Adoption rights: Letter asking employee for evidence of eligibility for adoption leave and pay (adoption within the UK) (letter)

Letter wording: 
Thank you for advising us that you intend to take adoption leave commencing on [date]. In order to confirm your eligibility for adoption leave and statutory adoption pay, would you please forward documents from the adoption agency confirming the following details as soon as possible:

  your name and address; 

  the name and address of the adoption agency; 

  the date on which the child is expected to be placed for adoption or, if the placement has already occurred, the date of placement; 

  the date on which you were notified that a match with the child had been made; 

  the name and date of birth of the child. 

All the information except the latter will be available on a 'matching certificate' from the adoption agency.

In the meantime, please contact me if you have any queries.

When to use this document

Use this letter to respond to an employee's written request to take a period of adoption leave in order to confirm eligibility for adoption leave and pay.

