The Heath Family (NW) Multi Academy Trust
Time Off for Adoption Appointments Policy

Date completed: Date amended:
1t May 2016
Date adopted:
18" May 2017

Custodian title & e-mail address Craig Parkinson, Chief Operating Officer, The Heath Family (NW)
MAT
cparkinson@theheathfamily.org.uk

Author

Supporting documents, procedures
& forms of this policy

CONTENTS
CLAUSE PAGE
1. SCOPE AND PURPOSE .......vveiveeeeeeseeeseesessesssesssssssssesssssssssessssesssssssasssssassssssesssens 1
2. WHO IS RESPONSIBLE FOR THE POLICY?.......oooeveereeeseesseeesesessessesssssssssssessnssssones 1
3. WHO IS COVERED BY THIS POLICY?......oeorveeeeeeeseeeeeeseeeeeeeeseeessesessesessesessessseeseenee 1
4. TIME OFF FOR AN ADOPTION APPOINTMENT ......vvumreeereeseesesesesessesesesessssessseenns 1
5. IFYOU ARE ADOPTING A CHILD WITH ANOTHER PERSON .......coocovverrerreesrreereennne. 2
6.  IF YOU ARE ADOPTING A CHILD ALONE .......ooooveereeeseeeseeessesssesseesssssssessesssssssones 2
7. IFYOU ARE ADOPTING MORE THAN ONE CHILD ...cvooeeeeeeeeeeeeeeseeseseeseeeessees e 2
8. AMOUNT OF TIME OFF..oooouoreereeeseeeeseeeseeessesssssessesssssssssssssssssssssssssssssssssssssssesssnees 2
9. HOW TO BOOK TIME OFF .....ooooceeeeeeeeeseeseseessseesesess e sseeesssesessesesse s 3

Adopted by The Heath Family Multi Academy Trust November 2015 — Reviewed May 2017


mailto:admincparkinson@mylhs.org

The Heath Family (NW) Multi Academy Trust
Time Off for Adoption Appointments Policy

1. SCOPE AND PURPOSE

1.1 This policy outlines the statutory right to take time off to attend adoption
appointments.

1.2 This policy does not form part of any employee's contract of employment and may
be amended at any time.

2. WHO IS RESPONSIBLE FOR THE POLICY?

2.1 The Heath Family Multi Academy Trust has overall responsibility for the effective
operation of this policy and for ensuring compliance with the relevant statutory
framework. The Board of Directors has delegated day-to-day responsibility for
operating the policy and ensuring its maintenance and review to the Governing
Body/Principal.

2.2 The Governing Body/Principal has a specific responsibility to ensure the fair
application of this policy and all members of staff are responsible for supporting
colleagues and ensuring its success.

3. WHO IS COVERED BY THIS POLICY?

3.1 This policy covers all employees at all levels and grades, including senior managers,
officers, employees, trainees, agency staff, part-time and fixed-term employees
(collectively referred to as staff or you in this policy). It does not apply to self-
employed contractors.

3.2 If you are an agency worker, the rights set out in this policy only apply to you once
you have worked in the same role with the Heath Family Multi Academy Trust for at
least 12 continuous weeks (which may include more than one assignment). For
these purposes the Heath Family Multi Academy Trust will ignore any breaks due to
holiday or other leave to which you are entitled, breaks due to industrial action,
breaks of up to 28 weeks in cases of sickness or jury service, and breaks of up to six
weeks for any other reason. The Heath Family Multi Academy Trust will treat breaks
due to pregnancy or childbirth up to 26 weeks after birth, and any statutory
maternity, paternity or adoption leave, as time worked.

4. TIME OFF FOR AN ADOPTION APPOINTMENT

4.1 An adoption appointment is an appointment arranged by an adoption agency (or at
the agency's request) for you to have contact with a child who is to be placed with
you for adoption, or for any other purpose related to the adoption.
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4.2 You may take time off to attend an adoption appointment once the agency has
notified you that a child is to be placed with you for adoption but before the child is
actually placed with you.

5. IF YOU ARE ADOPTING A CHILD WITH ANOTHER PERSON

5.1 Where you and your partner are adopting a child, you must decide between you
who will be treated as the primary adopter and who will be treated as the
secondary adopter for the purposes of time off. You must tell the Principal your
decision the first time you request time off for an adoption appointment. This will
affect how much time you can take off [and whether it is paid].

5.2 You would usually choose to be the primary adopter if you intend to take adoption
leave when the child is placed with you. You would not be able to take paternity
leave if you have elected to be the primary adopter.

5.3 You would usually choose to be the secondary adopter if you intend to take
paternity leave when the child is placed with you, although you may be able to take
adoption leave if your partner is not taking it.

6. IF YOU ARE ADOPTING A CHILD ALONE

6.1 If you are adopting a child alone, you are treated as the primary adopter.

7. IFYOU ARE ADOPTING MORE THAN ONE CHILD

7.1 If the agency is placing more than one child with you as part of the same
arrangement, this is treated as one adoption and will not increase the number of
appointments you can take time off to attend. Any time off under this policy must
be taken before the first child is placed with you.

8. AMOUNT OF TIME OFF

8.1 If you are adopting on your own or have elected to be the primary adopter, you may
take paid time off to attend an adoption appointment on up to five occasions in
relation to any particular adoption.

8.2 If you are the secondary adopter, you may take [unpaid OR paid] time off to attend
an adoption appointment on up to two occasions only.

8.3 You must not take more than six and a half hours off for each appointment,
including travel and waiting time.
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9. HOW TO BOOK TIME OFF

9.1 Please give the Principal as much notice of the appointment as possible. You must
provide the Principal with a signed statement or an email confirming:

(a) The date and time of the appointment.

(b) That the appointment has been arranged or requested by the adoption
agency.

(c)  Whether you are adopting a child alone or jointly with another person.

(d) If you are adopting with another person, whether you are electing to take paid
or unpaid time off.

9.2 If you are an agency worker you may have to notify your agency as well. You should
check with the agency.

9.3 The Principal may sometimes ask you to try and rearrange an appointment where it
is reasonable to do so. In exceptional circumstances the School reserves the right to
refuse a request for a particular appointment but it will not do so without good
reason.
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