THE  UNIVERSITY  OF  SUSSEX

Leave  and  Pay  for  Adoptions

please refer to the University’s Adoption Guide before completing this form

Dates for pay and leave

	The date you were told that you were matched with the child
	

	The child is expected to be placed on
	

	Or, if the child has been placed, please enter the date they were placed


	

	I would like my adoption leave to start on:

This can be:

· the date on which the child is placed with you;

· or a pre-determined date no earlier than 14 days before the expected date of placement and no later than the expected date of placement.
	

	Please contact HR and your line manager when you are thinking about returning from maternity leave. We will then discuss annual leave with you and the possibility of returning to the payroll and taking some of your annual leave before you actually return to campus. Please note that you are required to give at least 8 week’s notice if you are intending to return early from maternity leave (before 52 weeks).

	Please forward a copy of your Matching certificate to the HR department as soon as possible if you have not already done so.


Declaration

	Surname  (capitals)
	

	First name(s)
	

	Department
	


Please forward this form to Human Resources
