Evidence for ASPP
-------------------------------------------------------------------------------------------------------------------

Applications for ASPP should be made in writing and received by the employer at least eight weeks before ASPP is due to start.  The employee can do this by completing declaration form SC7 (for births) form SC8 (for adoptions) or form SC9 (adoptions from abroad).

The declaration provides basic information

· Their name

· The child’s expected week of birth or date they were matched with the child or date official notification was sent to the adopter

· Actual date of birth or  the date the child was placed for adoption or entered the UK (for overseas adoptions)

· Date ASPP is expected to begin

· Date ASPP is expected to end

It also contains a declaration that the employee must sign to say that

· The information provided is correct

· They intend to care for the child during the ASPP period

· They satisfy the relationship condition with the mother or have been jointly matched with the adopter

· They have responsibility for the upbringing of the child

The mother or adopter also has to sign the declaration to confirm

· That they have notified their employer that they are returning to work and the date they intend to return

· They are entitled to SMP, MA or SAP

· Their full name, address and National Insurance number

· The start date of their SMP, MA or SAP pay period

· Their partner is the sole applicant for ASPP in respect of the child

· That they consent to the employer processing the information on the form

An employer can ask for additional evidence

· For births

· Copy of the child’s birth certificate

· Name and address of the mother’s employer or if self-employed her business address

· For adoptions

· It may be a matching certificate or a letter

· Name and address of the adoption agency

· Name and address of the adopter’s employer or if self-employed their business address

An employee must provide this information within 28 days of the request from the employer.

The employee must inform their employer as soon as possible if

· They no longer satisfy any of the conditions

· They work for another employer who is not liable to pay them ASPP

