

    ADOPTION CHECKLIST
 -
Appendix A1
OVERSEAS
	What to do
	Date done/ keep copy

	Contact HR to receive Adoption Guide – Overseas and arrange meeting to discuss entitlements.
	

	Inform Manager as soon as you know you will be adopting or as soon as you receive ‘Official Notification’.
	

	Discuss adoption entitlements with HR
	

	Discuss with Manager 

(i)    provisional leave dates (and intentions, if known); 

(ii)   annual leave entitlement and arrangements

(iii)  any concerns.
	

	Provide HR with your ‘Official Notification’
	

	Complete ‘Application form for Adoption leave and pay - Overseas’ (Appendix B1) and return to HR within 28 days of receiving ‘Official Notification’.
	

	Consider entitlements and review options (eg: return to work; flexible working).  If in doubt, talk again to HR.
	

	Consider childcare options and make preliminary enquiries re: Nursery provision locally, etc.  Speak to HR about childcare vouchers.
	

	Discuss with Manager how you would like to keep in touch (consider your approach to the Keeping in Touch Days option)
	

	Discuss plans with Manager for return/explore any thoughts on seeking to change your working pattern
	

	START ADOPTION LEAVE 
	

	Let your manager and HR know when you are placed with your child as it may affect your adoption payments.
	

	Discuss return date plans and also ‘Keeping in Touch’ days with Manager and negotiate any changes to work pattern
	

	If you decided you would like to change your working pattern follow the procedure for flexible working. 
	

	Tell HR if you plan to return earlier than your 52 weeks leave or the original date planned on the Adoption Leave form. Remember if you do this you need to give 8 weeks notice.
	

	Confirm arrangements re: childcare
	

	Not coming back? Inform HR and sort out any arrangements to repay any OAP monies owing.
	

	RETURN TO WORK
	

	Any concerns? Discuss with your manager or HR
	


