
 

 

 
 

 
 

ADOPTION POLICY 
 

 
Updated September 2017 
Approved by the Principal 
 
1. Introduction 
 
1.1  It is the policy of the Academy to ensure that as far as possible our employees are able to 

combine their career and family responsibilities.  We recognise that parenthood brings 
additional responsibilities and have put this policy in place in order to retain valued workers 
who have adopted, or wish to adopt, children.  

 
1.2  This policy is compliant with the Employment Rights Act 1996, Employment Act 2002, 

Maternity and Parental Leave Regulations 1999, Paternity and Adoption Leave Regulations 
2002 and the Work and Families Act 2006.  

 
 
2. Aims of the Policy 
 
2.1  To provide employees who adopt children with the necessary support and time they need to 

care for their children.  
 
2.2 To comply with the rights granted by law to employees who adopt children.  
 
 
3. Entitlement  
 
3.1 In order for staff to be eligible for adoption leave they must meet the following requirements: 

(a) be newly matched with a child for adoption by an approved adoption agency; 
(b) have been continuously employed by the Academy for at least 26 weeks before being 

notified by the adoption agency of having been matched with a child; 
(c) have agreed with the adoption agency that a child should be placed with them for adoption; 
(d) be able within seven days of being notified by the adoption agency of being matched with a 

child to provide the Academy with documentation issued by the adoption agency which 
contains: 

• the name and address of the adoption agency; 
• the name and date of birth of the child; 
• the date on which the employee was notified of being matched with the child; and 
• the date on which the agency expects to place the child with the employee. 

 
3.2 Please note that employees will not be eligible for adoption leave where the child is not newly 

matched for adoption.  
 
 



4. Provision 
 
4.1  All employees are entitled to a maximum of 26 weeks' Ordinary Adoption Leave (“OAL”) and 

26 week’s Additional Adoption Leave (“AAL”).  For 39 weeks of this 52 week period, 
employees are also entitled to receive Statutory Adoption Pay (“SAP”).  

4.2  Where a couple is adopting a child either one of them but not both can take Adoption Leave. 
The partner that is not taking adoption leave may however be eligible for Parental Leave.  

4.3  Employees can change the date on which their Adoption Leave is to start by giving at least 28 
days notice to the Principal. 

 

5. Rights during OAL Period  
5.1 The employee’s contract of employment subsists throughout his/her absence for OAL and s/he 

will continue to benefit from his/her terms and conditions of employment, except for the right to 
remuneration. 

5.2 The whole period of absence for OAL counts for seniority and pension purposes. 

5.3 In addition staff on Adoption Leave will usually remain on circulation lists for internal 
memoranda and other documents and will be included in invitations to work-related social 
events as though they were still at work. Where the employee has 
executive/managerial/supervisory responsibilities we will try to ensure that s/he is given the 
opportunity for consultation about such decisions taken in his/her absence. 

 

6. Right to return to work following OAL 
6.1 The employee will be entitled to return to the job in which s/he was employed before 

his/absence on terms and conditions not less favourable than those which would have applied 
if s/e had not been absent. 

6.2 The employee does not have to give notice of her return unless s/he wishes to return early, in 
which case s/he must give eight weeks’ notice to the Principal. If the employee fails to give the 
requisite notice, we reserve the right to postpone his/her return so as to obtain a maximum of 
eight weeks’ notice. 

 

7. Additional Adoption Leave  
7.1 The employee is also entitled to Additional Adoption Leave (“AAL”). 

7.2 AAL allows the employee up to a further 26 weeks adoption leave after the end of OAL. AAL 
must run immediately and continuously from the end of OAL. 

7.3 The whole period of absence for AAL counts for seniority and pension purposes. 

7.4 The employee’s contract of employment continues to subsist throughout the period of AAL, and 
the Employee will benefit from all of the rights conferred by his/her Terms and Conditions of 
Employment, except for the right to remuneration.  

 

8. Right to return to Work after AAL 
8.1 The employee is entitled to return after AAL to the same job or, if it is not reasonably practicable 

for us to provide that, to a job which is both suitable for him/her and appropriate for him/her to 
do in the circumstances.  The terms and conditions of such employment will be the same as 
would have been applied to him/her if s/he had not been absent.   



8.2 The employee is required to give no notice of his/her intention to return if s/he returns at the 
end of the 26-week period of AAL but must give eight weeks’ notice of an intention to return 
early.  This notice should be given in writing.  If the employee fails to give the requisite notice, 
we reserve the right to postpone his/her return so as to obtain a maximum of eight weeks’ 
notice. 

8.3 Throughout both OAL and AAL, the employee: 

(a) Retains the right to notice, right to redundancy pay, access to disciplinary and grievance 
procedures and the employer’s implied obligation of trust and confidence. 

