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Summary of the University’s Adoption Scheme

· Staff must inform their line manager as soon as they have been approved for adoption using the letter in Appendix B, even though a placement has not been allocated.


· Staff must give a minimum of 28 days notice of when they want to start adoption leave and must complete the Pay and Leave form in Appendix C.


· Staff are able to speak to an HR Representative in confidence without their Line Manager knowing.


· Once the Line Manager is informed by the member of staff that he/she has been approved to be an adoptee an Adoption Meeting is held between the Member of Staff, Line Manager and an HR Representative.


· Staff should use Appendix B to help decide the best time to start Adoption Leave.  Staff who qualify receive 26 weeks Adoption Leave with some pay, and can take unpaid leave until a total of 63 weeks have been taken including paid and unpaid leave.  Staff who do not have qualifying service will received 26 weeks unpaid adoption leave.


· Staff who qualify will receive 13 weeks full pay and 13 weeks at 50% pay plus Statutory Adoption Pay flat rate.


· Two weeks Paternity/Maternity/Adoption Support Leave is available for qualifying staff.


· Staff who have said that they will take exactly 26 weeks Adoption Leave do not need to confirm their return to work, staff taking more or less than 26 weeks leave must give 28 days notice of their return using the letter in Appendix E.


· A Return to Work Interview is held between the member of staff, the Line Manager and an HR Representative during the first week back from Adoption Leave.


· Career Breaks are available and should be pursued through the Career Breaks Scheme.


· Part Time and Job Share may be available and should be pursued through the Part Time Working and Job Share Policy


· Flexitime is operated in some Schools and Directorates


· The University has a Nursery.  An application form can be found in Appendix J


· Parental Leave is available for qualifying staff and should be pursued through the Parental Leave Policy.

Introduction

Managing work, adopting a child and possibly a change in life-style can be a stressful time in a person’s life.  As a University we have a strong commitment to equal opportunities and this means actively helping male and female employees to combine family life with a satisfying working life.  To aid staff to return to work we have included some information on the University’s childcare provisions and details of the Career Break, Part Time Working and Job Sharing Schemes which may enable a more gradual return to work.

The adoption provisions apply to all employees, full and part time.  Schools and Directorates have the responsibility and the resources to determine and implement an appropriate staffing replacement whilst an employee is on adoption leave.  Further advice and guidance are available from the HR Department.

Adoption leave and pay is not available in circumstances where a child is not newly matched for adoption, for example when a step-parent is adopting a partner’s children.

The University Congratulates staff on the adoption of their child.

INFORMING THE UNIVERSITY OF ADOPTION

When the member of staff should tell the University that he/she has been approved to adopt

Staff should inform their Line Manager and the HR Department, in writing using the form in Appendix B, stating that he/she has been approved as an adoptee as soon as he/she has been officially informed, even though he/she may not have been matched to a child for adoption at this point.

When the member of staff should tell the University of his/her adoption

The University wishes to support staff who are adopting a child with regard to welfare needs, for example, and would encourage staff to tell their Line Manager, as indicated below in the section How the member of staff should tell the University he/she is Adopting, at the earliest possible time that he/she feels able to share this information, however below are the guidelines for the absolute minimum notice that can be given.

Staff are able to come and speak to an HR Representative in confidence without their Line Manager being aware.

A member of staff must give the University a minimum of 28 days notice, or if this is not possible, as soon as is reasonably practicable.  Notice should be given using the Leave and Pay form in Appendix C.  Adoption leave may commence no earlier than 14 days before the expected date of placement.  

How the member of staff should tell the University he/she is adopting

The member of staff must notify  the HR Department using the Leave and Pay form in Appendix C.  If any of the information required on the form has not been conveyed to the University, the member of staff can be asked to supply the relevant information.  The exception is for staff who qualify for Additional Adoption Leave who can leave their decision as to whether they wish to take the Additional Adoption Leave until 28 days before the end of their ordinary adoption leave.  At that time the University may write and request notification if this has not already been given or confirm the member of staff’s intention to take Additional Adoption Leave.

The Expected Date of Adoption must be confirmed by the Matching Certificate

 from the member of staff’s adoption agency once it is issued.  The University is not allowed to pay Statutory Adoption Pay until the certificate has been received and signed by the adoption agency with the Expected Date of Adoption.  If a member of staff has more than one employer she must request more than one Matching Certificate because a photocopied Matching Certificate is not acceptable to the DSS.  

The Matching Certificate must be signed by the adoption agency and stamped with their address in the appropriate box.  If the Matching Certificate does not contain these details it must be returned to the employee who must have the form completed correctly by the adoption agency.  If the form is accepted and has not been completed correctly or is a photocopy, the University will be responsible for any TAX or NI which is lost by the Government.  The University will also need to reimburse the Statutory Adoption Pay, plus interest and penalties for accepting the invalid Matching Certificate.

It is set out in legislation that staff who fail to give the required notification within the specified time limits may lose their rights to adoption leave and Statutory Adoption Pay.  The time limits are only extended in exceptional circumstances where it was not reasonably practicable for the notification in question to have been given any earlier.  If the University refuses to pay Statutory Adoption Pay in these circumstances, the member of staff must be given a written statement to that affect and may apply to an Adjudication Officer for a formal decision through the Benefits Agency. It is the University’s decision whether to pay Statutory Adoption Pay or not, the Inland Revenue will advise on this.  If the University pay Statutory Adoption Pay where there is no entitlement, the Inland Revenue may challenge the University’s right to recover the payments.

Adoption Meetings

As soon as a member of staff has been approved for future adoption and has informed the University in writing using Appendix B, it is encouraged that an Adoption Meeting is held between the member of staff, her Line Manager and a representative from the HR Department.  If the member of staff does not want to be part of this meeting, a representative from the HR Department will still meet with the Line Manager so that the Line Manager has a full understanding of the Adoption Policy and their responsibilities, this meeting will not be held until the member of staff is happy for her Line Manager to know about his/her adoption. The meeting will discuss the following, although other topic areas may also be included:

· the Adoption Policy




· Brookes Nursery

· Brookes Childcare Vouchers
· annual leave 




· adoption leave 

· adoption pay 




· returning to work after the adoption 

· part time working 




· parental leave

· contact during adoption leave

using the adoption policy as guidance to ensure the member of staff understands the adoption policy and ensure that nothing has been left out of the conversation that the meeting should have covered. The meeting should aim to ensure the member of staff has a clear understanding of his/her entitlements and responsibilities.

Some members of staff like to have absolutely minimal contact during the adoption leave, whilst other members of staff like to have lots of contact.  The meeting should also establish the amount of contact the member of staff would like.  The member of staff will receive On Stream but he/she also has a responsibility to maintain contact with his/her team during his/her time off should he/she wish a high level of contact.

The meeting should aim  to ensure the member of staff has a clear understanding of their entitlements and responsibilities.

