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25" September 2024

Dear parents and carers,

Following our notification from the newsletter on the 13" September we are writing to give you more
information on the changes around the process of how we manage parental payments for Owltown Club
monthly fees and what it means for you.

The actual monthly fees remain unchanged, at the beginning of September you should have received a
letter detailing the cost of your child’s sessions at Owltown Club and informing you of the monthly fees,
this is the amount that you should continue to pay.

What will change?
This will depend on which payment method you use to pay your child’s monthly fees; please see below:

e ParentPay —a new ParentPay item called "Owltown Club Monthly Fees (24-25)" has been
set up. A ‘debit’ of your monthly fees as detailed in your Owltown Club confirmation of place and
fees letter, will be applied to your child’s ParentPay account on a monthly basis. An email will be
sent to notify parents that this charge has been added, however, you do not need to wait for this
notification to be able to make your payment in ParentPay, you should make a payment of the
monthly fee amount to this payment item on the 1% of each month; your account will show a
credit until the debit for the fees is added.

Please do not make any further payments to the old payment item unless you need to clear any
debt balance from the previous academic year.

If you had a credit balance on the old payment item this will be transferred into the new
ParentPay item 'Owltown Club Monthly Fees (24-25)'.

e Childcare vouchers — If you regularly pay by childcare vouchers; your fees will no longer be
applied to your child’s ParentPay account.

You should continue to make your monthly payments via your voucher company, however your
child’s fees and all payments received will be recorded internally.

Even if you have been using Childcare Vouchers for some time — please can we ask that all
parents/carers log on to their Childcare Voucher account and ensure that they have entered the
correct payment reference; this should always be 10511CHILDNAME

We will contact you if for any reason your voucher payments are not received by us.

Tax-Free Childcare Scheme — If you have notified us that you will be paying your fees via the

Government tax-free childcare scheme, fees will no longer be applied to your child’s ParentPay
account on a monthly basis. You should continue to make your monthly payments via the tax-

free voucher scheme and your child’s fees and payments received will be recorded internally.
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If you have registered for the Government’s tax-free childcare scheme and wish to pay your
child’s Owltown Club fees using this method, please email the following information to
owltownclub@pudseylowtown.org.uk ensure that your payments are received:

o Child’s name

o Child’s tax-free childcare scheme identification number (this will have been given to
you when you signed up for the scheme; it consists of letters and humbers and is unique
to your child). Please note: this number is used as a reference when your fees are
transferred to Leeds City Council’'s bank account, therefore if we do not have this number
we will be unable to identify the payment and your account will not be credited with the
payment.

o A screenshot of each payment you make through the scheme to be senton a
monthly basis to owltownclub@pudseylowtown.org.uk — this helps us to ensure that
payments sent to Leeds City Council are allocated to our budget and to your child’s
account.

The old ParentPay item has been renamed to: "Archive Owltown Club Monthly Fees (Pre
September 2024)" - this will be left open for historic debt to be cleared down, please do not pay
anything on this payment item for the September 2024 fees onwards however if you do have a
balance still owing and are not waiting for a voucher to be credited please ensure this balance is paid as
a priority.

When will the change take place?
With effect from 1% September 2024.

Parental Actions / reminders:

o Fees are payable on a monthly basis, in advance of your child’s attendance and should be paid
on the 1%t of each month from September to July (no payment is due in August as long as you
are up to date with fees).

e If you have not done so already, please sign your child's 'Owltown Club Confirmation of place
and fees' letter with terms and conditions and return this to owltownclub@ pudseylowtown.org.uk

Why is the payment process changing?
The decision to change the process has been made in order to streamline tasks for the office and also to
simplify arrangements for busy parents.

Where do | get more support from?
You can call the school office on 0113 2567303 or by email to owltownclub@pudseylowtown.org.uk

Thank you for your continued support.

Best regards,

Owltown Club & The School Office
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