	Matching Certificate

 Statutory Adoption Leave and Pay

Children expected to be placed on or after 1 April 2007

	This certificate, when completed by the appropriate adoption agency, may be used as evidence for the purposes of Statutory Adoption Leave and Pay.  It confirms that the named person(s) has been matched with a child for adoption.



	Name and address of adoptive parent(s):

	     

	     


	I confirm that the person(s) named above has been matched by this agency with a child for adoption, and

	They were notified of this on:
	     

	It is expected the child will be placed with  them on:
	     

	The child was placed with them on:
	     

	Agency name and address:

	     


	     


	 Agency stamp


	

	This is an adoption agency within the meaning of the Children and Adoption Act 2002 or the Adoption (Scotland) Act 1978

	Name        

	Title        

	 Signature       

	Date        


URN  07/811

	Notes for employers



	About this certificate

This certificate has been given to you as evidence for the purposes of statutory adoption leave and pay.  It confirms:

· that your employee has been matched with a child for adoption

· when your employee was told they had been matched with a child

· when the child is expected to be placed with your employee for adoption.

You will need this evidence to decide whether your employee is eligible for statutory adoption leave and pay.  

Statutory Adoption Leave and Pay 

· If your employee has worked for you for 26 weeks by the time they were notified they had been matched with a child for adoption your employee will be entitled to statutory adoption leave.  This enables the employee to take up to 52 weeks’ leave from work.  During the first 26 weeks’ adoption leave your employee will be entitled to continue to receive their contractual benefits (except for pay) as if they were at work.  Your employee will be entitled to come back to work for you at the end of adoption leave.  

· If your employee also has average earnings equal to or above a set amount they will qualify for Statutory Adoption Pay (SAP) from you.  You should pay them SAP for up to 39 weeks.  SAP is paid at a standard rate or 90% of your employee’s average weekly earnings if that is less than the standard rate.  You can reclaim at least 92% of the SAP you pay your employee by deducting it from PAYE, NICs etc you are due to pay to HM Revenue and Customs.  Small employers are able to claim 100% plus some compensation.  

· Your employee is protected from any unfair treatment, including unfair dismissal or selection for redundancy, for reasons related to their adoption leave.

What to do next

If your employee has given you notice that they intend to take statutory adoption leave you must respond to their notification within 28 days confirming when the adoption leave will end.  

You will also need to work out whether you need to pay your employee SAP and how much.  If your employee is not eligible for SAP you must write to them telling them the reason why.  

You can find out about adoption leave and pay and the rules for when your employee comes back from adoption leave from the information sources listed below. 

More information

There are tools available to help you work out whether your employee is eligible for adoption leave and pay and what you both need to do. 

· www.businesslink.gov.uk
· www.hmrc.gov.uk
If you cannot find the information you need about SAP from the SAP Frequently Asked Questions page of the HMRC website then you can use the link to email your question to the Employer’s Helpline.  Free practical advice about SAP, including help with working out what you must pay, is available from the HMRC Employer’s Helpline on 08457 143 143.  

Free practical advice about adoption leave is available from the Acas Helpline 08457 47 47 47.

The current rate of SAP and details of how much your employee must earn to be able to receive it are set out in the leaflet ‘Social Security Benefit Rates’ available from www.dwp.gov.uk 
Disagreements

If you are unable to resolve any disagreement with your employee contact the Acas or HMRC Employer’s Helpline for advice.



	Notes for adopters



	About this certificate

This certificate can be used as evidence for the purposes of statutory adoption leave and pay.  You can give it to your employer to confirm:

· that you have been matched with a child for adoption 

· when you were notified you had been matched with a child

· when your child is expected to be placed for adoption with you.   

When a couple adopt a child they can choose which of them will take statutory adoption leave and pay.  The other partner in the couple can choose to take statutory paternity leave and pay.  Declaration form SC4 ‘should be used as evidence for the purposes of Statutory Paternity Pay (SPP) and leave (available from www.hmrc.gov.uk/employers ).  This matching certificate is not required for evidence of SPP and paternity leave.

Statutory Adoption Leave and Pay

· If you have worked for your employer for 26 weeks by the time you were notified you had been matched with a child for adoption you will be able to take up to 52 weeks’ statutory adoption leave.  During the first 26 weeks’ adoption leave you will be entitled to continue to receive your contractual benefits (except for pay) as if you were at work.  You will be entitled to go back to work for your employer at the end of adoption leave.  

· If your earnings are on average equal to or above a certain level you will be entitled to be paid Statutory Adoption Pay (SAP) by your employer.  This is paid for up to 39 weeks.  You will get a standard rate or 90% of your average weekly earnings if this is less than the standard rate.

· You are protected from any unfair treatment, including unfair dismissal or selection for redundancy, for reasons related to your adoption leave.

Depending on your circumstances, you may not qualify for adoption leave and pay.  Your employer will let you know.  If this is the case you will get more advice and information at the time.

What to do next

If you intend to take statutory adoption leave or statutory paternity leave you must tell your employer that you plan to take the leave and when you expect it to begin within seven days of being notified you have been matched with a child for adoption, or as soon as reasonably practicable.  This notice can also serve as notice that you wish to start to receive Statutory Adoption or Paternity Pay.  

If you are not entitled to statutory adoption or paternity leave and will receive only SAP or SPP you must give your employer 28 days’ notice of when you would like to begin receiving SAP or SPP, or as much notice as reasonably practicable. 

More information

There is a tool to help you work out whether you are eligible for adoption leave and pay and what you and your employer both need to do.  See:

· www.direct.gov.uk/employees 

Free practical advice about adoption leave is available from the Acas helpline 08457 47 47 47.

The current rate of SAP and details of how much you must earn to be able to receive it are set out in the leaflet ‘Social Security Benefit Rates’ available from www.dwp.gov.uk .
Other help

Information on benefits and tax credits available to people with children may be found on the Department for Work and Pensions website, www.dwp.gov.uk.    Your adoption agency may also be able to advise you about other support which may be available to you as an adopter.

Disagreements

If you are unable to resolve any disagreement with your employer or you need further advice about:
· SAP – contact your HM Revenue and Customs Enquiry Centre, you will find the number in the Phone Book.

· Adoption leave – contact Acas  on 08457 47 47 47.
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