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1. Introduction
1.1
The Council, has implemented a Government Scheme whereby part of your salary can be exchanged for childcare vouchers to help you with some of the cost incurred with Ofsted registered childcare providers. You may purchase up to £243 per month if you are basic rate taxpayer (£124 per month if you are a higher rate taxpayer) and this will be exempt from national insurance contributions and income tax and therefore represent a saving for employees that participate. 
1.2 
The vouchers can be used flexibly. You may use them to pay not only for nursery fees but also for other childcare such as after-school clubs, holiday play schemes and childminders. They also give you the flexibility to choose a child care provider at a convenient location for you, either close to work or near home. 
1.3 
The Council offers this scheme to employees as a discretionary benefit which may be withdrawn. One month’s notice will be given to scheme members in the event that the scheme is withdrawn. 

2. Eligibility 
2.1 
The scheme is open to all employees of the Council including teachers who meet the definition of a parent. 
2.2 
The scheme defines a parent as a person that must maintain the child or stepchild (wholly or partly) at their expense or the parent/guardian must have parental responsibility for the child who resides with them. 
2.3 
Under the scheme, a child is eligible until 1st September following his/her 15th birthday or 1st September following his/her 16th birthday if he/she is disabled. 
2.4 
Either or both parents may receive vouchers if they are working for the Council. 
2.5 
If by reducing your taxable pay to receive childcare vouchers, you bring your income below the level of the national minimum wage, you will not be eligible to join. When the Payroll Section becomes aware of this you will be informed. 
2.6 
You will need to sign up to the scheme for an initial period of one year. After one year, the agreement will remain in force until you give one month’s notice to the Payroll Section to withdraw from the scheme. 

3. Application Process 
3.1  If you wish to benefit from the scheme you should register with the authority’s childcare voucher  provider, YouatWork. This can be done by: 
1. Going to their website:  www.rewardcompass.com
2. Enter ‘Tower Hamlets Council’ in the company name field

3. Enter the requested information to verify yourself
4. You can now set up your own username and password for future visits.
You may then set up which payment method you wish, email vouchers, voucher or arrange for automatic payment to your childcare provider once a month. Vouchers and voucher credit may be saved and are valid for one year. It is important that you work out how many vouchers you require as you will not be refunded any surplus. 
3.2 
You will need to state the value of the vouchers you require so that these can be ordered for you. You must be very clear on the amount you will need each month as you can not reduce the amount in the first year. Vouchers cannot be refunded. Should you decide to increase the amount you will need to notify YouatWork. 
3.3 
You will need to sign the vouchers and pass them to your carer who in turn will sign and send them to YouatWork. Childcare providers are paid by BACS. Payments are processed within a maximum of two working days after the vouchers have been redeemed. You are advised to check that your carer will accept the vouchers before applying to join the scheme. 

3.4
Successful applications received by the 10th of each month will start on the scheme with effect from the 1st of the following month. Applications received after the 10th will not be assessed until the following month. You should ensure your application is sent early, ideally at the beginning of the month, as it is not possible to backdate vouchers via salary sacrifice. You will receive the vouchers in the month following your payment. For example your payments for January (via salary sacrifice) enable vouchers to be spent in February for childcare provision. 

4. Salary Sacrifice 
4.1 
To benefit from the tax and national insurance rebates, the scheme must be offered through Salary Sacrifice. 
4.2 
Salary Sacrifice is a system through which you formally agree to a reduction in your taxable salary in return for an equal amount in childcare vouchers. You can then pass the vouchers to an Ofsted registered or approved childcare provider. 
4.3 
Your payslip will show your childcare voucher reduction as a separate item. 

5. Cost Savings 
5.1 
The cost of the vouchers are deducted before tax and national insurance contributions are calculated and therefore you will save money on up to £243 of vouchers purchased every month (£124 for 40% taxpayers). 
5.2 
The benefits if you purchase £243 of vouchers per month for a basic tax payer are £904 per year and £759 per year for a higher rate taxpayer based on £124 of vouchers per month. The savings are based on parents earnings and not on how many eligible children the employee can purchase vouchers for. If you would like to calculate how much you will save, there is a Savings Calculator on the YouatWork website at www.youatwork.co.uk. Alternatively, you can contact Payroll Services for this information. 
6. Employee Responsibilities
6.1 
It is your responsibility to notify the Payroll Section in writing immediately of any changes in your personal circumstances that might affect the purchasing of childcare vouchers. For example starting maternity leave, contractual variation in hours worked, or a change in the cost of carer fees. 
6.2 
Childcare vouchers may affect any Tax Credits that you receive. If you are not sure about how your entitlements will be affected, you must get advice from the Inland Revenue or call the Tax Credits helpline on 0845 300 3900 before you apply to join the scheme. If you do then decide to receive childcare vouchers, you must advise the Inland Revenue that you are doing so. 
6.3 
If you are on maternity support (paternity) leave, additional paternity leave, or adoption leave you should contact the Payroll Section to ensure you are receiving enough income to pay for childcare vouchers as well as other financial commitments which are deducted at source whilst you are leave. 
6.4  Should you become pregnant and wish to claim full Statutory Maternity Pay (SMP) based on your original salary, you must consult with Payroll Services first to discuss whether you need to withdraw from the childcare voucher scheme. Withdrawal would normally occur when you are 17 weeks pregnant (23 weeks before your due date). 
6.5 
You will not be able to purchase vouchers during periods of unpaid leave such as sabbatical leave, additional maternity leave, or after expiry of your contractual entitlement to sick pay. 
6.6 
Employees who knowingly supply false information will be withdrawn immediately from the scheme and will be subject to disciplinary action. 

