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Childcare Vouchers Amendments / Cancellation form

Please provide ALL the information requested on this form

Name







Address

Job Title

Department

Hours per Week




( Full Time
      ( Part Time

Payroll Number

Have you agreed to change your payment contributions in the last 12 months ( Yes      ( No

If yes, please state reason why:

Variation to Childcare Vouchers Direct (if applicable)

Please note that the maximum value allowed in the scheme will be assessed by the Payroll department dependent upon your tax position. Please therefore tick the maximum box or an alternative lower amount dependant upon your tax level, as the new monthly rate. By signing this form you agree to the Colleges assessment of your tax position in accordance with HMRC rules, with regards to Childcare Support.
	Maximum
	Basic rate tax payer
	Higher rate tax payer
	Additional rate tax payer

	Monthly
	£243
	£124
	£97

	Annual
	£2,915
	£1,484
	£1,166


Current monthly Childcare Voucher Value:

Total £

New monthly Childcare Voucher Value:  
( Maximum 
or 
lower amount £

Opting out of the scheme (if applicable)

I would like to opt out of the scheme due to the following lifestyle change*

Effective date:

By signing this form, I consent to either: (Delete as appropriate)

a) Vary the amount of vouchers deducted from my monthly salary, or

b) Opt out of the scheme. 

Signed (Employee): ……………………………………  Date:………………………

Signed: ………………………………………………....  Date: ………………………


For and on behalf of Queen Mary, University of London

*Lifestyle change defined as: a significant change in your childcare costs, you no longer require childcare, E.g. change in employment terms (i.e. full-time to part-time), or cease to be employed by Queen Mary, University of London.
Terms and Conditions

The employee shall:
1. Agree the Salary Sacrifice with the College and this Agreement will then serve as an Amendment to the Employee’s Terms and Conditions of their Contract of Employment with regard to the Employee’s salary which will be reduced by the amount of the Salary Sacrifice.

2. Agree that the terms for the variation and agreement shall commence 1st day of the month following receipt of the completed form in the Human Resources department.

3. Agree with the College and the child care provider the monthly value of electronic Childcare Vouchers to be purchased by the College on the employee’s behalf, subject to the HMRC maximum.

4. Promptly advise the College of any changes in the value of the electronic Childcare Vouchers to be purchased, their contact details or their child carer details, subject to the conditions in Point 5.

5. Commit to the electronic Childcare Vouchers scheme, including the agreed Salary Sacrifice for the lower of a 12 month period or the remaining length of their contract. The employee will only be able to exit or make amendments to the value of electronic Childcare Voucher scheme if they have a lifestyle change such as E.g. pregnancy, the death of a child/partner, redundancy of a partner, or change in working hours, etc.

6. Acknowledge that it is at the College’s discretion to reinstate the employee’s salary should the employee leave the scheme. 

7. Provide the College with 28-day’s notice to exit the scheme.  The effective date in this case is the first day of the calendar month following expiry of the 28-day period.  

8. Acknowledge in entering into the electronic Childcare Voucher scheme that it and the Salary Sacrifice could affect other benefits such as, but not limited to Statutory Sick Pay, Statutory Maternity Pay, and Working Tax Credits. The employee accepts and agrees that it is their responsibility to determine and understand the effect on their benefits that entry into the electronic Childcare Voucher scheme will have. The Employee is advised to contact Her Majesty’s Revenue & Customs (HMRC) helpline to discuss Working Tax Credits.
Employee Obligations:
9. The employee is the parent or legal guardian of the child/children for whom the electronic Childcare Voucher will be used to provide childcare services.

10. The employee is responsible for choosing the child care provider and agreeing terms with them. Edenred and the College do not accept liability for the standard of childcare services provided by child care providers. The employee should satisfy themselves as to the ability and standards of the child care provider they choose.

11. In choosing your child care provider please note that Edenred requests that child care providers provide a Regulatory Body Registration or Approval Certificate. 

12. Any payments due for the provision of childcare services to the employee which exceeds the value of electronic Childcare Vouchers shall be payable by the employee directly to the child care provider and Edenred and the College shall not be held liable.

13. The employee shall ensure that at all relevant times they meet the employer’s criteria for the electronic Childcare Voucher scheme and supply all information reasonably required by Edenred to operate the scheme.

14. The employee shall safeguard and keep secret the Membership Number allocated by Edenred, as shown on the membership card provided to the employee by Edenred, and inform Edenred immediately if it is disclosed to another person.

15. Any unused vouchers will be refunded to the employee via the payroll after the deduction of tax and National insurance.  The college reserve the right to pass on to the employee any administration costs charged by Edenred.
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