stambroseprep.co.uk
Availability cannot be guaranteed and will depend upon staffing, class organisation and the availability of places.

3.5 No Mandatory Charges
The School is committed to ensuring that children can access their funded entitlement completely free of charge.
Accordingly:
· funded hours are never subject to mandatory charges; 
· parents are not required to purchase additional sessions, meals or activities in order to access funded hours; 
· there are no compulsory charges for consumables, educational materials, registration or administration associated with funded hours; and 
· parents are able to choose whether or not to purchase any optional services. 


Grace Period
Where a family becomes ineligible for the Working Parent Entitlement, the School will administer any applicable statutory grace period in accordance with Department for Education guidance and Trafford Council procedures. Parents will be notified where their eligibility changes and of any applicable grace period end date.

4. Deposits, Invoicing and Parent Declarations

4.1 Refundable Deposit
To secure a place involving privately funded morning sessions, the School requests a fully refundable deposit of £500.

The deposit:
· is held in a separate designated bank account; 
· is not treated as School income; 
· is not subject to VAT; 
· is not a condition of accessing the Early Years Free Entitlement; and 
· is refunded in accordance with the Parent Contract when the child leaves the School, unless parents choose to donate the deposit for the benefit of the wider School community. 
Further information regarding the operation and refund of deposits is contained within the School's Parent Contract.

4.2 Parent Declaration
Before Early Years funding can be claimed, parents must complete the School's Parent Declaration Form and provide any supporting information required to confirm eligibility.
The School will:
· verify eligibility where applicable; 
· claim funding only for eligible children; 
· ensure funding is claimed in accordance with Trafford Council requirements; and 
· maintain appropriate records to support audit requirements. 

Parents are responsible for informing the School promptly if there is any change which may affect their child's eligibility.

4.3 Invoicing
Privately funded fee invoices are issued in accordance with Trafford Council's Provider Agreement and are designed to provide complete transparency regarding privately funded sessions and the Early Years Funded Entitlement. 

Optional services, including school lunches and educational visits, are administered separately through the School's ParentPay system where applicable

Tuition fee invoices will clearly identify:
· privately funded morning sessions; 
· Early Years Funded Entitlement hours shown at £0.00; and 
· the total tuition fees due. 

Optional food charges, educational visits and other optional services purchased through ParentPay are itemised separately within that system.

4.4 Optional Charges
Optional charges are applied only where parents have chosen to purchase an additional service. Parents are free to choose whether or not to purchase optional services, and choosing not to do so will not affect their child's access to funded hours.
Where optional charges change, parents will be notified in advance and, where required, updated consent will be obtained.

4.5 Attendance and Funding Claims
Funding can only be claimed where:
· a completed Parent Declaration Form has been received; 
· eligibility has been confirmed where required; 
· the child is attending their agreed funded sessions at the relevant local authority headcount date; and 
· the funding claimed does not exceed the child's entitlement. 

If a child is absent due to illness, holiday or any other planned or unplanned absence, funded hours cannot be carried forward or exchanged for alternative sessions.
Where the School is unexpectedly closed due to circumstances beyond its control, funded sessions cannot be rearranged or exchanged.

4.6 Withdrawal from the School
Where parents choose to withdraw their child from privately funded morning sessions, the notice requirements contained within the Parent Contract will apply.
The notice period relates solely to the privately funded provision and does not affect a child's statutory entitlement to funded Early Years education.

Appendix A – Published Charges (September 2026)
	Description
	Cost Type
	Cost
	Unit

	Pre-Prep Morning Session (8.50am–12.00pm)
	Pre-Prep privately funded session
	£38.95 (VAT exempt)
	Per day

	Reception Morning Session (8.50am–12.00pm)
	Reception -privately funded session
	£46.74 (incl. VAT)
	Per day

	Early Years Funded Session (12.00pm–3.00pm)
	Free Entitlement
	£0.00
	Per session

	Reception full day after funding ends
	Reception 
	£66.93 incl. VAT
	Per day

	School Lunch
	Optional food charge
	£4.50
	Per day

	Packed lunch provided from home
	Alternative
	£0.00
	Per day

	Non-food consumables
	Optional charge
	£0.00
	Per day

	Activities / Educational visits
	Optional charge
	Charged where applicable
	Per activity













Appendix B – Example Itemised Invoice
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6. Data Protection

The School will process personal information relating to children and parents for the purposes of administering the Early Years Funded Entitlement Scheme, verifying eligibility, claiming funding from Trafford Council and complying with statutory audit requirements.
Personal data will be processed in accordance with:
· the UK General Data Protection Regulation (UK GDPR); 
· the Data Protection Act 2018; and 
· the School's Privacy Notice and Data Protection Policy. 
Information will only be shared where necessary to administer the funded entitlement or where the School is required to do so by law.


7. Complaints
The School aims to administer the Early Years Funded Entitlement fairly, transparently and in accordance with all statutory requirements.
Parents who have a concern regarding the administration of funded entitlement should, in the first instance, discuss the matter with the Headteacher.
If the matter cannot be resolved informally, parents may submit a formal complaint under the School's Complaints Policy.
Where a complaint relates specifically to the School's administration of Government-funded Early Years Entitlement, and parents remain dissatisfied after the School's complaints procedure has been exhausted, they may also contact Trafford Council in accordance with the Council's published procedures.

7. Monitoring and Review
The Governing Board is responsible for ensuring that the School complies with all statutory requirements relating to the delivery of the Early Years Funded Entitlement.
The Headteacher has delegated responsibility for the day-to-day implementation of this policy and for ensuring that the School's admissions, invoicing and funding arrangements remain compliant with Department for Education requirements and Trafford Council's Provider Agreement.

This policy will be reviewed:
· annually; 
· following any significant change to legislation or statutory guidance; 
· following revisions to Trafford Council's Provider Agreement; or 
· where operational changes make an earlier review necessary. 

Legislation and Guidance
This policy has been prepared having regard to the following legislation and guidance:

Primary legislation
· Data Protection Act 2018 
· UK General Data Protection Regulation (UK GDPR) 
· Equality Act 2010 
· Children Act 1989 
· Children Act 2004 

Statutory guidance
· Department for Education (2025). Early Education and Childcare – Statutory Guidance for Local Authorities (effective from 1 April 2025). 
· Department for Education. Statutory Framework for the Early Years Foundation Stage (current version). 

Local authority guidance
· Trafford Council (2025). Agreement for Providers of Early Years Funded Places 2025–2028. 
· Trafford Council (2025). Invoices and Publication of Charges Guidance. 

Related School Policies
This policy should be read alongside the following School policies and documents:
· Admissions Policy 
· Parent Contract 
· Fees Schedule 
· Complaints Policy 
· Privacy Notice 
· Data Protection Policy 
· Early Years Foundation Stage (EYFS) Policy 
· SEND Policy 
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