When the member of staff returns from adoption leave a return to work interview should be held, more information on this can be found in the section Return to Work Interview
Line Manager Responsibilities

When a Line Manager is informed that a member of staff is adopting a child, they must contact the HR Department to arrange an Adoption Meeting, if one has not already been arranged by the member of staff. 

ANNUAL LEAVE

Annual leave continues to accumulate whilst on adoption leave - paid or unpaid covering up to a maximum of 52 weeks adoption leave taken. Members of staff should ensure that allocated leave is taken before adoption leave commences. The annual leave accrued during adoption leave can be taken in the normal way, some people like to attach it to the end of their maternity leave. Up to five annual leave days may be carried forward   from one leave year to another, but only in exceptional circumstances and (where) it is in the interests of efficiency to do so.

If a member of staff chooses to reduce her hours after adoption leave, annual leave accrued during adoption leave will accrue at the higher rate of hours worked before adoption leave and the remaining period of the year will be calculated against the part time hours. Statutory Adoption Pay is not paid for the whole week if holiday pay is paid in any part of the week.

Regardless of length of service if a member of staff does not return to work following her adoption period, annual leave will be accrued for the first 26 weeks of the adoption leave period only and a payment for the accrued leave will be made after resignation, this will include an allowance for Bank Holidays and Concessionary Days, if applicable.

ADOPTION LEAVE

Choosing a Date to Start Adoption Leave

Staff should use the appropriate table in Appendix B to help them decide the best time to start adoption leave.  Staff may choose to start their leave from the date of the child’s placement, whether this is earlier or later than expected, or from a fixed date, which can be up to 14 days before the expected date of placement.  Leave can start on any day of the week.  Staff can change the date of the start of their adoption leave but must give 28 days notice unless this is not reasonably practicable.
Informing the University of the Placement 

Staff who have not resigned before starting adoption leave must inform the University of the exact date of the placement so that the latest return dates from adoption leave can be calculated.  Appendix E contains a letter for staff to fill in the spaces and send to the HR Department.

The Date Adoption Leave Starts

The period of adoption leave usually starts on the date the member of staff has notified the University as the date she intends to start unless:

· The member of staff is absent because the child has been placed before the intended date to commence leave

· The member of staff is dismissed or resigns before she intended to start adoption leave.

The Length of Adoption Leave

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

Staff, full and part time, are entitled to 26 weeks ordinary adoption leave which may start up to 14 days before the Expected Date of Placement of the child.  Staff may take less than 26 weeks adoption leave. Staff with 26 weeks or more continuous service at the date they are notified of being matched with a child for adoption, may take the Additional Adoption Leave period which is unpaid. Qualifying staff may take Additional Adoption Leave which combines paid and unpaid adoption leave and is up to 63 weeks i.e. 26 weeks paid adoption leave followed by up to 37 weeks unpaid adoption leave. This may be further extended, please see the section entitled Extending the Additional Adoption Absence Period. The contract of employment continues throughout Additional Adoption Leave and although the member of staff does not have a statutory right to receive remuneration from the University certain core terms of the employment contract continue. These are:

· the University’s implied obligation of trust and confidence

· the member of staff’s obligation of good faith

· contractual notice provisions

· any rights to compensation on redundancy

· any terms and conditions relating to disciplinary or grievance procedures

· any obligation on the member of staff’s part in relation to confidential information, the acceptance of gifts or participation in any other business

Continuity of employment continues through Additional Adoption Leave for the purposes of acquiring statutory employment rights.  Appendix B should be used to help calculate how adoption leave is paid depending when the member of staff chooses to start his/her leave.

Staff -  Less than 26 weeks continuous service at the date they are notified of being matched with a child for adoption

Staff, full and part time, with less than 26 weeks continuous at the date they are notified of being matched with a child for adoption, are entitled to 26 weeks ordinary adoption leave. Staff may take less than 26 weeks adoption leave. Statutory Adoption Leave may start up to 14 days before the Expected Date of Placement and is not paid.

Appendix B should be used to help calculate the best time to start adoption leave.

Paternity/Maternity/AdoptionSupport Leave

Qualifying staff are entitled to Paternity/Maternity/Adoption Support Leave of 2 weeks (3 weeks in the case of multiple births)  at normal full pay is granted to the child’s father or partner of the expectant mother. These days of leave can be taken at any time during the six months  commencing with the date of the child’s placement  which should be recorded separately  from annual leave entitlement. 

The person requesting the leave must have been employed at Brookes for at least 26 weeks continuously ending with the week of the first day of Paternity/Maternity/Adoption Support Leave.  

The member of staff concerned must inform his/her line manager and the HR Departments as far in advance as possible of, the expected date of placement and the dates he/she expects to take as Paternity/Maternity/Adoption Support Leave should the child be placed on the date it is expected to be placed. The baby could, however, be placed early or late so that the actual days taken could change.  The member of staff must keep his/her line manager and the HR Department up to date with any changes that are expected. The member of staff must complete the Paternity/Maternity/Adoption Support Leave form in Appendix A. 

Leave may be taken one day at a time, but there are financial advantages to the University if the first ten days of the leave are taken in a one week or a two week block and are taken within 56 days of the child’s placement. 
Staff with more than 26 weeks continuous service ending with the week of the first day of Paternity/Maternity/Adoption are also entitled to additional benefits of up to 45 weeks unpaid leave which may commence at any point during the first year since the actual birth.  Staff wishing to take unpaid Paternity/Maternity/Adoption Support Leave must give the University a minimum of 6 weeks notice of their intention to take the leave. The member of staff must complete the Paternity/Maternity/Adoption Support Leave form in Appendix K. 

ADOPTION PAY

There are three main adoption benefits:

· Occupational Adoption Pay is paid to employees who have 26 weeks continuous service at the date they are notified of being matched with a child for adoption for the first 13 weeks of leave, an employee is entitled to receive full pay, and for the following 13 weeks he/she may receive half pay.  The 13 weeks at half pay is optional and dependent on an intention to return to work for at least three months after the period of adoption leave.  If an employee elects to receive the enhanced pay and subsequently decides not to return to work, he/she will be asked to repay it.  If an employee elects not to receive the enhanced pay during her leave, and then decides to return to work for at least three months, the whole of the payment will be made on completion of 3 months or pro rata for staff working part time on their return.

One week of Occupational Adoption Pay is calculated by dividing the annual salary by 52.143.  The Payroll section will happily provide individual Adoption Pay Forecasts to enable employees to plan for their leave.  To request an Adoption Pay Forecast please see Appendix M.


Statutory Adoption Pay (SAP) is generally paid to employees who qualify for Occupational Adoption Pay, but is paid whether or not the employee intends to return to work. Qualifying staff will receive basic rate SAP or 90% of their average weekly earnings if this is less SAP, for 26 weeks.  This payment is included in the 13 weeks full pay Occupational Adoption Pay.  Lower rate Statutory Adoption Pay is paid for a further 13 weeks, and is in addition to any Occupational Adoption Pay that may be payable. 

