ADOPTION LEAVE PLAN
INTRODUCTION

You are required to complete this plan and let your department have a copy. This form will help you find out if you qualify for University or Statutory Adoption Leave and Pay and is also a simple way of making sure you give the University all the necessary information. You should complete this form after having read the Adoption Leave Guidelines on the HR pages on the intranet (hard copy available from HR). If you require further advice please contact your HR Adviser. 

TELLING THE UNIVERSITY YOU INTEND TO ADOPT

It is helpful to let your department know as soon as you have been approved as a potential adopter. This form should be used once you have been notified that you have been matched with a child.  
HOW TO USE THE PLAN

The plan is in four parts (Part A to D). You should complete Part A and B first. Part B will tell you whether you need to complete Part C. Notes, to help you complete the form, are given in the right hand column. You will also find it helpful to have a calendar or diary handy. You will only need to complete Part D if you decide to return to work before the date specified on your Adoption Leave Plan.
Please read the following form carefully and complete the questions applicable to you.


PART A: PLANNING ADOPTION LEAVE


	TO THE CHAIR/HEAD OF DEPARTMENT

I am giving you this form to let you know that I intend to take adoption leave. I have provided my intended start date and date of return.

	PERSONAL DETAILS

Full Name ………………………………….   
Title …….
	Department ….………………………………..

Employee No. (See University Card)
……………………………….………...
National Insurance Number……………………

	NOTIFICATION

1. I must formally notify the department of my intention to take adoption leave by submitting the Adoption Leave Plan. The date I was notified that I had been matched with a child was

………………………………………………

1a. The name and address of the Adoption Agency is

……………………………………………….

……………………………………………….

……………………………………………….

………………………………………………

1b. I enclose a copy of the matching certificate or other official notification.                      tick box [   ]

Or

The matching certificate/other official notification will be given to HR at least 28 days before the start of my adoption leave.                 tick box [   ] 


	NOTIFICATION OF MY INTENTION TO TAKE ADOPTION LEAVE
You must give this form to your Chair/Head of Department within seven days of being notified of your match with a child (or within 28 days of official notification that you may adopt if you are adopting from overseas).  

ADOPTION AGENCY

Please provide the name and address of the adoption agency in the UK, or the overseas contact if adopting from abroad.

If you are adopting a child in the UK you will be provided with a matching certificate.  If adopting a child from overseas you will be issued with official notification, and a copy of one or the other of these two documents should be passed to the University.

	WHEN THE CHILD IS EXPECTED TO BE PLACED WITH ME:

2. Week beginning:

…………....……………………………………..   
……………………………………………………

                                                                                     
	EXPECTED WEEK OF PLACEMENT

The expected week of placement is the week during which you expect the child to come to live with you.





PART B: UNIVERSITY ADOPTION LEAVE AND PAY

Complete this section to see if you qualify for the University Adoption Leave Scheme.

	3. I confirm that I have worked for the University continuously for at least 52 weeks prior to the expected week of placement.
Yes   [   ] tick box   (go to question 4)
or 

No     [   ] tick box 

I do not qualify for the University adoption leave scheme (now go to Part C).
4.  I intend to return to work for more than three months following my return from adoption leave.*
Yes   [   ] tick box   (go to question 5)

or 

No     [   ] tick box  

I do not qualify for University adoption leave (now go to Part C).
5. You must also meet the lower earnings limit a week. If you meet the lower earnings limit you will meet one of the eligibility criteria for Statutory Adoption Pay, however if you do not meet the lower earnings limit you will not be eligible for Statutory Adoption Pay. You will be notified of your eligibility upon receipt of this form.
	Qualifying Period

Count back 52 weeks from your expected week of placement. Your length of employment usually runs from the first day you started work with the University to the present day. If there are any gaps in your employment with the University, please contact your HR Adviser for guidance.
Intention to Return to Work

To qualify for University adoption pay, you must intend to return to work for at least three months at the end of your adoption leave. If you have taken the University adoption pay scheme rather than the statutory pay scheme and you then decide not to return to work for more than three months following leave, you will be required to repay the difference between the two schemes. 
* If you are on a fixed term contract that is due to finish within 52 weeks from the start of your adoption leave period, you should contact your HR Adviser at the earliest possible time.
AVERAGE EARNINGS
The lower earnings rate for the year from April 2018 to April 2019 is £116 per week (before deductions). This figure is revised in line with inflation each April.
Payroll will use the eight weeks prior to the end of the matching week to work out your average earnings. 


