LETTER CONFIRMING ENTITLEMENT TO ADOPTION LEAVE AND PAY
Dear [NAME]

Adoption Leave and Pay Entitlement
Thank you for the information you have provided about your adoption of a child. I would like to confirm details of your adoption leave and pay.
1. Your adoption leave will start on [DATE].  If you wish to change your start date, you must notify me at least 28 days before either your original start date or your proposed new start date, whichever is earlier. 

2. You are entitled to 52 weeks’ adoption leave.  Your leave will therefore end on [DATE].  If you intend to return to work before the end of your full period of adoption leave, you must give at least eight weeks’ written notice of your new date of return.

[OPTION 1 – WHERE THE EMPLOYEE IS ENTITLED TO SAP
3. Your entitlement to Statutory Adoption Pay (SAP) is as follows:  
· 90% of your normal pay* for the first 6 weeks.  This has been calculated as £[AMOUNT]** per week.

· Prevailing SAP rate for the remaining 33 weeks.  This will be £[AMOUNT] per week.

· The remainder of your adoption leave will be unpaid

*The calculation is based on your average pay during the 8 weeks prior to the week you are matched with the child.

**This will be affected by any pay increases coming into effect after the qualifying week.

OR OPTION 2 – EMPLOYEE ENTITLED TO SAP AT RATE BELOW PRESCRIBED AMOUNT
Instead of your usual pay, you will be paid statutory adoption pay at a rate equivalent to 90% of your average weekly earnings, ie £[AMOUNT] per week, for up to 39 weeks. This is the rate payable where 90% of an employee's average weekly earnings is less than the standard rate of statutory adoption pay set by the Government for the relevant tax year.

OR – WHERE THE EMPLOYEE IS NOT ENTITLED TO SAP
3. Unfortunately you are not entitled to receive Statutory Adoption Pay (SAP).  The attached form SAP1 explains why. You should contact your adoption agency to find out if you can get any other help.]
If you want to change the date your Adoption Leave starts, you must tell me at least 28 days before the original start date or the proposed new start date, whichever is the earlier.

If you intend to return before the end of your full period of Adoption Leave, you must give at least eight weeks’ notice in writing of the new date of your return.  

You are entitled to work for up to 10 days during your period of Adoption Leave without losing your right to SMP. These days are called “Keeping in Touch Days” and further details are outlined in the Employee Handbook.  

You are entitled to continue to accrue holidays during your full period of Adoption Leave as detailed in your Contract of Employment.

If you have any questions about any aspect of your adoption entitlement, please do not hesitate to get in touch with me.

Please accept my best wishes for your adoption leave.

Yours sincerely
[NAME]

