Model letter for the department to acknowledge notification of adoption leave

The department must respond within 28 days of receipt of employees’ notification.
Dear [name of employee],

Thank you for telling me that you will be adopting a child. I am writing to you about your adoption leave and pay.

As we have discussed, you are eligible for (include one the options below)
the University’s contractual adoption scheme, which entitles you to 52 weeks’ adoption leave, which is made up of 26 weeks’ adoption leave at full pay, followed by 13 weeks for which Statutory Adoption Pay only is due and a further 13 weeks’ unpaid adoption leave.
OR
the statutory entitlements of adoption leave and/or pay only. You do not qualify for the University’s contractual adoption scheme.
OR
52 weeks’ unpaid adoption leave only. You do not qualify for statutory or contractual adoption pay. 
Given your chosen start date of [insert date], your adoption leave will end on [insert date]. If you wish to change the date your leave starts you must, if at all possible, tell me at least 8 weeks before your proposed new start date.

If you decide to return to work before [insert date leave ends], you must give me at least 8 weeks’ notice.
You have indicated that [you intend to/may consider to opt into the Shared Parental Leave scheme, for which you must meet the relevant eligibility criteria and submit separate Shared Parental Leave notifications.] OR [you do not intend to opt into the Shared Parental Leave scheme at this stage. Should you wish to reconsider this, please note that you must meet the eligibility criteria for this scheme and that time restrictions for giving notifications apply.]
If you have any questions about any aspect of your adoption leave entitlements please do not hesitate to get in touch with me.  I wish you well.

Yours sincerely,