Statutory Adoption Pay is only payable whilst an employee is absent from work.  If an employee returns to work at any time during the Adoption Pay Period, she/he will lose her entitlement to Statutory Adoption Pay for the whole week, even if she only works a few hours. 


Once entitlement to Statutory Adoption Pay has been established, the University must pay the full 26 weeks, even if an employee resigns before or during her period of adoption leave.

There are several reasons why an employee may be excluded from receiving Statutory Adoption Pay:

· If he/she has not been employed for at least 26 weeks service at the date he/she is notified of being matched with a child for adoption 

· If his/her average earnings are lower than the National Insurance threshold

· If he/she has not given the University at least 28 days notice of adoption leave

· If she has not given the University an Adoption “matching certificate” 
· If she is not in the European Economic Area at the beginning of the Adoption Pay Period

· If she is in legal custody

Adopters who do not qualify for Statutory Adoption Pay may be able to seek financial support from their Local Authority.  Additional financial support may be available through Housing Benefit, Council Tax Benefit or Tax Credits.  Further information is available from local Job Centres.

Employees who would like to take advantage of receiving Statutory Adoption Pay must give the  University the proper advance notification, this is identified in the section: When the Member of Staff Should Tell The University of His/Her Adoption

A qualifying member of staff may continue working right up until the date of placement and still retain 26 weeks entitlement to Statutory Adoption Pay and Ordinary Adoption Leave.

Any member of staff held in legal custody cannot receive Statutory Adoption Pay.  Statutory Adoption Pay will stop completely if the individual starts work for a new employer after the placement during the Statutory Adoption Pay period. N.B. It is the responsibility of the member of staff to inform the University if either of these two events occur.

Calculating Earnings  for Statutory Adoption Pay

To calculate a member of staff’s average earnings two normal pay dates need to be identified, on or before the end of the qualifying week (the date the employee is notified of being matched with a child for adoption) and averaged. Where the higher rate of Statutory Adoption Pay is higher than 90% salary the higher rate Statutory Adoption Pay is paid.

Benefits  You May be Entitled To

There are a number of different benefits that staff may be entitled to and they should contact the Benefits Agency to find out, such as: Children’s Tax Credit, Income Support and Incapacity Benefit.

Pensions


Local Government Pension Scheme

Whilst on adoption leave a member of staff will continue to pay superannuation contributions during the paid part of adoption leave.  During this time the member of staff will continue to build up reckonable service at the same rate as before adoption leave commenced, even though full pay will not be received.  The unpaid part of adoption leave is not counted as pensionable service. A member of staff will be given the opportunity to repay his/her pension contributions for the relevant period once he/she has returned to work.

Teachers’ Superannuation Scheme

All adoption leave is treated as pensionable, where the member of staff is in receipt of any pay including Statutory Adoption Pay.  Contributions during the unpaid part of leave are optional and can be paid when the member of staff returns to work using the Current Added Years arrangement and/or Past Added Years arrangements.

Local Government Pension Scheme and Teachers’ Superannuation Scheme

If a member of staff chooses to leave the University and has less than 2 years service, his/her pension contributions will be returned or transferred, this decision does not need to be made straight away, it will sit waiting to be transferred or refunded. If he/she has completed more than 2 years service he/she may retain his/her contribution in the pension scheme towards a deferred pension, or transfer his/her contributions to a private pension scheme. Deductions may be made for tax and buying the member of staff back into SERPS. Further information should be sought from the HR Department.

UNION

When paid adoption leave finishes, Union contributions will also cease. The member of staff must contact his/her union should he/she wish her contributions to continue.

Sick Pay Whilst on Adoption Leave or if Returned Early from Adoption Leave

The normal sickness leave rules apply unless adoption leave has commenced. Staff are not entitled to sick leave whilst receiving Statutory Adoption Pay or unpaid leave. If a member of staff resumes work before the end of his/her 26 week entitlement to Statutory Adoption Pay whilst on sick leave he/she will revert to receiving Statutory Adoption Pay.

Staff With More Than One Employer

Statutory Adoption Pay applies to each employment contract, therefore, a member of staff who has two employers will receive Statutory Adoption Pay from each employer provided she meets the criteria for each employer - see the section headed Adoption Pay.

COMPLICATIONS 
Death of a Member of Staff During Adoption Leave

If a member of staff dies during his/her adoption leave, Statutory Adoption Pay entitlement will end on the Saturday night at midnight on the first Saturday after the death. The deceased member of staff’s estate have no entitlement to receive the Statutory Adoption Pay.

RETURNING TO WORK

Pay Rises  
Staff on adoption leave should benefit from pay rises that have been awarded between the eight week before the placement and the end of adoption leave, including Additional Adoption Leave. 

A Return Date to Work

The member of staff should choose the date on which he/she intends to resume work, provided:

· it is no later than the first working day after the end of his/her adoption leave period

· it is within any longer leave or absence period allowed on a voluntary or contractual basis by the University.

If the member of staff intends to return to work on the first working day after the end of his/her paid maternity leave he/she is not obligated to give the University advance notification of the date.

Returning to Work Before the End of Adoption Leave

If the member of staff intends to return to work before the end of his/her paid adoption leave, he/she must give a minimum of 28 days notice, which need not be in writing. If less than 28 days notice is given, the University may postpone his/her return to give the necessary 28 days notice or until the end of the adoption leave period, whichever is earlier. If the member of staff returns before the postponed date, the University is under no obligation to pay him/her normal remuneration for the period up to the postponed date.

Confirming Intention to Return to Work After the Additional Adoption Leave Period

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

The University may write to a member of staff who qualifies for additional adoption leave who has indicated that he/she intends to take advantage of that right, during the ordinary adoption leave period to seek confirmation that this is still his/her intention (Appendix F contains an example of a letter that could be used). The earliest that the University may do this is 28 days before the end of his/her ordinary adoption leave. If the member of staff intends to return to work after the Additional Adoption Leave period he/she must give written confirmation within 28 days (Appendix G contains a letter for staff to fill in the spaces and send to the HR Department). This time limit may be extended in exceptional circumstances see the sections entitled Extending the Additional Adoption Absence Period. The University must make it very clear in their letter to the member of staff that if she fails to reply within the time limit she cannot rely on any special protection if she suffers a detriment because she took Additional Adoption Absence.