	STARTING ADOPTION LEAVE

6. I wish to start my adoption leave on 

……………………………………….


	START DATE
You may start your leave at any point up to 14 days before the expected week of adoption (if you are adopting from overseas the earliest date you can start your leave is the date that the child enters Britain and the latest date you can start your leave is 28 days after the child’s entry into Britain). You must give 28 days’ notice of going on leave and a further 28 days’ notice of any changes to the proposed start date of adoption leave.   


	RECEIVING UNIVERSITY ADOPTION PAY

7. I have decided to take the University adoption leave payment as follows:

               Option A       [    ] tick box

OR

               Option B      [    ] tick box

I understand that to qualify for University adoption leave and pay, I must meet the necessary eligibility criteria.  As part of this criteria, I must intend to return to work following adoption leave and understand that if I decide not to return to work for more than three months following adoption leave, I will be required to repay the difference between the University adoption pay and statutory adoption pay.


	University adoption leave and pay can start from any day of the week. 
UNIVERSITY ADOPTION PAY
The University adoption leave scheme provides two options for leave with pay. Either:

Option A

Eight weeks’ leave on your normal full pay, 16 weeks’ leave on your normal half pay plus Statutory Adoption Pay (where this does not exceed full pay), 15 weeks of Statutory Adoption Pay (the lesser of £145.18 a week or 90% of your average weekly earnings). This figure is revised in line with inflation each April (figure given is correct from April 2018). You will then have an entitlement of up to a further 13 weeks’ unpaid leave. 
OR
Option B

16 weeks’ leave on your normal full pay, followed by 23 weeks’ Statutory Adoption Pay (the lesser of £145.18 (please see above) a week or 90% of your average weekly earnings). You will then have an entitlement of up to a further 13 weeks’ unpaid leave.  

Your Statutory Adoption Pay entitlement is included within the University payments. 

	RETURNING AFTER ADOPTION  LEAVE

8. My full University adoption leave entitlement will finish on:

                …………………………(date)

This will normally be one year after your intended start date.
9. I intend to return to work on:

               …………………………(date)*

N.B. Do not include any arrangements for annual leave in these dates.
           * if you are on a fixed term contract that is due to finish within 52 weeks from the start of your adoption leave period, you must state when you intend to return to work and contact your HR Adviser at the earliest possible time.


	END OF UNIVERSITY ADOPTION LEAVE 
This can be any time up to the end of the 52nd week from when you started your adoption leave. For example, if you started your adoption leave on a Sunday, the last day will be the Saturday 52 weeks later. 

DATE YOU INTEND TO RETURN TO WORK
The latest date you can return to work is the next working day after your adoption leave entitlement finishes (the next working day after the date given in question 9). Of course, you may return at an earlier date.   

Your Department will need to confirm your return date with the Payroll Office in order for your salary to be reinstated after your leave period.

If you want to change your return date you must give your Chair/Head of Department at least 56 days’ notice before your intended return date. You can use Part D of this form to do this.

KEEPING IN TOUCH DAYS

You are not required to undertake any work while on adoption leave. You may, however, undertake Keeping in Touch Days. These days are not compulsory but are aimed at enabling you to keep in touch with the University/department whilst on adoption leave. You may work up to ten Keeping in Touch Days during your leave.  These days are by agreement with you and your department.  The University may also maintain contact with you during adoption leave, including sending correspondence and contacting you prior to your intended return date to check on the arrangements for your return.

DECIDING NOT TO RETURN
If you decide that you do not intend to return to work for the University you must give the notice period required by your contract of employment. 



	TRANSFER OF ADOPTION LEAVE TO SHARED PARENTAL LEAVE
10. I wish to convert  ……..(weeks) of my adoption leave to shared parental leave and will complete the shared parental leave form

	SHARED PARENTAL LEAVE
Employees have the option to convert their adoption leave to shared parental leave, to share with the other parent/their partner. For further information about shared parental leave, please see the University’s Shared Parental Leave Guidance.



