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_____________________________________________________________________________________________
Fostering Leave Planner and Application Form

You must complete this form and pass it to your line manager within 7 days of being notified by the fostering service that a child has been placed with you for long-term fostering, unless this is not reasonably practicable.

Should you wish to change the date for starting fostering leave you must give your manager at least 28 days’ notice (unless this is not reasonably practicable).

If you do not have sufficient information to answer every point please ask your manager or your People Team for help.  Do not delay sending in the form.  All information will be treated in confidence, in as far as this is possible.

	Your job and personal details

	Name:


	

	Employee number:


	

	Work base:

	

	Continuous service start date (see Colleague Handbook Appendix B Glossary of terms):
	

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


	Fostering Leave Application

	I am writing to inform you that I will be fostering a child on a long-term basis

	I am expecting the child to be placed on…..
	Date:

	The fostering agreement is attached*/will follow*

(failure to produce this could result in non-payment of fostering pay)

	I wish to start fostering leave on…….
(this can be from the date the child is placed for long term fostering, or from a predetermined date which can be up to 14 days before the expected date of placement)
	Date:


	Fostering Leave Entitlement

	I understand that the earliest fostering leave can start is 14 days before the expected date of placement…….
	This will be:



	I have 26 weeks’ continuous service leading into the week in which notified of the long-term fostering placement.  This means I will be entitled to 26 weeks’ Ordinary Fostering Leave (OFL), plus 26 weeks’ Additional Fostering Leave (AFL), to follow on from OFL.
	The maximum period of OFL and AFL would end on:


	Fostering Pay

	My service with Barnardo’s started on: Date:  …………………………………….


	At the period leading into the week in which notified of placement I will have 26 weeks’ continuous service*/less than 26 weeks’ service* with Barnardo’s.

	As I have 26 weeks’ continuous service but less than 1 year I will be entitled to Barnardo’s Fostering Pay (BFP).

I understand that if I do not return to work for 3 months following the end of fostering leave Barnardo’s will reclaim Barnardo’s Fostering Pay (BFP).

As I am unsure whether I shall be returning to work I wish to defer taking BFP. (I understand I must notify you of my final decision in order to receive this payment.)


	BFP – YES/NO*
YES/NO*
YES/NO*

	As I have more than 1 year’s continuous service leading into the week in which notified of placement, I will be entitled to Barnardo’s Additional Fostering Pay (BAFP) 
I understand that if I do not return to work for 3 months following the end of fostering leave Barnardo’s will reclaim Barnardo’s Additional Fostering Pay (BAFP).

As I am unsure whether I shall be returning to work I wish to defer taking BAFP.  (I understand I must notify you of my final decision in order to receive this payment.)
	BAFP - YES/NO*
YES/NO*
YES/NO*



	Other Leave

	I understand that I may request other leave to follow on from fostering leave and must follow Barnardo’s procedures for authorising such requests.  
	I am considering requesting:

Annual leave of ………. weeks




	Returning To Work

	As I am entitled to Ordinary Fostering Leave and Additional Fostering Leave (total 52 weeks), I understand that I must return to work by……
	Date:


	I am entitled to Ordinary Fostering Leave and Additional Fostering Leave (total 52 weeks) but wish to return earlier.  My return date will be…..
	Date:

	As I shall be seeking authorisation for other leave at the end of fostering leave, I shall return to work on….
	Date:

	Changing date of return

I understand that I can change my date of return from fostering leave by giving 28 days’ written notice to my line manager, otherwise you may postpone my return date.  I also understand that if I decide not to return to work that I am required to give written notice as outlined in my contract of employment.

Sickness Absence

I understand that if I am ill when I am due to return to work I must send in a medical certificate and comply with Barnardo’s absence from work procedure.


* delete as appropriate

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 D365 on: .……..…...

___________________________________________________________________

For completion by People Team:

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

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