Returning to Work During or at the end of the Additional Adoption Leave Period

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

A member of staff who qualifies for and exercises his/her right to return to work during or at the end of his/her Additional Adoption Leave period, must give at least 28 days notice in writing of the date on which he/she intends to return to work. The member of staff may have informed the University of the date he/she wishes to return to work well in advance, in which case the University may confirm this 28 days before the indicated return date, Appendix G contains a letter for staff to fill in the spaces and send to the HR Department. If a member of staff wishes to resign from his/her post and not return to work he/she must give his/her resignation in writing as soon as possible and his/her resignation will take effect from the date of the letter.
Extending the Additional Adoption Absence Period

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

There are six circumstances under which the additional adoption absence period may be extended:


a) the University may postpone a member of staff’s return until a date up to four weeks after the date the member of staff has notified, but this is subject to notifying him/her in advance of the reasons for the postponement and of the new date of return.


b) the member of staff may postpone his/her return if he/she is ill when normal contractual provisions will apply.


c) if the member of staff has notified the University of his/her date of return but there is an interruption to work making it unreasonable to expect the member of staff to return on that date, he/she may instead return as soon as work resumes after the interruption, or as soon as reasonably practicable after that.


d) if the member of staff fails to notify the University of an intended date of return and due to an interruption of work it is unreasonable to expect him/her to return by the end of the normal adoption absence period, or it appears likely to have that effect, he/she may instead return on any date up to 28 days after the end of the interruption of work, provided the member of staff gives written notice of that date at least 28 days in advance.


e) if the member of staff has postponed his/her return to work due to illness as described above in (b), it may be postponed once more as described in (d), if there is an interruption of work which makes it unreasonable to expect the member of staff to return at the end of the first postponement.


f) if a member of staff’s return has been postponed due to an interruption of work as described above in (d), the member of staff may postpone it once more for up to four weeks as described in (b), if he/she gives the University in advance a medical certificate stating that due to illness she will be incapable of returning to work at the end of the interruption.

Return to Work Interview

When a member of staff returns from adoption leave, on his/her first day, he/she should have a return to work interview with his/her Line Manager and a representative from the HR Department. If the member of staff does not want to hold this meeting with his/her Line Manager then he/she may hold it with just an HR Representative and the HR Representative will meet separately with the Line Manager to ensure he/she has an understanding of issues that they need to know about.  The interview will include:

· a discussion about his/her job 

· training that may be required due to any changes that have happened whilst he/she has been on adoption leave 

· ensuring that the member of staff is fully aware of the support mechanisms within the University such as Occupational Health, UNISON, NATFEE,  HR Department 

· ensuring the member of staff is fully aware of his/her entitlement to Parental Leave (must have a minimum of one years continuous service), and the possibility of working part time in the future should this be required. 

· Information about the Brookes Nursery and the Childcare Vouchers that Brookes offers
Appendix H contains an example of a letter that will be sent to all staff returning from adoption leave to confirm the actual date of return and explain about the Return to Work Interview.

Failure to Return After Additional Adoption Leave

Where a member of staff fails to return from Additional Adoption Leave the contract continues until it is terminated by either the member of staff or the University or possibly until the contract is frustrated. The University need to consider the potential unfair dismissal and/or sex discrimination claims that could be made should the correct procedure not be followed. The procedure to follow will depend on the reason for failure to return.

Refusal to Allow a Member of Staff to Return from Additional Adoption Leave

Members of staff remain employed during Additional Adoption Leave. If the University refuse to allow a member of staff to return it is likely to be automatic unfair dismissal.

Career Breaks

Career Breaks are available and should be progressed through the Career Breaks Scheme.

Sick When Due to Return to Work

If a member of staff is too ill to return to work after adoption leave then the normal contractual provisions relating to sickness apply. 

The Job When Returning to Work - Redundancy

A member of staff returning to work after adoption leave, paid and unpaid, is entitled to have the same job and the same terms and conditions of employment as if he/she had not been absent. If a redundancy situation has arisen during an individual’s adoption leave, he/she should have been offered suitable alternative work that was available at the time when the redundancy arose. A member of staff who returns after Additional Adoption Leave is also usually entitled to have the same job and terms and conditions of employment as if he/she had not been absent. The exception is if a redundancy situation has arisen during the Additional Adoption Leave period or if there is some other reason why it is not reasonably practicable for the University to take the member of staff back in her original role, in which case the member of staff is generally entitled to be offered suitable alternative work.

A member of staff returning to work after adoption leave, paid and unpaid, is entitled to benefit from general improvements to the rate of pay or other terms and conditions which have been introduced for his/her grade or type of work whilst he/she has been away.

Suitable Alternative Work - Redundancy

If a redundancy situation has arisen during a member of staff’s adoption leave which makes it impracticable for the University to take him/her back in her original job, he/she must be offered a suitable alternative vacancy where available. The new role offered to the member of staff must be suitable and appropriate for him/her to do in the circumstances and the capacity and place in which he/she is employed and his/her terms and conditions of employment must be no less favourable than if he/she had continued to be employed in his/her now redundant post. If the University has a suitable alternative vacancy available but fail to offer it to the member of staff, the redundancy will be regarded as an unfair dismissal. If the University offer the member of staff a suitable alternative vacancy and he/she unreasonably refuses it, the member of staff may forfeit his/her right to a redundancy payment.

If there is a reason apart from redundancy which makes it impracticable for the member of staff to be taken back in his/her original role e.g. Health and Safety, a suitable alternative vacancy must be found which is suitable and appropriate for her to do in the circumstances and the capacity and place in which he/she is employed and his/her terms and conditions of employment must be no less favourable than if he/she had continued to be employed in his/her previous role.

DISMISSAL

Resuming Work After Statutory Adoption Leave

It is unlawful for the University to dismiss a member of staff during or after the end of her adoption leave period or to select him/her for redundancy in preference to other comparable members of staff, solely or mainly because the member of staff has taken adoption leave or taken advantage of the benefits of the terms and conditions of employment to which he/she was entitled during that leave.

It is unlawful for the University to dismiss a member of staff on grounds related to adoption or to select him/her for redundancy on those grounds in preference to other comparable members of staff.

In these circumstances a member of staff who is dismissed or selected for redundancy is entitled to make a complaint of unfair dismissal through the Grievance Management Policy.  Dismissal, selection for redundancy or other treatment that is detrimental in these circumstances may also amount to unlawful discrimination on grounds of sex or marriage.

Resuming Work After Additional Adoption Absence

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

If a qualifying member of staff is not permitted to return to work after her additional adoption absence, in most cases he/she will be regarded as having been dismissed and he/she may obtain redress through the appeals procedure within the Staff Disciplinary Procedure. A member of staff will not have been unfairly dismissed if:

· the member of staff’s job was no longer available due to redundancy and there was no suitable alternative work available that could be offered.

A member of staff will not be regarded as being dismissed if:

· it was not reasonably practical on grounds other than redundancy to continue to employ him/her in his/her original role and if the University have offered him/her suitable alternative employment which he/she has either accepted or has unreasonably refused.

