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Purpose
This policy sets out the contractual and statutory adoption leave rights for eligible employees wishing to take adoption leave.  It should be read in conjunction with the policy on Shared Parental leave. The policy is subject to updates and amendments in line with legislative developments. 
This policy does not form part of an employee’s contract of employment and the Church/PCC may change this policy from time to time and employees will be notified of any such changes.  

Scope
This policy applies to all temporary and permanent employees. Please speak with your line manager is you have any questions.

General Principles
This policy applies to those who have been continuously employed for 26 weeks when they are notified that they have been matched for adoption, fostering a child with a view to possible adoption or expecting a child through a surrogate mother. An employee, who meets that criteria will be entitled to adoption leave provided that only one of the adoptive parents takes adoption leave. The other parents will be entitled to take paternity leave in accordance with our paternity policy and/or shared parental leave policy. 

Adoption Leave
An employee who adopts a child, or who has a child through surrogacy (where the child is biologically the employee’s or the biological child of their spouse or partner) is entitled to 52 weeks’ adoption leave. Adoption leave comprises of 26 weeks of ordinary adoption leave and 26 weeks of additional adoption leave.

The period of adoption leave will begin on:
· The date when the child is placed for adoption or on a date if the employee’s choosing no more than 14 days before the expected placement
· In the case of a child born by surrogacy, the period of adoption leave will begin on the day the child is born, unless you are at work, in which case it will start on the following day.

An employee wishing to take adoption leave should notify their line manager within seven days of receiving notice that they have been matched with a child or as soon as reasonably practicable thereafter. Or in the case of surrogacy the employee should notify the employer of their intention to take adoption leave by the end of the 15th week before the expected week of childbirth.

Adoption Pay
The Church/PCC will pay statutory adoption pay (SAP) in accordance with its legal obligations. Currently, in order to qualify for SAP, an employee must satisfy the following criteria:
· You must have completed 26 weeks’ continuous employment with the Church/PCC
· They are notified that they have been matched for adoption or:
· By the end of the 15th week before the expected week of childbirth in the case of surrogacy
· Their average earning must have been at or above the lower earnings limit for national insurance payments purposes for the appropriate period of time (the last eight weeks)
· They have been elected to received SAP

SAP is payable for a maximum period of 39 weeks. The Church/PCC will pay SAP at the appropriate rate from time to time. SAP is subject to deductions for tax, national insurance and any other deductions which the Church/PCC may legally make. 

SAP is calculated as follows:
· First 6 weeks – paid as the earning related rate of 90% of average earning over the relevant period
· Remaining 33 weeks – paid at the prescribed rate which is set by the government for the relevant tax year, or the earning-related rate whichever is lower
During any period of paid adoption leave the employer shall continue to make any employer contributions that are usually made into a pension scheme, based on what your earnings would have been if you have not been on adoption leave, provided that you continue to make contributions based on the adoption pay you are receiving. If you wish to increase your contributions to make up any shortfall form those based on your normal salary you should contact your line manager.

The period of ordinary adoption leave, and any further period of paid adoption leave counts towards the employer’s final-salary pension scheme as pensionable service, provided that you make the necessary minimum contributions.

During any unpaid adoption leave the employer shall not make any payments into the scheme or shall make its usual contributions into the scheme, you do not have to make any contributions but may do so if you wish, or you may make up for missed contributions at a later date. 

Adoption Appointments 
Employees may taker time off to attend an adoption appointment once the agency has notified the employee that a child is to be placed with them for adoption but before the child is placed with them.

An adoption appointment is an appointment arranged by an adoption agency (or at the agency’s request) for the employee to have contact with a child who is to be placed with them for adoption or for any other purpose related to the adoption.

Were an employee and their partner are adopting a child; they must decide between them and inform their line manager who will be treated as the primary adopter and who will be treated as the secondary adopter for the purposes of time off. This will affect how much time an employee can take and whether it is paid.

You would usually choose to be the primary adopter if you intend to take adoption leave when the child is place with you. You would not be able to take paternity leave if you have been elected to be the primary adopter.

You would usually choose to be the secondary adopter if you intend to take paternity leave when the child is placed with you, although you may be able to take adoption leave if your partner is not taking it.

If you are adopting a child alone, you are treated as the primary adopter.

If the agency is placing more than one child with you as part of the same arrangement, this is treated as one adoption and will not increase the number of appointments you can take time off to attended. Any time off under this policy must be taken before the first child is placed with you.

If you are adopting on your own or have elected to be the primary adopter, you may take paid time off to attend an adoption appointment on up to five occasions in relation to any particular adoption.

If you are the secondary adopter, you may take unpaid or paid time off to attend an adoption appointment on up to two occasions only.

You must not take more than six and a half hours off each appointment, including travel and waiting time.

Requests for time off work for Adoption appointments should, wherever possible, be made at least one week in advance of the proposed appointment. Any such requests should be in writing and should be made to the line manager. It should confirm the date and time of the appointment, that the appointment has been arranged or requested by the adoption agency, whether you are adopting a child alone or jointly with another person, if you are adopting with another person, whether you are electing to take paid or unpaid time off. 

Right to Return to Work
After a period of adoption leave, the employee has a right to return to their same job. If the employee has been absent for more than six months and it is not reasonably practicable for them to return to the same job, they have a right to return to an alternative job that is suitable and appropriate.
If the employee wishes to return earlier, then agreed they must provide eight weeks’ written notice of their intended return. The employer is not required to allow the employee to return before the end of this eight-week period. 

Keeping in Touch
You can work or undertake training or other activities for the purpose of keeping in touch with the workplace for up to 10 days (a KIT Day) during your adoption leave without bringing your adoption leave to an end or losing your entitlement to SAP.

Your total period of adoption leave will remain at 52 weeks regardless of whether you work on a KIT Day. You will be paid your normal basic rate of pay for the time spent working on a KIT Day and this will be inclusive of any adoption pay entitlement. 

Your line manager is entitled to make reasonable contact with you during your adoption leave. 

Holidays
Whilst an employee is absent on adoption leave, they will continue to accrue holiday entitlement in the usual way. Employees should discuss holiday plans with their line manager in good time before starting adoption leave. 

Holiday entitlement will continue to accrue at the rate provided under the employment contract during adoption leave. If an employee’s adoption leave continues into the next holiday year, any remaining holiday that is not taken OR cannot be reasonably taken, before adoption leave, may be carried over into the next holiday year and must be taken with three months of returning to work, unless their line manager agrees otherwise. Please discuss holiday plans with your line manager in good time before starting your adoption leave.
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