	You have now completed all the relevant parts of the form which apply to you. You are not required to complete the rest of the form unless you do not wish to take up the University Adoption Leave Scheme. 

You should now sign the form and give it to your Chair/Head of Department. They must forward this plan onto HR. Don’t forget to keep a copy of it for yourself.

Name       --------------------------------------------------

Signed     ______________________________  Date   _____________________________



PART C: QUALIFYING FOR STATUTORY ADOPTION

Complete this section if you do not qualify for the University Adoption Pay Scheme. The following questions will help you work out whether you qualify for Statutory Adoption Pay. 

	11. By the matching week I will have worked* for the University continuously for at least 26 weeks.

                             Yes  [     ] tick box 

(You will qualify for Statutory Adoption Pay – go to question 13)

or 

                              No    [     ] tick box   

(You do not qualify for Statutory Adoption Pay – please speak to your HR Adviser)
12. You must also meet the weekly lower earnings limit a week in order to qualify for Statutory Adoption Pay. 
If you do not meet the lower earnings limit you will not be eligible for Statutory Adoption Pay .

	Qualifying Period

The matching week is the week in which you were notified of having been matched with the child.  

Count back 26 weeks from the matching week. Your length of employment usually runs from the first day you started work with the University to the present day. If there are any gaps in your employment with the University, please contact your HR Adviser for guidance.
AVERAGE EARNINGS
The lower earnings rate for the year from April 2018 to April 2019 is £116 per week (before deductions).
Payroll will use the eight weeks ending with the matching week to work out your average earnings. 
STATUTORY ADOPTION PAY 
Statutory Adoption Pay is payable for 39 weeks: six weeks at 90% of usual salary and the remaining 33 weeks at Statutory Adoption Pay (a flat rate of £145.18
 or 90% of average weekly salary, whichever is less).

	STARTING ADOPTION LEAVE

13. I wish to start my adoption leave on 

……………………………………….


	START DATE
You may start your leave at any point up to 14 days before the expected week of adoption (if you are adopting from overseas the earliest date you can start your leave is the date that the child enters Britain and the latest date you can start your leave is 28 days after the child’s entry into Britain.)  You must give 28 days’ notice of the start of the leave period, and a further 28 days’ notice of any changes to the proposed start date of adoption leave.

	RETURNING AFTER ADOPTION LEAVE

14. My adoption leave will finish on:

 …………………………(date)

15. I intend to return to work on:

…………………………(date)*

This can be any day of the week

Do not include any arrangements for annual leave in these dates.
*if you are on a fixed term contract that is due to finish within 52 weeks from the start of your adoption leave period, you must state when you intend to return to work and contact your HR Adviser at the earliest possible time.

DECIDING NOT TO RETURN

If you decide that you do not intend to return to work for the University you must give the notice period required by your contract of employment.

	END OF ADOPTION LEAVE

Staff are entitled to 52 weeks leave, this is broken down into 26 weeks Ordinary Adoption Leave during which Statutory Adoption Pay is paid (if eligible), and Additional Adoption Leave of 26 weeks which is 13 weeks of Statutory Adoption Pay (if eligible) and 13 weeks unpaid.
DATE YOU ARE DUE BACK TO WORK

The latest date you can return to work is the next working day after your adoption leave finishes (the next working day after the date given in question 14). If you want to change your return date you must give your Chair/Head of Department at least 56 days’ notice before your intended return date. You can use Part D of this form.

Your department will need to confirm your return date with the Payroll team in order for your salary to be reinstated after your leave period.

KEEPING IN TOUCH DAYS

You are not required to undertake any work while on adoption leave. However, you may undertake Keeping in Touch Days. These days are not compulsory but are aimed at enabling you to keep in touch with the University/department whilst on leave. You may work up to ten Keeping in Touch Days during your leave.  These days are by agreement with you and your department.

The University also may maintain contact with you during leave, including sending correspondence and contacting you prior to your intended return date to check on the arrangements for your return.

	TRANSFER OF ADOPTION LEAVE TO SHARED PARENTAL LEAVE

16. I wish to convert  ……..(weeks) of my adoption leave to shared parental leave and will complete the shared parental leave form


	SHARED PARENTAL LEAVE

Employees have the option to convert their adoption leave to shared parental leave, to share with the other parent/ their partner. For further information about shared parental leave, please see the University’s Shared Parental Leave Guidance.