Dismissal on Grounds Unrelated to Adoption Leave

It is not unlawful for the University to dismiss a member of staff on grounds that are unrelated to the fact that the member of staff has taken adoption leave and other related benefits, unless the dismissal is unfair for another reason or discriminatory.

Part Time Working and Job Share

Any member of staff may request part time hours at any time during his/her employment. Requests to change to part time hours should be proceeded through the Part-Time Working and Job Share Policy.

Flexitime

Some Schools/Directorates operate the University Flexitime Scheme for staff whose jobs can accommodate the scheme.  Please see the Flexitime Policy for more details about its operation.

Childcare

The University offer a Nursery which is at the Morrell Hall site, staff wishing to reserve a place should complete the form in Appendix J and send it to the Nursery.  For more details please contact the Nursery direct on 01865 485051.   The University are also able to offer a Nursery Tax Saving Scheme for staff whose children are in the University Nursery.  More details can be obtained from the Payroll Team.  Members of the scheme can expect to reduce their child care costs by about 30% if they are basic rate taxpayers or towards 40% for higher rate taxpayers.

The University offer Childcare Vouchers.  The vouchers enable staff to save part of the cost of their childcare. Staff can the ‘virtualvoucher’ childcare voucher scheme operated by KidsUnlimited to save money on the cost of childcare via a simple system involving a reduction in National Insurance contributions. Childcare vouchers are a type of salary sacrifice scheme that means a member of staff receives part of their salary in childcare vouchers. Childcare fees are exempt from National Insurance and so parents will save the National Insurance contribution on the part of their salary they take as vouchers.  In real terms, if  childcare fees are £400 per month, depending on an individual’s current salary, a saving of approximately £45  could be made through this scheme.  Oxford Brookes will deduct the amount of vouchers from an individual’s gross salary in the monthly payroll process and will forward the amount to KidsUnlimited, who will then pay individual child carers within 4 working days of receiving the payment.  The vouchers can be used for any registered childcare provision – childminders, after school clubs as well as day nurseries, nannies and family members who may care for a member of staff’s child up to the age of 16.  For more information about this scheme please contact the Brookes Equal Opportunities Trainer and Coordinator.
Parental Leave

Parental Leave is now available to qualifying staff and amounts to 13 weeks unpaid leave during the first 5 years of the child’s life or adoption, or first 18 years of life for children who claim a disability allowance.  Staff wishing to take Parental Leave should refer to the University Guide to Parental Leave contained in the Maternity Pack.

Time off for Dependants

Unpaid time off for dependants is available to deal with an emergency situation regarding dependants. The wish to take time off in an emergency should be proceeded through the Time Off for Dependants guidelines available from the HR Department.

Sick Children

Under the University’s guidelines for Compassionate Leave, a member of staff may be eligible for up to 5  days’ compassionate leave with pay per year in the case of the sickness of a child which requires the care of an adult, this may be granted by the Dean/Director or their nominated deputy.  Applications for compassionate leave beyond this limit (up to a maximum of 10 days per year) must be referred to the Directorate of Human Resources.  Any further leave may also be granted as flexi, annual or unpaid leave.

Complaints of Discrimination

The University takes complaints of discrimination very seriously.  An individual who has a concern should be directed to contact the following: her line manager, HR Manager, and union representative.  Complaints should be proceeded through the Grievance Policy.

APPENDICES

Appendix A - Adoption Leave and Pay Chart

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption
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Staff -  Less than 26 weeks continuous service at the date they are notified of being matched with a child for adoption
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Appendix B – Notice of Approval to become an Adoptee

This letter must be sent by ALL members of staff as soon they know they have been approved to adopt children in the future.  Staff should simply complete the blank spaces and send it in the post to the HR Department whose address is on the letter and a copy of the letter should also be sent by the member of staff to his/her Line Manager.

Your address

Date

HR Department





Oxford Brookes University

Wheatley Campus

Wheatley

Oxon

Dear 

I am writing to let you know that I have been approved for adopting a child in the future.  When a child has been matched for adoption I shall complete the appropriate form in Appendix C and provide the Matching Certificate.

I understand that now that I have informed you of this matter I will meet with my Line Manager and HR Representative to discuss the Adoption Policy, and understand that my Line Manager is responsible for organising this meeting. 

Yours sincerely

Name ______________________________  Staff No. _________________________________

Signed _______________________________________________________________________

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________


Signature of Person entering information on Personnel Computer System __________________

Appendix C - Leave and Pay Form - Adoption

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

Please complete this form and return it to the HR Department

Name __________________________________________ Employee Number _______________________

Post Title _________________________________ School/Directorate _____________________________

Start date with Brookes ___________________________________________________________________

Home Address__________________________________________________________________________

· On what date did you find out that you had been approved to be an adoptee? _____/_____/______

· On what date did you find out from the Adoption Agency that you have been matched with a child for adoption? 






          _____/_____/______


· The expected placement date is  




          _____/_____/______.


· What is the date you intend to start taking adoption leave from?           _____/_____/______.                           (You can change this date but must give 28 days notice in writing where practicable)


· Are you enclosing your “matching certificate” with this form? 
Yes/No (Delete as appropriate)

· Will you be forwarding your “matching certificate” as soon as you receive it?    Yes/No (Delete as appropriate)


During your adoption period you will receive 50% of your salary in addition to Statutory Adoption Pay during the final 13 weeks of your paid adoption leave. You will have to pay back the 50% salary that you receive if you do not return to work for a 13 week period (pro-rata) after your baby is born. 


· Do you wish to receive the 50% salary whilst on adoption leave? Yes/No (Delete as appropriate)
Or

· Would you like the 50% salary to be paid to you when you have returned from adoption leave for 13 weeks? 







   Yes/No (Delete as appropriate)

As you have more than 26 weeks service at the date you were notified of a child being matched with you for adoption you are entitled to Additional Adoption Leave which lasts until you have taken a total of 63 weeks leave paid and unpaid. You may delay or change your decision on whether to take additional adoption leave until 28 days before the end of your 26 weeks of ordinary adoption leave. 


· Will you definitely be taking Additional Adoption Leave? 
   
Yes/No (Delete as appropriate)


· Will you return to work within 63 weeks of the beginning of the week you commenced your adoption leave (you must give a minimum of 28 days notice of your return date)? 
   








    Yes/No (Delete as appropriate)
If you have not already, you now need to have a meeting with your line manager and a representative from the HR Department, as soon as possible, for more details please see the section headed Adoption Meetings.  You may change any of the above information after the meeting but you should put the changes on a new Leave and Pay Form which you can obtain from the HR Department, as soon as possible.

Signed _____________________________________ Date _________________________

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________
Signature of Person entering information on Personnel Computer System __________________

Appendix C - Leave and Pay Form - Adoption

Staff – Less than 26 weeks continuous service at the date they are notified of being matched with a child for adoption

Name _________________________________ Employee Number _______________________

Post Title _________________________________ School/Directorate ____________________

Start date with Brookes __________________________________________________________

Home Address ________________________________________________________________

_____________________________________________________________________________

· On what date did you find out that you had been approved to be an adoptee? _____/_____/______

· On what date did you find out from the Adoption Agency that you have been matched with a child for adoption? 






