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Continuous Thedate youcommencedvorkingfor the University whichwill normallybe foun

service in yourinitial appointmentletter. Thisdateisimportantasit isusedto calculate yo
eligibility for adoption leave and pay.
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3. RESPONSIBILITIES

What dol needto do to ensureentitlement to adoption leave and the related benefits?

3.1 Youare encouragedo giveearlynotificationto your managerof yourintention to adopt a child, so
that they can make plans to ensure that your job is appropriately covered during your ab&ésa;e.
you mayfeel that you want toconfide inyour manageiat an earlystage so that they understand
the situation should you need to attend various meetings during the adoption pro¥ess.
managermay be able tohelp, for example,by agreeing aemporary adjustment to your working
arrangements.

3.2 It isimportantthat you sendformalwritten notification of the date of yourintended adoption leave
to your manager as well as to Human Resources as far in advance as possible in order to allow time
for appropriate arrangements to be made.

3.3 Youmustalsoprovideyour matchingcertificate. Thisshouldbe forwardedto HumanResources as
soonasit is issued, ando later than 28 days beforgou wish tostart
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6.1

6.2

HR Division
Not returning to work

If at the outset you are sure that you do not intend to return to work after your adoption leave, you
should submit your resignation to Human Resources. Your right to return is themthgbu cannot
subsequentlychangeyour mind. If you are thinking about resigning,it is recommended that you
contact Human Resources to make sure that you have considered all of your options.

If during your adoption leave you decide notr&turn to work having notified an intention to return,
you should submit your resignation to Human R
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10.1

10.2

10.3

10.4

10.5

HR Division
Pension contributions during adoption leave

Paragraph40.1to 10.5applyif youare not in salaryexchange
Paragraphs 10.6 to 10.10 apply if you are in salary exchange
Paragraphs 10.11 to 10.14 apply to all

If you are a member of USS or USPAS you will automatically continue to pay pension contributions
during your period of paid adoption leave. Pension contributions will be based on your adoption
pay. The University will pay the balance of your contributions and the employer's contributions
based on the pay you would have been earning fadnot been on adoption leave. This period will
count as pensionable service and you will be covered for eatitgmenton ill healthgroundsand

deathin service subjectto the rulesof therelevant pension scheme.

If you are a member of USS or USPAS, at the end of your paid adoption leave period you have the
option of maintaining your contributions based on the salary you would have reckaaygbu not

beenon adoptionleave.If you decideto do this the Universitywill pay theappropriateemployer's
contribution. If youwishto maintainpensioncontributionsin this way you should contact Human
Resources (Payroll) at least six weeks before the start of your adoption leave (or as soon as
reasonably practical) to make arrangements for the paymanyour outstanding contributions

when you return to work.

If you are a member of USS or USPAS and you do not qualify for paid adoption leave (i.e. you only
qualify for 26 weeks’ unpaid ordinary adoption leave and 26 weeks’ unpaid additional adoption
leawe), the University will pay both the employee’s and the employer’s contributions during the 26
weeks’' ordinary adoption leave period, which will count as pensionabteice. Duringhe 26
weeks’additionaladoptionleaveyouwill havethe option of maintaining your contributions based

on the salary you would have received had you not been on adoption leave. If you decided to do this
the University will pay the appropriate employer’s contribution. If you wish tesagou should
contact Human ResourséPayroll) at least six weeks before the start of your adoption leave (or as
soon as reasonably practicald) make arrangementsfor the payment of your outstanding
contributionswhenyou return to work.

If you are a member of USS or USPAS and you deaide maintain your pension contributions
during any unpaid adoption leave period, your membershipwill be suspended. This period of
suspended membership will not count as pensionable service. During suspended membership on
adoption leave, however, cover for early retirement on ill health grounds and death in service is
maintained, subject to the rules of thelevant pension scheme.

If you are a member of theniversity of Sussex Pension & Savings Scheme (Y8B348) continue

to contribute at your chosen percentage of salary during Ordinary Adoption Leavengnmhid
periodsof Additional AdoptionLeave. ®ur contributionswill be basedon your adoption pay. The
University will pay employer's contributions based on the pay you would have been earning had you
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not been on adoptioteave. During unpaid adoption leave your membership will be suspended but
you will continue to be covered by the Group Life AssurancelacaimeProtection SchemedVhen

you returnto work you may, if you wish, increase your contribution percentamgmake up the
contributionsmissedwhilst on unpaid adoption leave.

10.6 If you are amember of USS or USPAS theiversity will automatically continue to pay pension
contributionsduringyour periodof paidadoptionleave. Pensiorcontributionswill be based on your
normal pay. The University will pay full contributions based on the paywmuld have been earning
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