University Of Worcester
Application Form for Adoption Leave/Pay – revised August 2011


Name: _________________________            Dept./Institute/School: ________________________

Start Date: ______________________            Job Title:  __________________________________

If you work part time, please indicate hours/days worked each week _________________________

If you are currently on a fixed term contract please indicate contract expiry date ________________

1	I enclose documentary evidence confirming of being matched with a child for the purposes of adoption.  Please insert the projected date on which the child is to be placed with you (insert day, month & year)  ______________________________________________

2	I do not intend to return to work after adoption leave and wish therefore to resign on the grounds of adoption with effect from (insert day, month & year) _____________________________.  I understand I may be entitled to receive statutory adoption pay. (Please delete if not applicable)
3	I wish to apply for adoption leave commencing on (insert day, month & year) _____________ (see note 3) under either the University or the Statutory scheme detailed below (please tick appropriate one).  
An employee adopting a child from within the UK may choose to begin his or her statutory adoption leave from the date of the child’s placement or from a predetermined date up to 14 days before the expected date of placement.  
An employee adopting a child from overseas may choose to begin his or her adoption leave from the date of the child’s entry into Great Britain or from a predetermined date up to 28 days after that date.
University adoption leave and pay (incorporates Statutory Adoption Pay and Leave)
		University adoption leave and pay (for all categories of staff) is payable for anyone with more than 41 weeks service at the expected date of placement of the child, and who give a commitment to return to work following adoption leave.  The entitlement will be:

1. 4 weeks at full pay, followed by
1. 2 weeks at 90% of full pay, followed by
1. 20 weeks at 50% of full pay plus Statutory Adoption Pay (but if half pay plus SAP exceeds full pay, the half pay element is reduced), followed by
1. 13 weeks at Statutory Adoption Pay, followed by
1. 13 weeks unpaid 

	I understand that, if I fail to return to work and continue in employment under my present terms and conditions for at least three months after the period of adoption leave, I will repay to the University any non-statutory element of the adoption pay I receive.

			Statutory Adoption Leave and Statutory Adoption Pay
1. Up to 26 weeks’ ordinary adoption leave, and 
1. Up to 26 weeks’ additional adoption leave
1. Of which up to 39 weeks of the adoption leave are paid at Statutory Adoption Pay 

To be eligible for Statutory Adoption Leave and Pay you need to meet certain conditions:
1. Be newly matched with a child for adoption by an approved adoption agency, and 
1. Have worked continuously for the same employer for 26 weeks leading into the week in which they are notified of the match with a child for adoption (the matching week).  
If you do not qualify for statutory adoption pay you may be able to claim from the Benefits Agency, please ask the Payroll Officer for advice.

5.	Transfer of up to 26 weeks of your adoption leave
If you propose to return to work without using your full 52 week entitlement to adoption leave by giving proper notification of an early return, you may be eligible to transfer up to 26 weeks of your outstanding adoption leave to your spouse, civil partner or partner, to be taken by him/her as additional paternity leave on your return to work. The earliest that additional paternity leave may commence is 20 weeks after the adopted child’s placement and it must end no later than 12 months after the date of placement.  The minimum period of additional paternity leave is two consecutive weeks and the maximum period is 26 weeks.   Further details should be obtained from your spouse’s or partner’s employer.

4.       	Optional Keeping in Touch Days (KIT Days)
Optional Keeping In Touch Days (KIT days) enable an employee on adoption/maternity leave to come into work to keep in touch and/or undertake training for up to a maximum of 10 days during the adoption leave period without an employee losing the right to statutory adoption pay or bringing his or her adoption leave period to an end.  The University has no right to demand any KIT work is undertaken and an employee has no right to undertake any such work without his or her line manager’s agreement.  Keeping in Touch days can be taken at any time during adoption leave period. These KIT days will be paid at your normal rate of pay, and if you are receiving SAP/University adoption pay, this amount will be counted towards your contractual pay.  

Please insert the number and dates of any Keeping In Touch days you have agreed with your line manager ________________________________________________________________

5.	My adoption leave will end on (day, month & year)  ___________________________________

6.	I will take ________ day(s)/week(s) annual leave prior to my adoption leave on ____________

7.	I will take ________ day(s)/week(s) /annual leave following my adoption leave on ___________

8.	There are _______ bank holidays and/or University Fixed Days which occur during my paid adoption leave, please insert dates _______________________________________________

9.	I have agreed with my line manager to take the following date(s) as compensation for public holiday(s) and University Fixed Day(s):  __________________________________________
  
10.	The provisional date of my return to work is (day, month & year) ________________________

11.      I have spoken about these arrangements with my Head of Department/Line Manager. ______





Signed: _____________________________		Date: ______________________________


Notes:

1. You are encouraged to consult a Personnel Adviser before completing this form.

1. An employee must give the University notice no more than seven days after the date on which they have been notified of having been matched with a child for the purposes of adoption unless this is not reasonably practicable.