          _____/_____/______


· The expected placement date is  




        _____/_____/______.

· N.B you have less than 26 weeks continuous service at the date you were notified of being matched with a child for adoption, therefore you are not entitled maternity pay from the University but you are entitled to up to 26 weeks maternity leave.


· What is the date you intend to start taking adoption leave from?        _____/_____/______.                           (You can change this date but must give 28 days notice in writing where practicable)

· Are you enclosing your Matching Certificate with this form? 
Yes/No (Delete as appropriate)

· Will you be forwarding your Matching Certificate as soon as you receive it?    Yes/No (Delete as appropriate)
If you have not already, you now need to have a meeting with your line manager and a representative from the HR Department, as soon as possible, for more details please see the section headed Adoption Meetings.  You may change any of the above information after the meeting but you should put the changes on a new Leave and Pay Form which you can obtain from the HR Department, as soon as possible.

Signed _____________________________________ Date _________________________

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________


Signature of Person entering information on Personnel Computer System __________________

Appendix D - Leave and Pay Form – Confirmation Letter

This letter must be sent by the HR Department to confirm the information on the Leave and Pay Form.

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

Dear Member of Staff

This letter is to confirm the information you have put on your Leave and Pay Form which is dated as being completed by you on __________________.

Your Expected Date of Placement is __________________ and you will be commencing your ordinary adoption leave on ____________, if you wish to change this date you must give 28 days notice and complete another Leave and Pay Form which can be obtained from the HR Department.  

(Delete this sentence if not appropriate) You have indicated that you will not be taking Additional Adoption Leave.  The latest date you may return from ordinary adoption leave is _____________.  You may return before this date but must give 28 days notice.

You have indicated that you would like to receive the 50% salary whilst you are on adoption leave, which will require you to return from adoption leave for a minimum of 13 weeks (pro rata)/ You have indicated that you do not wish to receive 50% salary whilst on adoption leave, should you choose to return to work for 13 weeks after your adoption leave you will receive the 50% salary when you have completed 13 weeks work, in your normal pay slip. (Delete as appropriate)

(Delete this sentence if not appropriate) You have indicated that you will be taking University Additional Adoption Leave of up to 63 weeks in total adoption leave, the latest date you may return to work at the University is ___________.  You may return before this date but must give 28 days notice.

Thank you for sending your Matching Certificate / At this time you have not sent your Matching Certificate to the HR Department and this must be forwarded as soon as you receive it to enable adoption pay to be paid to you. (Delete as appropriate)

Yours sincerely

HR Department

Appendix D - Leave and Pay Form – Confirmation Letter

Staff – Less than 26 weeks continuous service at the date they are notified of being matched with a child for adoption

Dear Member of Staff

This letter is to confirm the information you have put on your Leave and Pay Form which is dated as being completed by you on __________________.

Your Expected Date of Placement is __________________ and you will be commencing your ordinary adoption leave on ____________, if you wish to change this date you must give 28 days notice and complete another Leave and Pay Form which can be obtained from the HR Department.  

Thank you for sending your Matching Certificate/ At this time you have not sent your Matching Certificate to the HR Department and this must be forwarded as soon as you receive it to enable adoption pay to be paid to you. (Delete as appropriate)

Yours sincerely

HR Department

Appendix E - Notification of Adoption 
This letter must be sent by ALL members of staff as soon as possible after the child is adopted.  Simply complete the blank spaces and send it in the post to the address on the letter.

Your address

Date

HR Department

Oxford Brookes University

Wheatley Campus

Wheatley

Oxon

Dear HR Department

I am writing to let you know my child was adopted on ___________________.  I enclose the Matching Certificate as evidence of the date the adoption was expected. (Delete this last sentence if you have already given The University your Matching Certificate)

Yours sincerely

Name ______________________________  Staff No. _________________________________

Signed _______________________________________________________________________

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________


Signature of Person entering information on Personnel Computer System __________________

Appendix F - Confirmation of Additional Adoption Leave

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

This is the letter the HR Department will send to a member of staff who qualifies for additional adoption leave to confirm it is still the member of staff’s intention to take it. The letter should arrive at the member of staff’s house 28 days before the end of her Ordinary Adoption Leave.

Dear Member of staff

There are now 28 days remaining of your ordinary adoption leave and if you wish to return to work at the end of ordinary adoption leave your return date is _______________.  You indicated before that you would / would not (delete as appropriate) be taking additional adoption leave which is unpaid and can last until you have taken 63 weeks leave in total which would mean the latest you could return is ______________ counting from the Sunday before you started receiving your adoption pay.  

Please complete the bottom half of this letter and return immediately.  If you fail to reply before the end of your paid maternity leave you will not be able to rely on any special protection if you suffer a detriment because you decide to take any additional adoption leave.

Parental Leave, which is unpaid, may be taken at the end of adoption leave for those members of staff who have been employed by the University for 1 year at the time the Parental Leave is taken.  Up to four weeks may be taken in a year.  A parent is entitled to 13 weeks Parental Leave per child and it is to be taken during the first 5 years of the adoption or up to the child’s 18th birthday which ever comes first.  If the child receives a disability allowance, Parental Leave can be taken during the first 18 years of the child’s adoption, up to the age of 18 years.

Yours sincerely

HR Department

__________________________________________________________________________

I will/will not be taking additional adoption leave. My return date will be ________________.

I will / will not (delete as appropriate) be taking Parental Leave immediately at the end of my adoption leave for _________ weeks (4 weeks max. in a year).

Yours sincerely

Member of Staff

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________
Signature of Person entering information on Personnel Computer System __________________

Appendix G - Confirming Return from Adoption Leave - Staff

Staff -  +26 weeks continuous service at the 15th week before Expected Week of Childbirth

This is the letter that a member of staff taking Additional Adoption Leave or who wishes to return early from paid adoption leave should send to the HR Department so that it is received at least 28 days before the member of staff is due to return.

Simply complete the blank spaces and send it in the post to the address on the letter.

Address

Date

HR Department

The University

Wheatley Campus

Wheatley

Oxon

Dear HR Department

I am writing, giving 28 days notice, to confirm that I will be returning from Adoption Leave on _________________.

Please confirm that you agree with this date and that a Return to Work Meeting has been arranged between an HR Representative, my Line Manager and myself as referred to in the Adoption Policy.

