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ADOPTIVE LEAVE 

1. 
Purpose

1.1 
This policy specifies the arrangements in place at the University of Limerick for the administration and monitoring of the University’s Adoptive Leave scheme.

2. 
Scope

2.1 
All pensionable employees are covered by the provisions of this policy.

2.2 
The Adoptive Leave Acts 1995 and 2005 covers employees of the University in the following categories:

· Adopting mothers;

· Sole male adopters;

· Adopting fathers where the adopting mother has died before or during a period of adoptive leave or additional adoptive leave.

3. 
Policy Details

3.1 
For employees covered by the Adoptive Leave Acts, the entitlement is 24 weeks of adoptive leave. Adoptive leave will commence as soon as the child is placed with the employee.

3.2 
An employee covered by the Adoptive Leave Act may avail of a further 16 weeks’ adoptive leave immediately following the 24 weeks’ adoptive leave. All rights associated with employment, such as reckonable service and annual leave (except remuneration and superannuation benefits), will be preserved during absence from work on additional adoptive leave.

4. 
Procedure for taking leave

4.1 
As soon as practicable but not later than 4 weeks before commencing adoptive leave, the employee must notify the Dean/Head of Department/Manager of his/her intention to take adoptive leave by completing an Absence/Leave Application Form and submitting it to the Human Resources (HR) Division.

4.2 
Before commencing adoptive leave, the employee must complete the AB1 Form and submit it to HR. The AB1 Form can be downloaded from the Department of Social and Family Affairs website.

5. 
Payment during Adoptive Leave
5.1 
Employees have no legal entitlement to pay during either the 24-week period of adoptive leave or the 16-week period of additional adoptive leave. However, employees may qualify for adoptive benefit in respect of the 24 week period of adoptive leave (but. not the 16-week additional adoptive leave period). Furthermore, it is the policy of the University to pay employees their normal salary in respect of the 24-week period of adoptive leave (but not in respect of the 16-week additional adoptive leave period).

5.2 
An employee who is eligible for adoptive benefit must claim the benefit himself/herself. In compliance with Social Welfare and Revenue regulations (as specified in Revenue’s Employer’s Guide to PAYE), the University will deduct from the employee’s salary the amount of adoptive benefit due to the employee from the Department of Social and Family Affairs for that payment period and will directly apply the relevant tax and PRSI exemptions to the payment.

5.3 
An employee wishing to avail of the period of additional adoptive leave must complete the Absence/Leave Application Form and submit it to HR at least four weeks prior to the end of the 24 week adoptive leave period.

5.4 
An employee who does not qualify for paid adoptive leave from the University can apply for adoptive benefit from the Department of Social and Family Affairs by completing an AB1 Form.

6. 
Procedure for Returning to Work

6.1 
An employee must notify the Dean/Head of Department/Manager in writing of their intention to return to work at least 4 weeks prior to returning to work. An employee is entitled to return to the job that he/she held immediately prior to going on adoptive leave. However, if it is not reasonably practicable for the employer to permit the employee to return to the same job, then the University shall offer the employee concerned suitable alternative work.
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