7. Childcare Vouchers 
7.1 
How you receive vouchers will depend on which method you select with YouatWork. There are four methods: 
1) 
Automatically. No voucher. YouatWork will pay your childcare provider automatically each month by BACS 
2) 
Virtual. No voucher. An on-line account will be credited each month with a facility to instruct YouatWork to pay your childcare provider as necessary 
3) Email. Your voucher will be sent by email 
7.2 
If you have more than one childcare provider and one provider costs £55 or more each week, then you just need to register one provider. If one or more providers cost less than £243 per month you may register both and divide, as you choose, the £243 between them. 
7.3
The vouchers are valid for one year and are printed with the Council’s name, your name and your childcare provider’s name. It is therefore not possible for anyone else to use the voucher to pay for childcare. 
7.4 
It is not possible to order vouchers for any child. You must be the parent or legal guardian of a child that is receiving childcare. This includes foster children and legally adopted children. 
7.5 
You must decide how many vouchers you require each month. The maximum is £243 per month for basic rate tax payers (£124 for higher rate taxpayers). Should your childcare costs vary over the year, you should calculate your annual cost and then divide by 12 for a monthly voucher amount. Please note that vouchers cannot be refunded. 
7.6 
As long as you ensure you pay the minimum requirement for NI payments, it will not affect your basic state pension or local government pension. The Council will relate benefit to full rather than reduced salary for the purposes of this scheme. There may however be a very small adverse effect to your total state pension because you are reducing the amount of NI contributions for a limited time. For further information you should contact the pensions section. 

8. Childcare Providers 
8.1 
Childcare providers eligible to receive vouchers must be registered with Ofsted. These include registered childminders, day or pre-school nurseries and after-school holiday clubs. Please note that vouchers can not be used to pay school fees. 
8.2 
Nannies are eligible but only if they are approved through the Childcare Approval Scheme. To meet the criteria, Nannies must hold a childcare qualification, a first aid qualification relating to children and must be police checked. To check whether a child carer is approved, the scheme maintains a website, www.childcareapprovalscheme.co.uk, which is able to confirm the child carers status, either ‘Approved’ or ‘No record shown’. You will need to enter their full name, childcare approval scheme and CRBD number. The child carer will have all of this information if they have been approved under the scheme. 
8.3 
Your childcare provider does not have to accept vouchers as a method of payment but it is a Government Scheme which is becoming more widespread as it is a guaranteed way of fast payment. 
8.4 
Should you decide to change your childcare provider, you must ensure that the new provider accepts childcare vouchers and are registered with Ofsted. It is advisable to contact YouatWork before you change so that you maintain your payments. You will also need to provide them with the details of your new provider. 

9. Early Termination 
9.1 
If you join the scheme you must stay for a minimum period of one year after which you must give one month’s notice to withdraw from the scheme. You will only be able to withdraw from the scheme during the first year if you have a significant lifestyle event, which affects childcare requirements, for example circumstances linked to birth, marriage or death. 
9.2 
You must inform the Payroll Services in writing with immediate effect and state why it is necessary that you withdraw from the scheme. Payroll Services will write to confirm your withdrawal. 
9.3 
YouatWork will not make any refunds unless the withdrawal is caused by a significant lifestyle event. You may therefore be asked to provide evidence.
9.4 
In the event that your employment is terminated, you will be withdrawn from the scheme with effect from the last day of employment. No protections apply.

10. Short Term Emergencies 
10.1
The scheme requires membership for one year. However it is recognised that you may experience short-term emergencies, for example if your partner is in hospital for a few months and childcare must be provided. YouatWork have agreed to provide vouchers on a short term basis (no longer than 3 months). You should contact YouatWork for further details. 

11. Further Information 
For further information or advice on any aspect of this procedure, contact Human Resources. Specific queries regarding salary payments should be made to the Payroll Section 0207 364 4546.
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