RUSKIN MILL EDUCATIONAL TRUST

Staff Handbook - Houseparent - employed before 4™ June 2007

ADOPTION LEAVE AND PAY POLICY

Policy Statement

1.

This policy sets out the arrangements for adoption leave. It only applies to
employees and does not apply to agency workers or the self-employed.

This Adoption Leave and Pay Policy does not form part of any employee’s
contract of employment and is entirely non-contractual. It may be
amended, withdrawn, suspended or departed from at the discretion of the
Trust.

Notification Requirements

3.

Notification: You must inform the Trust within 7 days of receiving
notification from the statutory adoption agency of being matched with a
child (the Agency Notification) that you intend to take adoption leave. The
Trust may require you to produce evidence of a child being placed with you.

Information from the Trust: Following receipt of your notification, the
Trust will write to you within 28 days indicating the date on which your
entitlement to adoption leave will end.

Adoption Leave

5.

Entitlement: Provided you have been continuously employed by the Trust
for 26 weeks at the time you receive the Agency Notification and you
comply with the notification procedures above, and your spouse, civil
partner or partner will not be taking adoption leave with their employer
(although they may be entitled to take paternity leave), you will be entitled
to 26 weeks Ordinary Adoption Leave (OAL) and 26 weeks Additional
Adoption Leave (AAL). AAL begins the day after your OAL ends.

Commencement of leave: You will be entitled to begin your OAL up to 14
days before the date on which the child is expected to be placed with you.
You may not start your OAL after the date on which the child is placed with
you.

Variation: You may vary the date on which you begin your OAL provided
that you notify the Trust in writing at least 28 days before the new date you
wish to begin your OAL.

Additional Adoption Leave (AAL)

8.

Entitlement: If you are entitled to OAL you will also be entitled to an
additional period of 26 weeks AAL beginning the day after your OAL ends.
The Trust will inform you of the date on which your AAL period will end
should you decide to take AAL within 28 days of you notifying the Trust of
your intention to take OAL.
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Holidays

9.

10.

Holiday entitlement: During OAL and AAL, holiday entitlement will accrue
at the rate provided under your contract.

Carrying holiday entitlement over: Holiday entitlement cannot usually be
carried over from one holiday year to the next. If the holiday year is due to
end during your adoption leave, you should ensure that you have taken the
full year's entitlement before starting your adoption leave. Our holiday year
runs from 1° September to 31°* August.

Keeping in touch

1.

12.

13.

Informal discussion: 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, should you wish to do so, during your leave. Unless
you request otherwise, you will remain on circulation lists for internal news,
job vacancies, training and work-related social events.

Keeping in touch days: You may work (including attending training) for up
to 10 days during your adoption leave without bringing your adoption leave
or Statutory Adoption Pay to an end. The arrangements, including pay, can
be set by agreement between you and the Trust.

Before you return: Shortly before you are due to return to work, the Trust
may invite you to have a discussion (whether in person or by telephone)
about the arrangements for your return. This may include updating you on
any changes that may have occurred, discussing any necessary training and
any changes to working arrangements.

Return to work

14.

15.

16.

Notification: The Trust will inform you of the date on which your AAL
period will end (should you decide to take AAL) within 28 days of you
notifying the Trust of your intention to take OAL. If you wish to return to
work before the end of your AAL, you must notify the Trust in writing at
least 8 weeks before you expect to return to work. A failure to notify the
Trust could mean that your return to work is postponed.

Return from OAL: You will be employed in the same position upon your
return to work from OAL that you occupied before your leave period began.
You will be entitled to return on the same terms and conditions of
employment as if you had not been absent.

Return from AAL: You will normally be entitled to return to the same
position upon your return to work from AAL that you occupied before your
leave period began. If this is not reasonably practicable, you will be
redeployed to a job which is suitable for you and appropriate for you to do
in the circumstances. You will be entitled to return on terms and
conditions no less favourable than you would have been entitled had you
not been absent, and with your seniority, pension rights and similar rights as
they would have been if the period of employment prior to your AAL period
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17.

was continuous with the period of employment following it.