Yours sincerely

Name ______________________________________ Staff No. _________________________

Signed ______________________________________________________________________

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________


Signature of Person entering information on Personnel Computer System __________________

Appendix H - Confirming Return from Additional Adoption Leave - OBU

Staff - +26 weeks continuous service at the date they are notified of being matched with a child for adoption

This is the letter the HR Department will send to a member of staff if the member of staff has not sent the University the letter in Appendix G. This should not be sent until only 28 days remain before the member of staff is due to return.

Dear Member of Staff

There are now 28 days remaining of your Additional Adoption Leave therefore you are due to return on __________.

On your first day back a meeting will be held with your line manager, a representative from the HR Department and you to discuss the following:

- your job

- training that may be required due to any changes that happened whilst you have been on adoption leave 

- ensure that you are fully aware of the support mechanisms within the University such as Occupational Health, and the unions

- ensure that you are aware of your entitlement to Parental Leave and the possibility of working  part time in the future should this be required.

Please complete the bottom half of this letter to confirm that you will be returning to work.

Yours sincerely

HR Department

__________________________________________________________________________

I am writing to confirm that I will return to work on ______________.

Yours sincerely

Member of staff.

HR Department Use  Only:

Date Received:________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________


Signature of Person entering information on Personnel Computer System __________________

Appendix I - Confirmation of Return Sent to All Staff

This letter should be sent to all members of staff to confirm the return date from Ordinary Adoption Leave/ Additional Adoption Leave and should be sent as the final confirmation to staff returning from adoption leave in all instances.

Dear Member of Staff

This letter is to confirm the date you have given to return from ordinary adoption leave / additional adoption leave (delete as appropriate) as ____________________.

On your first day back a meeting will be held with your line manager, a representative from the HR Department and you to discuss the following:

- your job

- training that may be required due to any changes that happened whilst you have been on     maternity leave 

- ensure that you are fully aware of the support mechanisms within the University such as Occupational Health, and the unions 

- ensure that you are aware of your entitlement to Parental Leave and the possibility of working  part time in the future should this be required.

Yours sincerely

HR Department

Appendix J - Nursery Application Form

If you would like to reserve a place in the Brookes Nursery please complete this form and return it to: Nursery Manager, The University, Morrell Hall Site, Oxford. OX3 0BP
Name of Parent ________________________________________________________________

Home Address ________________________________________________________________

__________________________________________ Telephone No._______________________

Work Address _________________________________________________________________

___________________________________________ Telephone No. _____________________

If you change your address after this application has been sent please notify the Nursery immediately.

Are you a student at the University?  Yes/No (Delete as appropriate)  Full Time/ Part Time

Course Title ___________________________________________________________________

Length of Course ____________________________ Start date__________________________

Are you a member of the University Staff? Yes/No (Delete as appropriate) Fulltime / Part Time

Post in University_______________________________________________________________

Name of Child  ______________________ Name by which child is known __________________

Number of other children in the family ________________________ Ages _________________

Child’s Date of Birth ____/____/____
Or 
Estimated delivery date _____/_____/____

Doctor’s Name _________________________ Telephone No. ___________________________

Doctor’s Address _______________________________________________________________

Full details of immunisation _______________________________________________________

Any known medical problems _____________________________________________________

Is your child on any special diet, or allergic to any food?  Please give details ________________

_____________________________________________________________________________

Is your child a vegetarian? Yes/No (Delete as appropriate)
Is there any other information about your child which you wish to make known to the Nursery staff? ________________________________________________________________________

_____________________________________________________________________________

Date you would like your child to start attending Nursery ____/____/____

Please tick the session you require (a minimum of 5 sessions must be booked)

	Day
	Morning with Lunch
	Afternoon with Tea

	Monday
	
	

	Tuesday
	
	

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	


N.B. Students and staff who know their timetables are urged to book their requirements well in advance.  The Nursery will endeavour to reserve a limited number of places for the children of first year students who may not yet know their timetables.

From time to time we take children out of the Nursery, for example, the park for a picnic, walk etc.

Please indicate if you give permission Yes/No (Delete as appropriate) Signature __________________

Emergencies : I hereby consent to any emergency treatment necessary to my child/children during his/her stay in the nursery.  I therefore authorise the staff to sign on my behalf, any written form of consent required by the hospital authorities should a surgical operation or serum injection be deemed necessary and provided that the delay required to obtain my signature might be consider, in the option of the doctor or surgeon, likely to endanger my child’s/children’s health and safety.

Signature __________________________________ Date ______________________________

I understand that the offer of a vacancy is subject to availability and I abide by the regulations of the Nursery.

Signature _____________________________________________________________________

At present the nursery takes children from 4 months to 5 years.

This form maybe used by expectant mothers, CONFIRMATION OF THE BIRTH MUST BE GIVEN TO THE NURSERY BEFORE A PLACE CAN BE OFFERED.

For details of current prices contact the Nursery directly.

Please return this form to:

Nursery Manager, The University, Morrell Hall Site, Oxford. OX3 0BP tel 01865 485050.

Appendix K - Notification of Paternity/Maternity/Adoption Support Leave

If you wish to take Paternity/Maternity/Adoption Support Leave please complete this form and return it to the HR Department as soon as possible

Name _________________________________ Employee Number _______________________

Post Title _________________________________ School/Directorate ____________________

Start date with Brookes __________________________________________________________

Home Address ________________________________________________________________

Name of Line Manager __________________________________________________________

Start date of Continuous Service (found on contract of employment)_______________________

What is your relationship to the expected child? _______________________________________

Are you the Father, Partner or Nominated Carer? _______________________________________

A nominated carer is a person who will provide close personal support to the mother as a father or partner might, where the father or partner does not want to adopt a paternal role, if the father or partner will be adopting this type of role then another person may not be a nominated carer for the purposes of taking this leave.  If you are the nominated carer please sign to say that the above sentence is true in your case. ______________________________________________________

What is the Expected Week of Childbirth/Date of Adoption? ______________________________

What is the planned start date of your paid Paternity/Maternity/Adoption Support Leave? _______
What is the planned end date of your paid Paternity/Maternity/Adoption Support Leave? ________
Paternity/Maternity/Adoption Support Leave of two weeks with normal pay is granted to the father/ partner/nominated carer to be taken before the end of a period of 6 months commencing with the date of the child’s placement.   The baby could, however, be placed early or late so that the actual days taken could change at the last minute.  The member of staff should keep their Line Manager and HR Department informed.  Qualifying staff are also entitled to up to 45 weeks unpaid Paternity/Maternity/Adoption Support Leave which may commence anytime during the 1 years after the birth. (2 months notice required)

What is the planned start date of your unpaid Paternity/Maternity/Adoption Support Leave? _____
What is the planned end date of your unpaid Paternity/Maternity/Adoption Support Leave? _____
Signed ________________________________________________ Date __________________

Line Manager Signature __________________________________ Date __________________

Once signed forward to HR Department

HR Department Use  Only:

Date Received: ________________________________________________________________

Date leave recorded on Personnel Computer System __________________________________
Signature of Person entering information on Personnel Computer System __________________

Appendix L - Adoption Feedback Questionnaire

We would like to receive your views and experiences of the adoption provision at the University.  Please complete this questionnaire to help us to evaluate our service.  All responses will be treated in the strictest confidence.  Please add any further comments you would like to make on a separate sheet.

