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UNIVERSITY OF ST ANDREWS
NURSERY SALARY SACRIFICE SCHEME
FAQs

What is the Nursery Salary Sacrifice Scheme?

- The Nursery Salary Sacrifice Scheme is exclusive to current University of St Andrews employees.

- The Scheme allows an employee to voluntarily give up a portion of their pre-tax salary to cover
nursery fees at the University of St Andrews Nursery. The employee can sacrifice an amount of
salary equal to or less than their nursery fees, however, the amount sacrificed cannot exceed their
nursery fees.

- Given that the deduction from salary is pre-tax, the employee can benefit from UK income tax and
social security savings.

- The University will be responsible for settling the employee’s nursery fees directly with the
Nursery, on a monthly basis.

- As an example, April nursery fees would be deducted from an employee’s salary in the April UK
payroll cycle and hence, the employee’s salary (which they would receive on the second last
working day of the month) would be reduced by the relevant amount.

- Where an employee wishes to join the Scheme, a written agreement setting out the changes to
salary would be put in place, which amends the employee’s employment contract. For those joining
the University, this will be included as a clause in your Terms and conditions of Employment. For
existing members of staff, this will be communicated to you be letter confirming an Amendment to
Terms and Conditions of Employment.

- If you are also a member of the University’s employer pension salary sacrifice scheme, your
employee pension contributions will continue to be calculated on your gross salary.

- Participation in the Scheme means you have decided to reduce your pre-tax salary in return for
payment of childcare provided by the University of St Andrews Nursery. Given that you will receive
a lower salary, it is necessary to sign an amendment to your contract of employment.

- The University receives a nominal benefit from the Scheme by making a saving on employer’s
national insurance contributions, which is based on the employee’s reduced salary.

Am | eligible to join the Scheme?

- The Nursery Salary Sacrifice Scheme is open to all current University of St Andrews employees
whose child(ren) attend the University Nursery. This includes step-parents and legal guardians/
employees with parental responsibility.

- The amount of salary sacrificed cannot take the employee’s earnings below the National Minimum
Wage “NMW” (National Minimum Wage and National Living Wage rates - GOV.UK (www.gov.uk)).

- Where an employee wishes to join the Scheme, the employee must not also be in receipt of
childcare vouchers, nor can they use the government’s Tax-Free Childcare scheme in respect of
their University of St Andrews Nursery fees. Employees can use the Estimate your Income Tax for
the current year - GOV.UK (www.gov.uk) income tax calculator to help decide whether they would
prefer to remain using the governments Tax-Free Childcare scheme, or wish to join the University’s
Nursery Salary Sacrifice Scheme.

- Where both parents are employed by the University, the salary sacrifice can be split. In these
circumstances, you may therefore wish to consider a split in order to maximise tax savings.

How do | join the Scheme?

- If you wish to join the Scheme, please complete the Nursery Salary Sacrifice Application Form and
email this to: nursery@st-andrews.ac.uk Should you have more than 1 child at the Nursery, please
note that you are only required to complete one form (not one form per child). For instances where
both parents are employed by the University and both wish to sacrifice part of their salary, they
should return a form each, noting on the form which child(ren) their application refers to.
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- After checking that the monthly nursery fee stated in the form aligns with their records, the
Nursery will forward the form to the Pay & Pensions team for processing.

- Should the Pay & Pensions team receive the completed form by the payroll processing cut-off date
for the month (and eligibility is confirmed), salary sacrifice will take effect from that month. Should
the form be received after the cut-off date, salary sacrifice will take effect from the following
month. Should you be a new employee, colleagues in our Recruitment team will include details of
your new salary in your terms and conditions of employment; should you be an existing employee,
colleagues from our HR Support and Advice team will write to you to confirm your adjusted salary.

What happens if | go on maternity or unpaid leave?

- Whilst an employee is receiving Statutory Maternity Pay or unpaid leave (when for maternity, sick
leave, or any other reason), the employee will need to cease participation in the Scheme.

- Where an employee is no longer able to participate in the Scheme as a result of being on SMP or
unpaid leave, it is the employee’s responsibility to inform the Pay & Pensions team direct at:
monthly-ns@st-andrews.ac.uk

- Once an employee returns to work, a new application form should be completed in order to rejoin
the scheme.

Can | leave the Scheme at any time?

- The Scheme requires a commitment of participation for a 12-month period.

- You cannot leave the Scheme until you have a continuous 12-month period of membership unless
your child leaves the Nursery or there is a significant personal lifestyle change which impacts your
ability to participate in the Scheme.

- Asignificant personal lifestyle change includes:

o Marriage or civil partnership

o Relocation

o Asignificant change in working hours

o Redundancy, termination of employment

o Long term sickness or disability

o Divorce/separation/dissolution of civil partnership
o University employment income falls below NMW.

- If you chose to leave the Scheme for any other reason than a significant lifestyle change event, you
will not be permitted to join the scheme for a period of 12-months.

- If you wish to leave the Scheme, you must provide 4 week’s notice and inform both the Nursery by
emailing: nursery@st-andrews.ac.uk and the Pay & Pensions team at e: monthly-ns@st-
andrews.ac.uk Please include your employee ID and surname in the email subject field.
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