Disrupted placement: Where you have already commenced your leave and
the child is subsequently not placed with you or the placement ends, your
entitlement to adoption leave shall end either 8 weeks after the week in
which you received notification that the child is not to be placed with you
the placement ends or at the end of your AAL whichever is sooner.

Statutory Adoption Pay (SAP)

18.

19.

20.

21.

22.

Entitlement: You will be entitled to SAP provided that you have been
continuously employed by the Trust for 26 weeks as at the week you receive
the Agency Notification (even if your employment is terminated for any
reason after this date) and provided that you make National Insurance
contributions. You will not be entitled to SAP if you have chosen to receive
Statutory Paternity Pay or your spouse, civil partner or partner has chosen
to receive SAP.

Commencement: Your entitlement to SAP will begin when you commence
your OAL.

Duration: You will receive SAP for the first 39 weeks of your adoption leave
period. The remainder of your AAL will be unpaid.

Rate: SAP is paid at the prescribed rate set by the government for the
relevant tax year.

Losing your entitlement: You will lose your entitlement to SAP if you
commence working for another employer during your adoption leave,
whether on a part time or full time basis. You will not be entitled to SAP if
you are entitled to statutory sick pay or the child placed for adoption with
you reaches 18 years of age.

Adopting more than one child

23.

Entitlement: Where you adopt more than one child as part of the same
arrangement your entitlement to leave and SAP under this policy shall
remain unchanged.

Enhanced Adoption Pay

24,

25.

Entitlement: You will be entitled to enhanced adoption pay if you are on
adoption leave and meet the requirements for entitlement to SAP.

Enhanced Adoption Pay: You will receive pay as follows:
22.1  Full pay during the first 12 weeks of OAL.
22.2 SAP only for the remaining 27 weeks of OAL.

Any further adoption leave is unpaid.
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Benefits during Adoption Leave

26.

Benefits During Adoption Leave: Payment of household allowances (i.e.
food and cultural allowances) and household bills (i.e. all reasonable gas,
electricity, water services, telephone rental, rents, rates and other taxes
(except Income Tax for which you shall remain responsible)) that may
become payable in respect of the accommodation shall be paid during
adoption leave. You will be required to pay for all private telephone calls
within 14 days of receiving an invoice from the Trust.

Accommodation and Duties during Adoption Leave:

27.

28.

29.

Accommodation: During the period of Adoption Leave you will be entitled
to remain in Trust property. You will not have any students placed with you
for the period of your adoption leave.

Duties: If your partner or co-Houseparent works as a Houseparent in a
house with you he/she will be asked to perform alternative duties outside
the required home when his/her paternity adoption leave (if any) finishes,
but while you remain on adoption leave, therefore, if they are temporarily
performing alternative duties then he/she will receive the appropriate
grade/salary for those duties.

Alternative Accommodation: The Trust reserves the right to move you
and your partner or co-Houseparent into alternative Trust accommodation
for the period of your adoption leave.

Deciding not to return

30.

Notification: If you do not intend to return to work, or are unsure, it is
helpful if you raise this as early as possible. If you decide not to return you
should give notice of resignation in accordance with your employment
contract. The amount of adoption leave left to run must be at least equal
to your contractual notice period, otherwise you may be required to work
for the remainder of the notice period. Once you have given notice, you
cannot change your mind without our agreement. This does not affect your
right to receive SAP.

Returning to work part-time

31.

Requests: The Trust will deal with any requests by employees to change
their working patterns (such as working part-time) after adoption leave on
case-by-case basis. There is no absolute right to insist on working part-time,
but we will try to accommodate your wishes unless there is a justifiable
reason for refusal, bearing in mind the needs of the organisation. It is
helpful if requests are made as early as possible. The procedure for dealing
with such requests is set out in our Flexible Working Policy.
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