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Adoption Leave & Pay Checklist
Employee checklist
	
	ACTION REQUIRED
	BY WHEN
	PLEASE TICK 

	1
	Advise your manager of your intention to take adoption leave in writing and discuss the amount of leave you think you may wish to take.
	Within 7 days of being notified you have been matched with a child (28 days for overseas adoptions)
	

	2
	Review the policy to understand your entitlement to adoption leave and pay, raise any queries with your line manager or HR.  
	
	

	3
	Inform your manager of any time off you need for official adoption meetings
	Giving as much notice as possible
	

	4
	Pass your original adoption matching certificate to your line manager
	As soon as you receive this
	

	5
	Complete your application for adoption leave, including your choices around payment of Occupational Adoption Pay (OAP) if eligible, and pass to line manager
	When matching certificate has been received
	

	6
	Inform your manager of any proposed changes to your adoption leave start date
	Giving at least 28 days’ notice where possible
	

	7
	Start adoption leave – this can start either on the date of the placement of a date up to 14 days before the expected placement date.  For overseas adoptions this can be from either the date the child enters the UK or no later than 28 days after the child enters the UK.
	
	

	8
	Agree with your line manager any keeping in touch days, 10 paid days can be taken during the unpaid part of your adoption leave
	
	

	9
	HR will notify you of the date you are required to return to work.  Your line manager will contact you 11 weeks from the date your adoption leave started to clarify your intentions around returning to work.  You should reply within 14 days
	Within 14 days
	

	10
	If you wish to change your mind and return to work earlier than planned, you must give your line manager 8 weeks’ notice
	8 weeks prior to your proposed return date
	

	11
	Discuss with your line manager prior to your return to work any accrued annual leave you wish to take prior to your return
	As soon as possible
	

	12
	Return to Worcestershire Acute Hospitals Trust or another NHS organisation for a minimum of three months if you have received OAP.  If you do not return to work you will need to re-pay the OAP element of your adoption pay.
	
	



Managers checklist
	
	ACTION REQUIRED
	BY WHEN
	PLEASE TICK 

	1
	When an employee has informed you they intend to take adoption leave, ask for confirmation in writing, the letter should include their expected placement date.
	Within 7 days of being notified they have been matched with a child (28 days if adopting from overseas)
	

	2
	Inform the employee they need to consider how long they would like to take for adoption leave and any annual leave they wish to take before they start their adoption leave
	
	

	3
	Support the employee to complete their application for maternity leave and send to HR with the matching certificate
	As soon as the employee provides the matching certificate
	

	4
	Discuss with the employee how you will keep in touch with them during their adoption leave and explain the process for Keeping in Touch (KIT) days
	
	

	5
	Complete a payroll change form and send to workforce team
	6 weeks prior to adoption leave starting
	

	6
	Employee starts adoption leave – for UK adoptions either from the date of placement or a date 14 days before the expected date of placement.  For overseas from the date the child enters the UK or a date 28 days after the child enters the UK. 
	
	

	7
	Complete a KIT form for any paid KIT days the employee completes during their adoption leave
	
	

	8
	Contact the employee 11 weeks from the date their adoption leave started to clarify their intentions around returning to work.  They should reply within 14 days
	11 weeks from the date their adoption leave started
	

	9
	If the employee changes their mind and wishes to return to work early they must give you 8 weeks’ notice.  You will need to complete a payroll change form confirming the agreed return to work date.
	8 weeks prior to the proposed return date
	

	10
	Upon return to work a payroll change form must be completed to end the adoption leave
	6 weeks prior to the return to work
	

	11
	If the employee does not return to work they will need to repay the OAP element of their adoption pay.  You will need to complete a payroll change form notifying of the leave date
	6 weeks prior to the leaving date
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