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	Request For Change Form 

NurseryPlus: Workplace Nursery Salary Exchange Scheme


	1. General details
	

	Surname: 

	Job title: 

	First name: 


	Department: 

	Payroll number (you can find this on your payslip) :




	2. Details of your child/ren
	
	
	
	

	Name of child
	Date of birth 
	No. of days required per week 
	Old annual  nursery fee  
	New annual nursery fee
	New annual salary exchange amount

	
	
	
	£
	£
	£

	
	
	
	£
	£
	£

	Total
	
	
	£
	£
	£


	3. Reason for change as applicable to University staff or partner

	
	Marriage or civil partnership
	
	Birth or at key stages in adoption of child

	
	Notification of pregnancy or commencement/return from mat leave
	
	Divorce/legal separation/dissolution of a civil partnership

	
	Death of partner or dependant
	
	Start of/return from long-term sick leave

	
	Child/sibling starting at nursery/school
	
	Redundancy, loss of job or change in working pattern of partner

	
	Moving house
	
	Annual renewal

	
	Significant change in working hours (over 20%)
	
	Change in formal custody arrangements

	
	Start of or return from an overseas secondment
	
	Start of or return from unpaid leave of greater than 3 months 


	3. Date from which you wish this change to take effect: 

	Date:                                                          until annual renewal date (1 August)




I understand and agree that as a participant in the NurseryPlus Salary Exchange Scheme my gross salary will be reduced by an amount that reflects the annual cost of my nursery fees for my place(s) at Westwood Nursery, and that the following conditions will apply: 

· The University will pay the nursery fees equivalent to the annual cost direct to Westwood Nursery. 

· I may amend my participation only at the annual renewal date or when my child leaves the nursery or if there is a lifestyle change as defined in the Request for Change form

· I understand that this salary reduction constitutes a formal change to my contract of employment.  All other terms and conditions of employment remain unchanged.  

· I understand that it is a condition of joining the NurseryPlus Salary Exchange Scheme that I may only withdraw from the scheme when my child leaves the nursery.

· I also agree to give the University and the Nursery no less than two months’ notice when I wish to withdraw my child from the nursery.
	Signed:  
	
	Date: 




Please complete this form and send to Lucy Farr, Childcare Administrator, Westwood Nursery, University of Bath or email lf738@bath.ac.uk .  Please keep a copy.

	Payroll
	Date of change
	Annual £



