FREEDOM OF INFORMATION ACT 2000/ENVIRONMENTAL INFORMATION REGULATIONS 2004 
Your request for information has now been considered and the Council’s response to your questions is shown below.

You asked:
Under Freedom of Information Act/Environmental Information Regulations, I would like to request the following information:

I would like to know the required format for an invoice sent by a childcare provider to a parent. Please let me know how the following information should be displayed: government funding, voluntary contributions, extras and meals.

The following is an example template for childcare providers:

	Fees & Charges Schedule

	Details
	Times
	Hours
	Charge

	Full Day
	8am-6pm
	10 hours
	£--

	Part Day
	9am-4pm
	7 hours
	£--

	Half-Day Morning Session
	8am-1pm
	5 hours
	£--

	Half-Day Afternoon Session
	1pm-6pm
	5 hours
	£--

	Full Week (5 full days)

[Full Day Rate X 5 Less: £-- full week discount]
	 
	50 hours
	£--

	Hourly Rate for additional hours
	 
	1 hour
	£--

	Registration fee

(not applicable for ‘FEEE only’ places)
	 
	 
	£--

	Deposit - Refundable

(not applicable for ‘FEEE only’ places for 2YOs)
	 
	 
	£--

	Charges for Meals - for FEEE sessions (if applicable)
	Breakfast

Lunch

Tea
	 
	£--

£--

£--

	Additional services/activities

[these must be itemised, and charge stated for each service/activity]
	---

---

---
	
	£-

£-

£-

	Charge for consumables for FEEE sessions (if applicable)

[you must provide a full explanatory list for consumables]
	 
	 
	£--

 


NOTE:

The charges for meals and consumables should be voluntary for parents to accept

OR there must be other options for them to access FEEE at no cost.

Invoicing Checklist

This checklist is an example only, of what Local Authorities may consider when reviewing providers fees & charges information and invoices.

This is not an exhaustive list nor official DfE or Local Authority guidance. 

	
	
	Tick

	
	Invoice Details: Does the invoice state:
	

	1
	the word ‘invoice’? 
	

	2
	an invoice number? 
	

	3
	the date of invoice? 
	

	4
	the time period the invoice covers (e.g., monthly, termly)? 
	

	5
	the provider’s details, e.g., business name, address and contact details?

AND details of both the organisation/company and the particular setting (where applicable)?
	

	6
	the Ofsted registration number?
	

	7
	the name of the child? 
	

	8
	the name(s) and address of the parent(s)?
	

	9
	the date and method of payment if already paid (e.g., BACS, Cash, Cheque, Tax Free Childcare, Voucher Scheme)? 
	

	
	Hours: Does the invoice state:
	

	10
	the number of contracted hours in the invoicing period? 

Or how many hours the child received in total?
	

	11
	state the number of funded hours the child received?
	

	12
	state the number of non-funded (private) hours the child received? 
	

	13
	when the funded hours have been applied (e.g. dates/days, hours, sessions accessed)?

Note: the number of funded hours must match with the Parental Declaration Form and the funding claim made by the provider.
	

	
	Charges: Does the invoice show:
	

	14
	the parent has received the funded entitlement hours completely free of charge?

Note:

Funded hours should be shown at £0 cost i.e., not have a monetary value.

The LA funding for the funded hours must not be shown as a monetary subsidy.

There must not be any top-up charge for the funded hours.
	

	15
	An itemised breakdown of the fees and charges for non-funded (private) hours, sessions or days; additional services/activities accepted and accessed by the parent; meals and consumables?

Note:

The charges must be made clear and transparent and match what is stated on the detailed fee and charges pricing structure. Where there is a set charge for consumables then the pricing structure must show an itemised list of the consumables which have been charged for.

If the provider has invoicing software that is incompatible with the itemisation requirements, then there should be a separate document made available to parents which shows an itemised breakdown.
	

	16
	the Total amount to be paid?
	


You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request, please write, explaining your grounds of appeal, to: 

Internal Review

Information Governance & Risk
Email: info.requests@leicester.gov.uk
