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  INTRODUCTION 

This policy sets out the rights and responsibilities for Wickersley Partnership Trust (hereafter 
referred to as WPT) and for employees who are eligible for Adoption Leave and pay. 

The policy applies to all Trust employees on permanent, temporary and fixed term contracts. 

This Policy should be read in line with the Maternity Leave Policy, as there will be a number of 
references to this. 

 

1.0

     

  ENTITLEMENT

If you are becoming an adoptive parent, you will be entitled to Adoption Leave and Pay in 
accordance with the Maternity Scheme (See Maternity Leave Policy), save as where otherwise 
set out in this policy.

If eligible, the employee is entitled to twenty-six weeks Ordinary Adoption Leave (OAL), 
followed by a further twenty-six weeks of Additional Adoption Leave.

Statutory Adoption Leave can start either:

• From the date the child starts living with the employee
• Up to fourteen days before the date the child is expected to start living with the employee
• When the child arrives in the UK or within twenty-eight days of this date (overseas 

adoptions). Please note, if you are adopting a child from overseas, the procedures are 
slightly different—please contact HR for further information.

 

2.0

     

  ADOPTIONS APPOINTMENTS

• If you have been notified by an adoption agency that a child is to be, or is expected to be 
placed for adoption with you alone, you have the right to paid time off to attend adoption 
appointments that apply to you.

• If you are part of a couple and both of you are an employee or a qualifying agency worker, 
and you are jointly adopting a child, you must decide which one will elect to take paid time 
off to attend adoption appointments.  The other (“the Secondary Adopter”) will be able to 
take unpaid time off to attend up to two adoption appointments.  Please note, the person 
who elects to take paid time off, cannot take paternity leave.

• You must advise us whether you wish to take paid or unpaid time off to attend adoption 
appointments and give us as much notice as possible and provide evidence if we ask for it.

3.0
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• If you are not the Secondary Adopter, time off to attend adoption appointments (whether 
paid or unpaid) is limited to five appointments each no more than six and a half hours per 
appointment (including travel time).  If this is insufficient, please speak to your Manager.

 

     

  ELIGIBILITY 

Adoption leave is a right from day one, so employees do not need to have twenty-six weeks 
service to be eligible for Adoption Leave.

To be eligible you must be an employee and:

• Have been notified of having been matched with a child by a UK adoption agency and have 
agreed that the child should be placed with you and agreed the date of placement;

• you must be the child’s adopter, that is, a person who has been matched with the child 
for adoption or, if two people have been matched jointly, you must have elected to be the 
adopter for the purposes of adoption leave; 

• have not already taken OAL in relation to this child as a result of the that child being placed, 
or expected to be placed, with you as a foster parent by a local authority in a ‘fostering to 
adopt’ arrangement; and

• must have complied with the notice requirements set out below.

 

4.0

     

  SURROGATES 

Some surrogate parents are entitled to take adoption leave.  Please contact HR if this affects 
you for further advice.

 

5.0

     

  NOTIFICATION

You must give us the relevant notices set out below:

• no more than seven days after you have been notified of having been matched with the 
child for adoption, you must inform us in writing of your intention to take AL and specify (1) 
the date on which the child is expected to be placed for adoption; and (2) your chosen start 
date;

6.0



     

  EVIDENCE OF ADOPTION

• You must provide us with evidence, in the form of one or more documents issued by the 
adoption agency that matched you with the child, of the name and address of the agency.

• The name and date of birth of the child.
• The date on which you were notified that you had been matched with the child.
• The date on which the agency expects to place the child with you.

You must provide us with this information at least 28 days before the date you want to start 
receiving Statutory Adoption Pay or, if that is not reasonably practicable, as soon as practicable 
thereafter.

7.0

• if you wish to change your chosen start date, you notify us in writing at least 28 days before 
your chosen start date;

• if you are unable to comply with any of the notification requirements within the above 
timescales, you should notify us as soon as possible and give us an explanation for the delay;

• once you have notified us of your chosen start date, we will within 28 days of receiving your 
notice notify you in writing of the date on which your AL will end.

     

  DISRUPTED PLACEMENT IN THE COURSE OF   
  ADOPTION LEAVE

We may terminate your period of adoption leave early in the following circumstances:

• if you began a period of adoption leave before the placement of the child and you are 
subsequently notified that the placement will not be made; or

• if the child placed with you dies during the period of adoption leave; or 
• if the child is returned to the adoption agency.

Where there is a disrupted placement, your adoption leave will end as follows:

• eight weeks after the week during which you are notified that the placement will not be 
made, the child dies or is returned to the adoption agency (“Relevant Week”); or

• if you are taking OAL at the time of the disruption and that OAL ends within eight weeks of 
the Relevant Week, your OAL will end on the expiry of the normal 26 week period.  You will 
then be entitled to AAL and your AAL will end eight weeks after the end of the Relevant 
Week; or

• if you are taking AAL at the time of the placement and the 26 week period of AAL ends 
within eight weeks of the Relevant Week, your AAL will still end on the expiry of the normal 
26 week AAL period.

