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_____________________________________________________________________________________________
Adoption Leave Planner & Request Form 

Please read the Adoption Leave and Pay Policy and Procedures (which is available to download on Inside.Barnardo’s) before you complete this form.

Please note:  this form is designed for UK adoptions – colleagues adopting from overseas can use this as a guide but must adhere to the notification requirements set out in this policy – see Adopting from overseas. 
Please give as much notice as possible of your intention to take adoption leave.  You must complete this form and pass it to your manager within 7 days of being notified by the adoption agency that you have been matched with a child for adoption, or

that it proposes to place a child for early permanence with you under s.22C(9B)(c) of the Children Act 1989.
Should you wish to change the date for starting adoption leave you must give your manager at least 28 days’ notice.

Barnardo’s processes personal data collected in accordance with its Privacy Notice. Data collected from the point at which you inform the organisation that you have been notified by an adoption agency that you have been matched with a child for adoption, or that it proposes to place a child for early permanence with you, is held securely and accessed by, and disclosed to, individuals only for the purposes of managing your adoption leave and pay (if you are eligible).

If you do not have all the information requested, please ask your manager or your People Team for help.  Do not delay sending in the form.  As far as possible, all information will be treated in confidence.

Statutory adoption pay

[image: image1]Important information if you participate in salary exchange and are eligible for statutory adoption pay (SAP) (see also Adoption Leave and Pay Policy and Procedures).
The first 6 weeks of SAP is calculated and paid at the rate of 90% of average earnings during a set period (known as the ‘relevant period’) leading up to the ‘matching week’. Under HMRC rules, if you participate in salary exchange your reduced (post-exchange) salary must be used for this calculation. Therefore, if you do not opt-out of pension salary exchange at the appropriate time, and stop childcare vouchers (as applicable), the first 6 weeks
 of your SAP will be reduced. The form to opt out of pension salary exchange, can be found on Inside.Barnardo’s
Childcare Vouchers
Due to HMRC changes to the childcare voucher scheme, you can no longer stop and re-start childcare vouchers - you can however amend the value of your childcare vouchers to a lesser amount and continue with the scheme. To stop or amend childcare vouchers, please contact Sodexo on telephone 01908 303 531. 

You will find further information about childcare vouchers on Inside.Barnardo’s. Details of the Government’s alternative to the childcare voucher scheme can be found at https://www.gov.uk/tax-free-childcare.
	Your job and personal details



	Name:


	

	Home address:


	

	Employee number:
	

	Job title:


	

	Work base

	

	If your home address changes between now and the end of your adoption leave, please advise your manager or your People Team.


	Confirmation of your adoption

	I am expecting the child to be placed on:


	Date:

	A matching certificate, or notification to place a child for early permanence under s.22C(9B)(c) of the Children Act 1989, is :


	attached/will follow*

*delete as applicable

	Confirmation of your eligibility for statutory adoption leave

	Your continuous service start date with Barnardo’s is:

The date of notification of being matched with the child, or that a child will be placed with you for early permanence under s.22C(9B)(c) of the Children Act 1989:

I meet the service criteria for adoption leave:
	Date:

Date:

YES/NO*



	To qualify for adoption leave you must be newly matched with a child for adoption by an approved UK agency; or have been notified that a child will be placed with you by such an agency for early permanence under s.22C(9B)(c) of the Children Act 1989; and have at least 26 weeks’ continuous service with Barnardo’s leading into the ‘matching week’; and have notified the agency that you agree that the child should be placed with you and agree with the date of placement.

‘Continuous Barnardo’s service’ is defined in the Colleague Handbook –Appendix B Glossary of Terms.


	Planning your adoption leave
You are entitled to 52 weeks’ statutory adoption leave.  Your adoption leave can start from the date the child is placed for adoption, or from a pre-determined date which can be up to 14 days before the expected date of placement.  (This is the earliest date your adoption leave can start.)

If you are not planning to take your full adoption leave, you must advise Barnardo’s when you will be coming back.  You can change your mind later on, as long as you give 8 weeks’ notice of the change.  (If you change your mind to come back later, you must give 8 weeks’ notice before the original earlier date).  If you do not give 8 weeks’ notice, Barnardo’s can postpone your return to work to allow for this.

Annual leave and bank holiday entitlement continues to accrue during adoption leave.  You can request to take annual leave/bank holiday entitlement before you start adoption leave (if practicable) and/or following the end of adoption leave.
You can take unpaid Parental Leave following the end of adoption leave.
If eligible you may also end your adoption leave early and share the remaining leave and any remaining pay as Shared Parental Leave with your partner.


