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	Part A (To be completed by the Applicant)

	
	Organisation
	Location
	Telephone Number
	

	
	[bookmark: Text40][bookmark: _GoBack]     
	[bookmark: Text41]     
	[bookmark: Text42]     
	

	

	
	Rank
	Initials
	Surname
	Service No
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	I confirm that:

	· I am entitled to Adoption Leave in accordance with the criteria laid down in JSP 760 Chap 25 and attach a Matching Certificate or will provide a copy as soon as it is available.
	

	
	

	· I intend to return to duty after a period of Adoption Leave (up to 52 weeks).
	

	
	

	Or
	

	
	

	I shall be leaving the service on: 
	     



	

	at the end of my commission/engagement, on redundancy or because I have previously ETd or exercised an ORD.

	

	I understand that:

· After a period of Ordinary Adoption Leave (OAL), the Service will make every effort to return me to the same post (if I so wish).  If I am returning to work from consecutive periods of OAL the Service will endeavour to meet my assignment preference in accordance with normal Service arrangements.
	

	
	

	· If I return to work following Additional Adoption Leave (AAL) the Service will endeavour to meet my assignment preference in accordance with normal Service arrangements.
	

	
	

	· I may vary both my start date and my return to work date but must give at least 28 days’ and 56 days’ notice in writing, respectively.
	

	
	

	· OAL and Statutory Adoption Pay (SAP) cannot start earlier than 14 days before the expected date of placement of the child nor later than the day of placement.
	

	
	

	· If I claim Occupational Pay, I will be subject to a Return of Service equal to 1 week for every week of Occupational Pay claimed.  If I do not return to duty, I undertake to repay any outstanding charges and any pay paid to me under these arrangements above the rate of SAP.
	

	
	

	· I may change my assignment preferences at any time and that if I wish to do so while on adoption leave I will do so through my personnel manning authority.
	

	
	


· If I am leaving the service I may be able to claim Occupational Adoption pay in line with JSP 760 Ch 25 and intend to submit a RoS waiver request through my Unit HR.
	My address during the period of absence will be:
	Inclusive dates from
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	to
	[bookmark: Text15]     
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The Expected placement date is:
	     



I intend to take (complete as appropriate)

Ordinary Adoption Leave (First 26 weeks of adoption leave starting no earlier than 14 days before placement):
	From
	     

	To
	     



Additional Adoption Leave (Between weeks 26 to 52 of adoption leave):
	From
	     

	To
	     



I expect to return to duty on (if applicable):
	     



Signature of Applicant:
	     



Date:
	     




Part B (To be completed by the authoriser)

Rank  & Name:
	     


Signature:
	     


Date:
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		Part C –Cancellation, Deferral or Variation of Leave Booking.  


	Leave to be Cancelled
	No of weeks of Pay claimed

	Start
	End
	No of Weeks
	Statutory
	Occupational

	DD
	MM
	YY
	DD
	MM
	YY
	
	
	



Reasons (Must be OF 3 or above for deferral or cancellation for service reasons)
	     
     
     
     




	New/Extension of Leave Booking
	No of weeks of Pay claimed

	Start
	End
	No of Weeks
	Statutory
	Occupational

	DD
	MM
	YY
	DD
	MM
	YY
	
	
	



Acknowledgement by Service Person of Change of Leave 

	Title/Rank
	Initials
	Surname
	Service No
	Signature
	Date

	     
	     
	     
	     
	     
	     



Authorisation by Line Manager

	Rank
	Initials
	Surname
	Signature
	Date

	     
	     
	     
	     
	     



Unit HR Action carried out

	Rank
	Initials
	Surname
	Signature
	Date

	     
	     
	     
	     
	     



Notes
	     
     
     
     
     
     
     







