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1. Introduction

1.1 This Policy sets out employees’ entitlements to adoption leave and
pay and reflects provisions set out in the NHS Terms and Conditions
of Service Handbook.

1.2 The employee may also wish to refer to the Shared Parental Leave
Policy and Procedure (HR040). To do this the mother will need to
opt out of Maternity leave and notify the Trust that she wishes to opt
into Shared Parental Leave — she will then be eligible for any
outstanding statutory maternity/adoption pay which can be shared
with her eligible partner.

2. Scope

2.1  All employees are entitled to take 52 weeks adoption leave
provided that they meet the qualifying criteria set out below.

3. Objective

3.1 To outline leave and pay provision for those adopting a child.

4. Responsibilities

4.1 Staff - are responsible for ensuring that appropriate notification is
made of the intention of taking adoption leave and that the
appropriate documentation is submitted.

4.2 Managers - responsible for liaising with HR to ensure that the

necessary processes take place to enable the employee to take
adoption leave and receive the correct pay.

5. Legal/Statutory position

51 The Policy takes into account the provisions of the Paternity and
Adoption Leave (Amendment) Regulations 2014. It is also in line
with NHS Terms and Conditions of Service Handbook.

6. Eligibility

6.1 The entitlement of an employee to adoption leave and pay is for
those who wishing to adopt a child who is newly placed for adoption.

6.2 It will be available to people wishing to adopt a child who has
primary carer responsibilities for that child.
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6.3

6.4

7.1

7.2

7.3

7.4

7.5

8.1

Eligibility for occupational pay will be 12 months continuous NHS
service ending with the week in which they are notified of being
matched with the child for adoption. This will cover the
circumstances where the employee is newly matched with the child
by an adoption agency.

Employees do not qualify for adoption leave or pay if they:

Arrange a private adoption;

Become a special guardian or kinship carer;
Adopt a stepchild;

Adopt a family member.

Employees who are not eligible for occupational adoption pay may
still be entitled to statutory adoption pay (SAP) subject to qualifying
conditions, Go to www.gov.uk

Provisions

Where the child being adopted is below age 18 then the adoption
leave and pay will be in line with the Trust’'s Maternity Leave and
Pay Policy.

Only one person in a partnership can take adoption leave. The
partner of the adopter may be entitled to Ordinary and Additional
Paternity leave and pay. See policy at Home > Managing > HR
Policies and Procedures > Leave > Maternity Support (Paternity)
Leave and Pay Policy

Reasonable time off, to attend official meetings in the adoption
process should be given.

Employees will be entitled to keep in touch days (KIT days) in line
with the provisions set out in the Trust's Maternity Leave and Pay
Policy.

Within the Paternity and Adoption Leave (Amendment) Regulations
2014 it highlights that if an employee has exercised the right to paid
time off to attend adoption appointments they can only take adoption
leave and not paternity leave.

Start date
Leave can start:

For UK adoptions — up to 14 days before the date of placement (date
the child starts living with you);

For overseas adoptions — when the child arrives in the UK or within
28 days of this date.
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9. Information required from the employee

9.1 Employees are asked to provide notice as far as possible in advance
that they are planning to adopt a child in order that necessary cover
arrangements may be made. Within seven days of being matched
with a child the employee should inform the Trust:

o How much leave he/she wants;

o The leave start date;

o The ‘date of placement’ i.e. the date the child is placed with the
employee.

9.2 The employee should provide proof of adoption. This should show:

The employee’s name and address and that of the agency;

The match date e.g. the matching certificate;

The date of placement e.g. a letter from the agency;

The relevant UK authority’s ‘official notification’ confirming the
employee’s allowed to adopt (overseas adoptions only)

. The date the child arrived in the UK e.g. plane ticket (overseas
adoptions only).

9.3 This should be provided with the Intention to commence Adoption
Leave (See appendix A below)

10. Confirmation

10.1 HR should send a letter to the employee -confirming their
entitlements to adoption leave and pay within 28 days.

11. Further information

11.1 For further information or guidance employees should contact HR
in the first instance.
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For all LAS staff

Available to all staff on the Pulse

Revised Procedure to be announced in the RIB and a link provided to
the document

Briefing provided to relevant HR staff

Able to
monitor take

up.

Reported from | Payroll
ESR as
necessary.

Statutory right
to take
adoption
leave.
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Appendix A

Intention to Commence Adoption Leave

Name

Job Title

Location

Expected date of placement

Adoption Leave start date

Likely date of return

| can confirm that | have read and understood the London Ambulance Service
Adoption policy and that | wish to commence Adoption leave as outlined above.

To be returned to the HR with your matching certificate and confirmation of the date of
placement within seven days of being matched with the child.
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