8.0
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  PAY 

9.1  ENTITLEMENT
 
 If you qualify for adoption leave, Statutory Adoption Pay (SAP) will be payable   
 provided you have also complied with the following:

• you must have given to us the evidence required as set out above at least 28 
days before the date on which you wish SAP to begin or, if that is not reasonably 
practicable, as soon as practicable thereafter;

• you must let us have a declaration that you have elected to receive SAP and not 
statutory paternity pay and we must have received such declaration at least 28 
days before the date chosen as the beginning of AL or, if that is not reasonably 
practicable, as soon as reasonably practicable thereafter;

• you must have given us the correct notification as set out above, informed us of 
the actual date of the placement of the child with you and informed us of the 
date on which you wish SAP to commence if that is different from the date of 
commencement of AL.

9.2  PAYMENT OF SAP

• SAP is paid for a maximum of 39 weeks.
• SAP is paid at the following rates:
• 90% of your normal weekly earnings for the first six weeks of OAL; and
• a flat weekly rate for the remaining weeks at the prevailing statutory basic SMP rate 

or 90% of your average weekly earnings if less than this amount.
• SAP is only paid for complete weeks.  If for any reason you worked for us for part 

of a day, voluntary or otherwise (with the exception of keeping in touch days), you 
would lose SAP for that week.  SAP will be paid in the same way and at the same 
time as you would normally be paid.

9.3  CONTRACTUAL ADOPTION PAY 

 Contractual Adoption Pay entitlements and qualifying periods will be as detailed in the  
 Maternity Leave Policy (see Maternity Leave Policy) and will be inclusive any SAP
 payable.

9.4  KEEPING IN TOUCH DAYS

• Shortly before your adoption leave starts, we will discuss with you the arrangements 
for covering your work and the opportunities for you to remain in contact during 
your leave.  Unless you request otherwise, you will remain on circulation lists for 
internal news, job vacancies, training and work related social events.  We may make 
reasonable contact with you from time to time during your adoption leave.  This 
may include contacting you to discuss arrangements for your return to work.  Please 
agree contact arrangements in advance with your Manager.

• Employees on adoption leave may carry out up to 10 days work for the employer 
during the leave period without losing their entitlement to their remaining leave or 
pay.

• Employees will not, however, be obliged to carry out such work if they do not wish 
to do so and will not be subjected to a detriment if they decline an offer to take up 
work during the adoption leave period.

• You will be paid at your normal basic rate of pay for time spent working on a KIT day 
and this will be inclusive of any adoption pay entitlement.

9.0



     

  RETURN TO WORK 

The employment contract continues as normal during the adoption leave, with the exception of 
pay. 

The employee has the right to return to work after the adoption leave. The job they return 
to will depend on whether they have taken Ordinary or Additional Adoption Leave.  You are 
normally entitled to return to work in the same job on the same terms and conditions when 
you return.  Occasionally after AAL/parental leave of more than four weeks this may not 
be possible.  If it is not possible, we will endeavour to offer you a suitable job on terms and 
conditions that are not less favourable than your previous position.

Employees who are matched for adoption with a child may be eligible to a period of Shared 
Parental Leave or pay (See Shared Parental Leave Policy). 

10.1  EARLY RETURN TO WORK

 If you wish to return to work before the end of your AL, you must give us at least eight  
 weeks’ notice in writing of your return.  If you don’t give us the appropriate notice, we  
 may postpone your return.  You will not be entitled to any wages or salary if you return  
 to work during the period of postponement.

10.2  ILLNESS AT END OF ADOPTION LEAVE

 If you are unable to attend work at the end of your adoption leave because of sickness,  
 our normal arrangements for sickness absence will apply.

10.0

     

  ASKING FOR A DIFFERENT WORKING PATTERN

If you want to change your hours or other working arrangements on return from maternity 
leave you should make a request under our Flexible Working Policy.  It is helpful if such requests 
are made as early as possible.

11.0

     

  REDUNDANCY

If a redundancy situation arises while you have been on adoption leave we will offer employees 
on maternity and adoption or shared parental leave any suitable and appropriate alternative 
vacancy which is available.

12.0
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  NOTICE OF TERMINATION

If you do not wish to return to work after your adoption leave, you must resign by giving us 
notice as set out in your contract of employment.  If the amount of adoption leave left to run 
when you give notice is less than your contractual notice period we may ask you to return to 
work for the remainder.

13.0

     

  OTHER TYPES OF LEAVE 

Employees may take adoption leave or paternity leave upon the adoption of a child provided 
that they meet certain qualifying criteria.  You or your partner may also be eligible for Paternity 
Leave and Shared Parental Leave (“ShPL”) which allows you to take some of your adoption 
leave as ShPL which can be shared between you and your partner.  Please refer to the separate 
policies on Paternity Leave and ShPL in this Handbook for more information.

14.0

     

  CONTRACTUAL BENEFITS DURING ADOPTION  
  LEAVE

Please see clauses 14.2 to 14.6 of the Maternity Leave policy which also apply in relation to a 
period of adoption leave.

This policy links to our policies on:

• Maternity Leave and Pay
• Attendance Management
• Shared Parental Leave

15.0