	Annual leave planned to request prior to starting adoption leave.
	Specify number of hours/weeks/days



	Bank holiday entitlement planned to request prior to starting adoption leave.
	Specify number of hours/days

	The date I wish to start my annual/bank holiday leave prior to starting adoption leave
	Date:

	The number of weeks’ adoption leave I will be taking.
	Specify number of weeks


	The date I wish to start my adoption leave.


	Date:



	The date I wish to end my adoption leave.
	Date:



	Annual leave planned to request following the end of adoption leave.
	Specify number of hours/weeks/days



	Bank holiday entitlement planned to request following the end of adoption leave.
	Specify number of hours/days

	The date I wish to end my annual/bank holiday leave following the end of adoption leave.
	Date:



	Parental Leave planned to request following the end of adoption leave.  
	Specify number of weeks

	Return to work date (from leave following adoption leave)
	Date:


	Entitlement to adoption pay
If you are entitled to adoption leave, provided your average earnings during a set period are not less than the lower earnings limit for paying national insurance contributions and you meet the qualifying service requirements as set out in the policy, you will be entitled to receive statutory adoption pay (SAP)
 for 39 weeks.  Once you qualify for SAP and provided you don’t work during the 39 weeks other than KiT days, you are entitled to receive this even if you leave work after the ‘qualifying week’ or don’t return to work with Barnardo’s following your adoption leave.

You may also be entitled to receive Barnardo’s Adoption Pay (BAP). To qualify, you must have at least one year’s Barnardo’s service leading into the ‘matching week’ and return to work for a minimum of 3 months following adoption leave. ‘Barnardo’s service’ is defined in the Colleague Handbook, Appendix B - Glossary of Terms.

	Barnardo’s Adoption Pay (BAP)


	My total Barnardo’s service leading into the matching week is:

I meet the above service criteria for BAP:
	Length of service:

YES/NO*

	Options for phasing of BAP please tick box next to your payment choice

55% of weekly pay for 12 weeks paid monthly commencing from week 7 of SAP

or

50% of weekly pay for 13.2 weeks paid monthly commencing from week 7 of SAP

or

33% of weekly pay for 20 weeks paid monthly commencing from week 7 of SAP

or

30% of weekly pay for 22 weeks paid monthly commencing from week 7 of SAP

or

I am unsure whether I will be returning to work and I wish to defer taking the BAP.  (I understand I must notify you of my final decision in order to receive this payment.)
	(

(

(
(
(


	Childcare Vouchers (if you are participating)



	Refer to information starting on page 1, before completing this section below:
I will stop /have stopped* childcare vouchers.

Or

I intend to amend the value of childcare vouchers so I can continue to receive them during adoption leave.

* delete as applicable 

(Receipt of childcare vouchers will have an impact on any BAP but not on SAP). 


Your declarations

I understand that:

To change the date my adoption leave ends, I must give 8 weeks’ written notice to my line manager;

If I decide not to return to work I must give written notice as required under my contract of employment;

If I do not return to work for a minimum of 3 months following my adoption leave, I will have to repay any BAP I have been paid
;

If I am sick when I am due to return to work I must send in a medical certificate and comply with Barnardo’s sickness absence procedure.

If in salary exchange and eligible for SAP, I understand that the first 6 weeks of my SAP will be reduced if I do not stop childcare vouchers and opt-out of pension salary exchange (as applicable) before the set period used to calculate SAP (as explained on page 1)
Please now sign your completed form and pass it to your line manager.

Signed:  ………………………………………     Date:  ………………………………

___________________________________________________________________
For completion by the Manager:

Once you receive this form, please check the details, note any actions required and forward promptly to your People Team to generate a letter to the colleague, which must be given within 28 days of you receiving the form.

Received by manager:  ……………………….     
Signed:  …………………………

                                  (name)

Forwarded to People Team on:  ……   Processed via Dynamics 365 on:  ……..

___________________________________________________________________
For completion by People Team:

Letter to colleague sent on:  …………………     
Signed:  …………………………

(must be within 28 days of receipt of form by manager)

�The remaining 33 weeks of SAP is not affected as this is paid at the Government’s standard rate.


� See Adoption Policy & Procedures on Inside.Barnardo’s for categories of pay for full details.  Subject to eligibility to SAP, Barnardo’s supplements SAP by paying 90% of average earnings for the first 6 weeks.


� This condition does not apply in the event of redundancy during adoption leave
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