	You should have now completed the parts of the form which apply to you and to inform your Chair/Head of Department of your plans. You should now sign the form and give it to your Chair/Head of Department. They must forward this on to HR. Don’t forget to keep a copy of it for yourself.

I wish to confirm the above arrangements with my Chair/Head of Department and HR.

Name        -------------------------------------------------

Signed     ______________________________      Date     _____________________________





PART D: RETURNING TO WORK EARLY

Complete this section only if you want to return to work before the end of your stated adoption leave period. This section is not applicable to individuals who are converting their adoption leave to shared parental leave. Please use the shared parental leave forms instead.

You will be expected back at the date specified in your written Adoption Leave Plan.  

If you want to return earlier you must give your Chair/Head of Department at least 56 days notice and you may like to use this part of the form to let your Department know. If you do not give 56 days notice the University is entitled to postpone your return until the 56 days notice has been complied with. Your return date should not be later than the end of your adoption leave period. 

	PLANNING TO RETURN TO WORK EARLY

I intend to return to work before the end of my full adoption leave entitlement. 

      I intend to return to work on

      ……………………………(date)

This can be any day of the week
	EFFECT ON ADOPTION PAY AND Statutory Adoption Pay
If you return to work before the end of your adoption pay period, you will not receive your full entitlement to adoption pay and/or Statutory Adoption Pay.  Any adoption pay entitlement will finish on the day before you return to work.

TELLING YOUR DEPARTMENT THAT YOU WANT TO RETURN EARLY
If you want to return to work before the end of your adoption leave period, you must give your department at least 56 days’ notice before your intended return date.

Your Department will need to confirm your return date with the Payroll team in order for your salary to be reinstated after your leave period.

	You should make sure that your Chair/Head receives proper notice of your plans, if you wish to alter your return date, either by completing this section of the Adoption Leave Plan or writing direct to your Head of Department. You should sign this form and give it to your Chair/Head of Department, copied to HR. Don’t forget to keep a copy for yourself.

I wish to confirm the above arrangements with my Chair/Head of Department and HR.
Signed     _____________________________     Date 
_____________________________

Full Name ___________________________ Department  ____________________________       





Notes of any verbal discussions/notification (please include name of HR representative)





FOR HR USE ONLY: HR CHECKLIST 					April 2018





NAME OF EMPLOYEE:_________________________DEPARTMENT:____________________________





Eligibility for Statutory Adoption Pay





Check start date of employee





Check date employee was notified of a match with the child (this is the matching week).





N.B. Ensure you consult payroll to calculate average weekly earnings before confirming eligibility to the employee


Check average weekly earnings during the qualifying period – eight weeks prior to the end of the matching week. Do they earn above the current lower earnings limit (£116 a week from April 2018)?





Check with Payroll if the individual has actually earned above the Lower Earnings Limit.


(Staff who have been on reduced pay during the qualifying period, such as half sick pay, may not have earned enough money.  Conversely, staff whose salary would normally be below the Lower Earnings Limit may have worked additional hours during the qualifying period and may now be eligible).





Check start date of adoption leave





Check end date of adoption leave





Check if any leave to be transferred and Statutory Adoption Pay to be transferred





Check duration of adoption leave





Check that the dates given on the Adoption Leave Plan are for adoption leave only and do not include annual leave





Employee entitled to Statutory Adoption Pay  		YES		NO





If the employee does not satisfy all the above eligibility criteria they will not qualify for Statutory Adoption Pay.





Eligibility for University Adoption Pay





N.B Employees must meet the eligibility criteria for Statutory Adoption Pay before considering whether they meet the additional eligibility criteria for University Adoption Pay





Check that the employee has one year’s continuous service prior to the expected week of placement of the child for adoption 





Check that the employee has confirmed they will be returning for three months








Employee entitled to University Adoption Pay  		YES		NO





Date Adoption Leave Plan checked and confirmation letter sent to employee:__________________





Adoption Leave Plan checked by:


Print Name:___________________________________________________


Signature:_____________________________________________________














� This figure is revised in line with inflation annually each April.  Figure quoted is correct as at April 2018.








