ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
ADOPTION RIGHTS FOR EMPLOYEES – GUIDANCE NOTES
(for all employees and their managers)
Covers: 

· Qualification
· Notice
· Commencement of leave
· Links to Shared Parental Leave
· Time off for pre adoption meetings

ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
ADOPTION RIGHTS FOR EMPLOYEES – GUIDANCE NOTES

1
Introduction
1.1
The arrangements for adoption reflect the provisions of the maternity leave and pay scheme, apart from the exceptions outlined in this guidance.

1.2
Please refer to the Maternity Rights for employees – guidance notes Maternity Guidance and where reference is made to:

· Statutory Maternity Pay (SMP)

· Maternity leave


Substitute the following:

· Statutory Adoption Pay (SAP payable at the higher rate in line with SMP)
2. Qualification
2.1
To qualify for adoption leave, you must:
· Be newly matched with a child for adoption by an approved adoption agency or be one of a couple who have been jointly newly matched with a child for adoption

· Adoption leave is a Day One right. 
· Have notified the agency that you agree that the child should be placed with you for adoption and agree the date of placement

2.2 The right to adoption leave is available to one member only of a couple, who have had a child placed with them. It is up to you to decide which of you will take adoption leave. The other member of a couple jointly adopting or the partner of an individual, who adopts, may be entitled to paid paternity leave. Refer to Paternity Leave Scheme.
2.3
To qualify for Occupational Adoption Pay (OAP) you must have at least 1 years continuous Local Government service by the end of the week in which you are notified of being newly matched with a child for adoption.

2.4
If you have less than 1 year’s continuous Local Government service by the end of the week in which you are notified of being newly matched with a child for adoption you will qualify for Statutory Adoption Pay (SAP).
3. Notice

3.1
You must notify us of your intention to take adoption leave within 7 days of being notified by an approved adoption agency that you have been newly matched with a child for adoption. At the same time you must advise us of the date on which the child is expected to be placed with you and the date on which you intend to start your adoption leave. This can be done via the form that can be found at the end of this guidance note.

3.2
You must supply a document or documents from the adoption agency that includes the following:
· The name and address of the agency.
· The date on which you were notified that you were matched with the child.
· The date on which the agency expects to place the child with you.
3.3
You are not required to provide documentary evidence of the name and date of birth of your child.

3.4
If you wish to change the date on which you intend to start your adoption leave, you must do this at least 28 days before the date in question.

3.5
We will respond to your notice of intention to take adoption leave, within 28 days, informing you of the date on which you are expected to return to work.

4. Commencement of leave

4.1
You may commence your adoption leave from the date on which the child is placed with you or up to 14 days before that date.
5. Shared Parental Leave 
5.1
The Shared Parental Leave Regulations 2014 introduced provisions for those taking adoption leave the option to transfer some of their statutory leave and pay to a qualifying person. Please refer to the Council’s Paternity and Shared Parental Leave Scheme for full details.

6. Time off to attend adoption appointments

6.1
Employees notified that a child is to be placed with them for adoption are entitled to time off to attend adoption meetings. One partner is entitled to paid time off and the other unpaid time. Paid time off is up to a maximum of 6.5 hours on a maximum of 5 occasions. Whilst unpaid time off is also a maximum of 6.5 hours on up to 2 occasions.
7. Other information
7.1
There are slightly different rules for adoptions from overseas regarding notice of adoption leave. Please contact the BP team in HR for further information.

7.2
If, for some reason, the planned adoption does not go ahead after you have commenced your adoption leave, please contact the BP team in HR for further information.
ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

Adoption Leave 

(less then 1 year’s continuous Local Government Service)

Complete this form if you have less than 1 years’ continuous Local Government service by the end of the week in which you are notified of being newly matched with a child for adoption

Name: _________________________Employee no: ______________

Business Unit / School:______________________________________

1. I was notified of being newly matched with a child for adoption on ___________

2. My adopted child is expected to be placed with me on  _____________________

3. I intend to start my adoption leave on ___________________________________

4. I attach the documents as required under section 3.2 of the Adoption Guidelines.

5. I do/do not intend to return to work following my adoption leave (delete as appropriate)

6. I intend to return to work on _________________________________________

I understand that I must give 8 weeks notice if I wish to return to work earlier than the date I have indicated above.

Other comments:

___________________________________________________________________

___________________________________________________________________

I have read and understood the adoption leave guidelines. 

Signed ____________________________________ Date ____________________________

Please give a copy of this form to your Unit Manager / Headteacher and send the original and required documentation to the HR Unit at Town Hall, St Ives Road, Maidenhead.

If you have any queries, please contact HR.

ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

Adoption Leave 

(Over 1 years’ continuous Local Government services)
Complete this form if you have at least 1 year’s continuous Local Government service by the end of the week in which you are notified of being newly matched with a child for adoption

Name: ______________________________ Employee no: _______________
Business Unit / School: ___________________________________________

1. I was notified of being newly matched with a child for adoption on ___________

2. My adopted child is expected to be placed with me on  _____________________

3. I intend to start my adoption leave on ___________________________________

4. I attach the documents as required under section 3.2 of the Adoption Guidelines.

5. I do/do not intend to return to work following my adoption leave (delete as appropriate)

6. I intend to return to work on _________________________________________

I understand that I must give 8 weeks notice if I wish to return to work earlier than the date I have indicated above.


      7.
I do / do not wish to receive my 12 weeks’ half pay during my adoption leave 

(delete as appropriate)

If you opt not to receive your half pay, it will be paid to you on the first pay day following your return to work.
Other comments:

___________________________________________________________________

___________________________________________________________________

I have read and understood the adoption leave guidelines. I authorise the recovery of the proportion of the 12 week’s half pay that should be repaid if I have not worked for three months following my return to work after adoption leave.  The amount repayable will be calculated on the basis of complete calendar months not worked.

Signed _______________________Date _____________________________

Please give a copy of this form to your Unit Manager / Headteacher and send the original and required documentation to the HR Unit at Town Hall, St Ives Road, Maidenhead.
If you have any queries, please contact HR.
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