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Human Resources

Adoption/surrogacy leave

Application form
This form should be completed and returned to the Faculty/Service Human Resources Manager within 7
 days of being notified by the adoption agency of a match between the adopter and child(ren), and by the 15th week before the expected week of childbirth for intended primary carers of a child born through a surrogacy arrangement, who will be subject to a Parental Order.  A copy of the form should be passed to the Head of School/Service (or nominee).  
	Name:
	
	School/Service:
	


Please accept this notification as an application for adoption/surrogacy leave.  I confirm that I have read the University policy on adoption/surrogacy leave and agree to the terms and conditions contained in the policy.  I understand that I must submit the required documentation listed below before my application can be progressed.
I confirm that I wish to commence my leave on …………………………… and have agreed this with my Head of School/ Service (or nominee).  I understand that this date can be changed due to changing circumstances regarding the adoption/surrogacy.  Any request given at short notice will be treated as sympathetically as possible given the exigencies of the School/Service.   
	I wish to take Adoption/Surrogacy leave based on option
:
	


	I am taking leave as I: 
	√

	Have been matched with a child for adoption (UK Adoption):
	

	Have been matched with a child for adoption (Overseas Adoption):
	

	Am an intended parent of a child born through a surrogacy arrangement:
	

	Am a prospective adopter fostering a child under the ‘Fostering for Adoption’ scheme:
	


I attach copies of the following documentary evidence:

	UK Adoptions
	√

	Letter from the appropriate agency confirming that adoption is being sought:
	through the Fostering for Adoption Scheme:
	

	
	other adoption agency:
	


	The matching certificate to confirm a child is being placed, issued by the adoption agency:
	

	Confirmation letter from the adoption agency that a child has been placed with me:
	


	Surrogacy Arrangement
	√

	A copy of the birth mothers form MATB1:
	

	A copy of the Parental Order within 6 months of the child’s birth:
	


	Overseas Adoptions
	√

	A copy of the ‘Official Notification’ issued by the relevant UK Authority as proof of the eligibility to adopt a child from overseas:
	

	Completed Form SC6 (available from www.hmrc.gov.uk/forms/sc6.pdf giving the date the child is expected to enter the UK and to declare that Statutory Paternity Pay is not being claimed:
	

	A copy of the evidence that the adoptive child has entered the UK such as a plane ticket or copies of entry clearance documents
:
	


I understand that if I am applying for surrogacy leave, the University reserves the right to reclaim any payment made, and to be compensated for leave taken, if I fail to provide a copy of the ‘Parental Order’ within 6 months of the birth.
I understand that if I fail to return to work following my adoption/surrogacy leave for a period of 3 months the University reserves the right to recalculate and claim back the non-statutory element of my adoption pay.  Any overpayment in relation to the non-statutory element of my adoption pay must be paid in full to the University within three months of the receipt of my resignation.

I understand that, if I am eligible, SAP will be subsumed within the full pay arising from the University’s adoption/surrogacy leave scheme and will be paid in addition to half pay under that scheme (subject to the total amount not exceeding my normal pay).  

Pension Arrangements

USS/PAS members
I understand that I am required to continue to make pension contributions during my paid adoption/surrogacy leave.  These will be at the normal rate of the adoption pay I actually receive and my pensionable service will accrue based on my full salary.  During my unpaid adoption/surrogacy leave I understand that I may choose to maintain my pension contributions and these will be at the normal rate of my full annual salary.  Arrangements can be made for me to repay the contributions on my return to work.  If I wish to do so, I understand that I must contact the Pensions Office to make the necessary arrangements within 3 months of my return to work. 


NHS members

I understand that I am required to continue to make pension contributions to the National Health Service Pension Scheme (NHS) during my paid and unpaid adoption/surrogacy leave. These will be at the rate of 6% of the adoption pay I actually receive and my pensionable service will accrue based on my full salary. During my unpaid adoption/surrogacy leave period arrangements can be made for me to repay the contributions on my return to work and in this connection, I understand that I must contact the Pensions Office to make the necessary arrangements within 3 months of my return to work. 

Should you wish to discuss your pension options further, please contact the Pensions Office on extension 34139.

	Signed:
	
	Date:
	


	I confirm that the following address should be used for pay advices etc. after my leave has begun:

	

	

	

	

	Contact telephone number:
	


If you move from this address, please update your new address using employee self-service: https://selfservice.mais.leeds.ac.uk:444/irj/portal  and please also inform the payroll office by email: payro@adm.leeds.ac.uk.

� Overseas Adoption/Surrogacy Leave: 28 days’ notice


� A,B,C,D – please refer to policy at � HYPERLINK "http://hr.leeds.ac.uk/download/downloads/id/31/adoption_and_surrogacy_leave_policy" �http://hr.leeds.ac.uk/download/downloads/id/31/adoption_and_surrogacy_leave_policy� 


� Evidence should be submitted within 28 days after the child’s entry into the UK 
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