(b) Remains bound by the implied obligation of good faith and any express terms about 
termination, disclosure of confidential information, acceptance of gifts and his/her 
participation in any business. 

 
9. Work and Contact During Adoption Leave 
9.1 The employee may keep in reasonable contact with us during his/her Maternity Leave without 

bringing his/her Adoption Leave to an end or losing his/her SAP. 

9.2 The employee is entitled to work during his/her Adoption Leave on a “keeping-in-touch” 
(“KIT”) day without bringing his/her Adoption Leave to an end or losing his/her SAP.  The 
employee may take up to a total of 10 KIT days during his/her Adoption Leave. 

9.3 The employee is not obliged to take any KIT days and the decision to do so remains at the 
employee’s discretion.  No detrimental action shall be taken against the employee if no KIT 
days are taken. 

9.4    Work undertaken on a KIT day may include training or other events and is not limited to the 
normal job performed by the employee. 

9.5    If the employee wishes to work on a KIT day this must be agreed with us. 

9.6 Before working on a KIT day the amount of pay that the employee will receive for working on 
that day must be agreed, as must the weekly pay for a week during which the employee 
works on a KIT day.  Payment cannot be lower than the weekly rate of SAP to which the 
employee is entitled. 

9.7 The total Adoption Leave period will be unaffected whether the employee works on a KIT day 
or not. 

 
10. Statutory Adoption Pay 
10.1 An employee will be entitled to SAP if s/he fulfils the following criteria: 

(a) S/he has elected to take Adoption leave; 

(b) S/he has given 28 days notice of his/her Adoption Leave (unless with good reason); 

(c) S/he has provided the Academy with the information in clause 3.4; 

(d) S/he has been employed continuously for 26 weeks before being notified of the 
match with the child; and 

(e) S/he has had average weekly earnings above the Lower Earnings Limit for the 
payment of National Insurance Contributions.  

10.2 Eligible employees will be entitled to SAP for a period of 39 weeks at the following rate: 

(a) For the first 6 weeks, at the rate of 90 per cent of normal weekly earnings; and 

(b) For the remaining 33 weeks, either 90 per cent of normal weekly earnings or  



      £123.06 per week (with effect from 5th April 2009) whichever of these is lower. 

11. Meetings with the Academy 
11.1 Preliminary Meeting: As soon as practicable after the employee notifies the Academy of 

being matched with a child for adoption, we will arrange for a meeting between the 
employee and the Principal.  This will be an informal interview the purpose of which will be 
to ensure that: 

(a) S/he has been informed and understands her rights regarding OAL and AAL, and  

       particularly the need to give appropriate notice. 

(b) S/he understands the potential opportunities for flexible working. 

(c) S/he is aware of his/her entitlements to pay for OAL and AAL. 

11.2 Subsequent Meetings: At least two weeks before the employee is due to return to work, 
s/he will be invited for an informal meeting with the Principal in order to provide an 
opportunity for discussion of any material points concerning his/her return to work. These 
may include: 

(a) Updating him/her on developments at work. 

(b) Considering whether any retraining needs have arisen either because of staleness 
or new technical or other developments. It is our aim to ensure that an employee's 
Adoption Leave does not put him/her at a disadvantage in relation to skills or other 
training needs. 

(c) Providing him/her with the opportunity of indicating whether she wishes to be 
considered for flexible working. 

(d) The interview will also provide an opportunity to discuss and explain any necessary 
and unavoidable changes to the employee's work. 

 
12. Post-Adoption Leave 
12.1 The opportunities for flexible working will depend on the needs of the business but we 

recognise that many adoptive parents will be interested in reducing their working hours for a 
while after their return from Adoption Leave. We will make every effort to accommodate 
requests for part-time working and other forms of flexible work arrangements, provided that 
the employee's duties can still be effectively carried out on such a basis. 

 

12.2  We will review all requests for flexible working in accordance with statutory guidance and 
requirements and consider whether arrangements can be made to accommodate them. 
Employees who change to working on a part-time or job-share basis will be offered 
appropriately adjusted contracts of employment containing their new terms and conditions. 
Their continuity of employment and all related rights will be preserved. 

12.3 Where a job-share arrangement which is acceptable to the job-sharers' line manager cannot 
immediately be identified, the employee will nevertheless be encouraged to return to work 
full-time and will be offered a job-share in a suitable post as soon as one becomes available. 

12.4 Employees who decide that they would prefer to postpone a return from Adoption Leave for 
a long-term period may qualify for Parental Leave or request a career break of up to twelve 
months duration. Details of these schemes will be provided upon request. 

 
 


