	Employee’s Name 

Address line 1

Address line 2 

City, Postcode
	Business Unit Name
Business Unit Address 1

Business Unit Address 2

City, Post code
Direct Line -  0207 525 …
Fax – 0207 525 …
Please Reply to: Insert Name


 Insert today’s date

Dear (insert employee’s first name)
Re: Eligibility for Adoption Leave and Pay
Congratulations on your forthcoming adoption. I can now confirm the details of your adoption leave and pay entitlement. 
As you have been employed by the Southwark Council for more than 26 weeks by the time you were notified of your adoption placement, you are eligible to take up to 52 weeks of statutory adoption leave, i.e. 26 weeks ordinary adoption leave and 26 weeks additional adoption leave.
Provided your adoption leave commences as planned on (insert date as notified), it will end on (insert expected return date). To ensure continuous employment you must return to work by this date. 
If you want to change the date your leave commences you may do so by providing 28 days notice in writing. Please contact (insert name of person to contact as appropriate) if you would like to discuss this.
You do not have to take the full 52-weeks period of leave. If, however, you intend to return to work before (insert expected return date), you must provide us with at least eight weeks notice. If you do not provide sufficient notice, we are entitled to postpone your return to work for up to eight weeks or until your 52-week leave entitlement ends (whichever occurs first).  
If you intend to request a period of parental leave to follow on immediately after your adoption leave, please notify us as soon as possible.
Insert one of the following 2 paragraphs regarding SAP
Paragraph 1
As you have between 26 and 51 weeks continuous service ending with the week in which you were notified of having been matched with a child you will receive the following entitlements: 
· Week 1-2: Parental leave, offset against any SAP received
· Week 3-4: Special paid leave, offset against any SAP received
· Week 5-39: SAP or 9/10th of normal pay if this is less.

· Week 40 – 52: Unpaid leave

Paragraph 2

As you have one years’ continuous service ending with the week in which you were notified of having been matched with a child you will receive the following entitlements: 

· Week 1-6: 9/10th of normal pay, offset against any SAP received
· Week 7-18: Half pay without deduction 
· Week 19 – 39: SAP or 9/10th of normal pay if this is less
· Week 40 – 52: Unpaid leave
The following paragraph to be inserted when applicable: 
I note that you currently have an outstanding loan with the Council/ salary sacrifice arrangement in place. The deductions from your salary and purchase of XX through salary sacrifice arrangements can only continue whilst you have sufficient occupational pay, above the statutory minimum, to meet the costs.  You may therefore wish to suspend salary sacrifice arrangements immediately or contact me to discuss when the loan repayments / salary sacrifice arrangements should be suspended.
You can work during your adoption leave on a 'keeping-in-touch' (KIT) day without bringing your adoption leave to an end or losing your SAP. You can work for up to 10 KIT days during your adoption leave. You and your manager must agree that you will work on a KIT day. You do not have to work on such a day if you do not wish to do so. 
Any KIT day worked will be paid at normal pay offset by SAP received. The total duration of your adoption leave period will remain at 52 weeks regardless of whether or not you work on a KIT day. 

The spouse, or the partner, or the civil partner of the child's co-adopter has a right to share the statutory adoption leave and pay of the co-adopter, where they return to work early. To qualify the co-adopter must return to work at least 2 weeks before the end of the statutory adoption maternity leave period - as noted above, you would need to give us notice of this early return.  The person wishing to share the statutory adoption leave also needs to meet certain eligibility criteria; relating to service with their employer and notification requirements. More information on this option, which is referred to as "Additional Statutory Paternity Leave" is available on the Council's intranet, in the "Parent Pack" or I can send you hard copy information now or during your adoption leave at your request.

We are entitled to make reasonable contact with you during your adoption leave. We will contact you, e.g. to discuss whether or not your planned date of return to work has changed or is likely to do so, or to discuss any flexible working arrangements that would make your return to work easier. 

You are also entitled to make reasonable contact with us during your adoption leave, e.g. to discuss any flexible working arrangements that would make your return to work easier. 

Should you have any questions about any aspect of your adoption entitlement please do not hesitate to contact (insert name and/or job title of person to contact as appropriate). 

I wish you all the best with your forthcoming adoption. 
Yours sincerely

Your Name
Your Job Title
(Insert email address)
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