1. How did you know whom to approach for information about adoption provisions? (Please tick the appropriate box)

	Through my manager
	
	
	Through a colleague
	

	By contacting HR
	
	
	Through the Manager’s Handbook
	

	Other (Please provide details)
	
	
	


2. How would you describe your manager’s approach when you told him/her you were adopting? (Please circle the appropriate number)

Very Supportive







Obstructive

1

2

3

4

5

6

Comments __________________________________________________________________________________________________________________________________________________________

3. How useful did you find the Adoption Pack? (Please circle the appropriate number)
Very Useful








Not useful
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

4. Did the adoption pack answer all of your questions?  (Please circle the appropriate number)
Answered all my questions




Answered non of my questions
1

2

3

4

5

6
Comments _____________________________________________________________________________

_____________________________________________________________________________

5. How helpful did you find the HR Department when you spoke to various representatives?  (Please circle the appropriate number)
Very Helpful








Unhelpful
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

6. How useful did you find the adoption meeting with your Line Manager and a representative from the HR Department?  (Please circle the appropriate number)
Very Useful








Not Useful
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

7. How would you rate the advice given by the HR Department? (Please circle the appropriate number)
Very Good








Very Poor
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

8. If you had contact with the Occupational Health Nurse, did you find the Nurse approachable?  (Please circle the appropriate number)

Very Approachable







Unapproachable
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

9. If you had contact with the Occupational Health Nurse, did you find the Nurse to be knowledgeable and helpful? (Please circle the appropriate number)
Very Knowledgeable and Helpful



Not knowledgeable and unhelpful
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

10. How much contact did you have with your Line Manager whilst on adoption leave?

(Please circle the appropriate number)
Lots of contact








No Contact
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

11. How much contact had you negotiated to have in advance, possibly during your adoption meeting with your Line Manager and a Representative from the HR Department?  (Please circle the appropriate number)

Lots of contact








No Contact
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

12. Overall, how did you rate the support that the University gave you during and after your adoption? (Please circle the appropriate number)

Very Supportive







Very Un-supportive
1

2

3

4

5

6

Comments _____________________________________________________________________________

_____________________________________________________________________________

The University values your opinions and contributions and would be grateful if you would make any further comments you would like about your experience of the University’s Adoption Provisions and any suggestions about how the University could improve and make the existing provisions even better.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for completing this form.  Please return it to HR Department, Wheatley.

Appendix M - Adoption Pay Forecast

To receive an Adoption Pay Forecast please complete this form and send it to:

Payroll Office (CG09- Gipsy Lane Campus).

Name _________________________ Employee Number _______________

What is the date of placement?____________________________________

What is the date you wish to commence your adoption leave?____________

Do you wish to receive the 13 weeks half pay?
YES/NO (Delete as appropriate)
Please state the address that you wish this forecast to be sent to:

Please note that this information will be used strictly for pay forecast purposes, and is therefore subject to change.  When calculating your actual Adoption Pay the dates and information that you enter on the Leave and Pay Form in Appendix C will be used.

This information will be dealt with in the strictest confidence.
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&C&"Arial,Regular"&14&A Weeks Services



Police less 63

		Weeks before Expected Week of Childbirth																																																EWC		Weeks After Expected Week of Childbirth

		24		23		22		21		20		19		18		17		16		15		14		13		12		11		10		9		8		7		6		5		4		3		2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		Up to 9 Months

		SMP = Statutory Maternity Pay

				If on maternity leave you will receive SMP at 90% of your salary

				If on maternity leave you will receive SMP Flat Rate

				If on maternity leave it will be unpaid

		N.B. All maternity pay is paid from the first Sunday after maternity leave starts or the first Sunday after the baby is born, which ever comes first



&C&14&A



civilian +1yr

		Weeks before Expected Week of Placement																						EWP		Weeks After Expected Week of Placement

																				2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25		26		27		28

				If on adoption leave you will receive full pay

				If on adoption leave you will receive 50% of your salary plus SAP Flat Rate

				If on adoption leave you will be unpaid, unpaid leave may be taken until 63 weeks in total adoption



&C&14&A



civilian less 1yr

		Weeks before Expected Week of Childbirth																						EWC		Weeks After Expected Week of Childbirth

		11		10		9		8		7		6		5		4		3		2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17

				If on maternity leave you will receive SMP at 90% of your salary

				If on maternity leave you will receive 50% of your salary plus SMP Flat Rate

		N.B. All maternity pay is paid from the first Sunday after maternity leave starts or the first Sunday after the baby is born, which ever comes first



&C&14&A




_1105532395.xls
Police +63

		Weeks before Expected Week of Childbirth																																																EWC		Weeks After Expected Week of Childbirth

		24		23		22		21		20		19		18		17		16		15		14		13		12		11		10		9		8		7		6		5		4		3		2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		Up to 9 Months

		POMP = Police Occupational Maternity Pay

		SMP = Statutory Maternity Pay

				If on maternity leave you will be on POMP

				If on maternity leave you will receive SMP at 90% of your salary

				If on maternity leave you will receive SMP Flat Rate

				If on maternity leave it will be unpaid

		N.B. All maternity pay is paid from the first Sunday after maternity leave starts or the first Sunday after the baby is born, which ever comes first



&C&"Arial,Regular"&14&A Weeks Services



Police less 63

		Weeks before Expected Week of Childbirth																																																EWC		Weeks After Expected Week of Childbirth

		24		23		22		21		20		19		18		17		16		15		14		13		12		11		10		9		8		7		6		5		4		3		2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		Up to 9 Months

		SMP = Statutory Maternity Pay

				If on maternity leave you will receive SMP at 90% of your salary

				If on maternity leave you will receive SMP Flat Rate

				If on maternity leave it will be unpaid

		N.B. All maternity pay is paid from the first Sunday after maternity leave starts or the first Sunday after the baby is born, which ever comes first



&C&14&A



civilian +1yr

		Weeks before Expected Week of Placement																						EWP		Weeks After Expected Week of Placement

																				2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19		20		21		22		23		24		25

				If on adoption leave you will not be paid



&C&14&A



civilian less 1yr

		Weeks before Expected Week of Childbirth																						EWC		Weeks After Expected Week of Childbirth

		11		10		9		8		7		6		5		4		3		2		1		0		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17

				If on maternity leave you will receive SMP at 90% of your salary

				If on maternity leave you will receive 50% of your salary plus SMP Flat Rate

		N.B. All maternity pay is paid from the first Sunday after maternity leave starts or the first Sunday after the baby is born, which ever comes first
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