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[bookmark: _Toc161752519][bookmark: _Toc161822131]Introduction
1.1	It is our intention to be fully inclusive and supportive of all types of family arrangements. We recognise that colleagues have busy and varied lives both in and out of work and we wish to encourage and support colleagues who are, or who wish to become, parents to balance their home and work commitments without detriment and to support career development for everyone who seeks to progress.
1.2	The Shared Parental Leave procedure sets out the rights of employees who have recently given birth or adopted a child and who wish to end their maternity/adoption leave early to share the remaining weeks with their partner.
1.3 Shared Parental Leave is intended to give parents more flexibility over how they share childcare during the first year of their child’s life/adoption and should not be confused with Ordinary Parental Leave, which is a separate entitlement of up to 18 weeks unpaid leave that may be taken before the child’s 18th birthday.
[bookmark: _Toc161752520][bookmark: _Toc161822132]Definitions
2.1	Qualifying week - the 15th week before the expected week of childbirth.

2.2	Expected week of childbirth (EWC) - the week, starting on a Sunday, when the doctor or midwife expects the mother to give birth.

2.3	Mother/Adopter – the birth mother or primary adopter (whomever has elected to be the child's adopter for the purposes of Adoption Leave.)
[bookmark: _Int_fs9tDRxs]2.4	Partner – someone, regardless of gender, who lives with the mother, expectant mother or adopter of the child in an enduring family relationship but who is not the mother's or adopter's child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.	
[bookmark: _Toc161752521][bookmark: _Toc161822133]Scope
[bookmark: _Int_nTyHbzzP]3.1	This procedure applies to employees of the University. This procedure does not apply to workers, contractors, consultants or any self-employed individuals working for the University. It does not form part of your contract of employment, and we reserve the right to amend it at any time.
[bookmark: _Toc161752522][bookmark: _Toc161822134]How does Shared Parental Leave work?
4.1	Shared parental leave enables a mother/adopter to end their Maternity/ Adoption Leave early and share the remaining weeks of leave with their partner.
4.2	Shared Parental Leave can be taken by both parents at the same time, separately at different times, or both parents may return to work and take Shared parental Leave at a later date.
4.3	Leave must be taken in blocks of at least one week. It can be taken in one continuous block or in several discontinuous blocks of leave, separated by periods of work. Discontinuous blocks of leave need the agreement of the University.
4.4	The entitlement to Shared Parental Leave is the same for a multiple birth or if you adopt more than one child at the same time e.g. a sibling group, as for the birth/adoption of a single child.
[bookmark: _Toc161752523][bookmark: _Toc161822135]Entitlement to Shared Parental Leave (Mother/Adopter)
5.1	If you are the mother/adopter, you are entitled to shared parental leave if:
· you have at least 26 weeks' continuous employment with us at the end of the qualifying week/ week you were matched with the child or received official notification (for adoptions from overseas);
· you remain in continuous employment with us until the week before any period of shared parental leave you take;
· you have main responsibility for the care of the child at the date of the child's birth (apart from your partner);
· you are entitled to statutory Maternity/Adoption Leave;
· you have brought your statutory Maternity/Adoption Leave to an end by giving a Maternity/Adoption leave curtailment notice (or returned to work before the end of your statutory Maternity/Adoption Leave period); and
· you have complied with the relevant notice and evidence requirements.
5.2	In addition, your partner must
· have been employed or been a self-employed earner for at least 26 of the 66 weeks immediately before the expected week of childbirth/week in which you were notified of being matched with the child (or for adoptions from overseas, the week in which the child enters Great Britain);
· have average weekly earnings of at least the maternity allowance threshold (currently £30) in any 13 of those 66 weeks; and
· have main responsibility for the care of the child at the date of the child's birth/placement, apart from the mother/adopter (or for adoptions from overseas, at the date on which the child enters Great Britain).
[bookmark: _Toc161752524][bookmark: _Toc161822136]Entitlement to Shared Parental Leave (Partner)
6.1	If you are the partner of the mother/adopter, you are entitled to Shared Parental Leave if:
· you have at least 26 weeks' continuous employment with us at the end of the qualifying week/ week in which the adopter was notified of being matched with the child (or for adoptions from overseas, at the end of the week in which the adopter received the official notification);
· you remain in continuous employment with us until the week before any period of shared parental leave that you take;
· you have main responsibility for the care of the child at the date of the child's birth/placement, apart from the mother/adopter (or for adoptions from overseas, at the date on which the child enters Great Britain); and
· you have complied with the relevant notice and evidence requirements.
6.2	In addition, the mother/adopter must:
· have been employed or been a self-employed earner for at least 26 of the 66 weeks immediately preceding the expected week of childbirth/ week in which they were notified of being matched with the child for adoption (or for adoptions from overseas, the week in which the child enters Great Britain);
· have average weekly earnings of at least the maternity allowance threshold (currently £30) in any 13 of those 66 weeks;
· have main responsibility for the care of the child at the date of the child's birth/placement apart from the partner (or for adoptions from overseas, at the date on which the child enters Great Britain);
· be entitled to statutory Maternity/Adoption Leave or statutory maternity/adoption pay in respect of the child; and
· have brought their statutory Maternity/Adoption Leave to an end by giving a Maternity/Adoption Leave curtailment notice (or returned to work before the end of their statutory Maternity/Adoption Leave period).
[bookmark: _Toc161752525][bookmark: _Toc161822137]Amount of Shared Parental Leave available
7.1	You can split between you 52 weeks, minus the amount of Maternity/Adoption Leave taken by the mother/adopter.
7.2	If you are a mother/adopter, you must take two weeks compulsory Maternity Leave/Adoption Leave before starting any period of Shared Parental Leave. 
7.3	If you are the partner, you can begin a period of Shared Parental Leave at any time from the date of the child's birth/placement (entry into Great Britain for adoptions from overseas). However, you are entitled to take up to two weeks' Paternity/Partner leave following the birth/adoption of your child, which you will lose if Shared Parental Leave is taken first.
7.4	All shared parental leave must be taken within the first 52 weeks of the date of the child's birth/placement (or for adoptions from overseas, within 52 weeks of the date on which the child enters Great Britain).
[bookmark: _Toc161752526][bookmark: _Toc161822138]Notice Requirements 
8.1	To take Shared Parental Leave there are three different types of notice period that you will need to give within the appropriate timescales.
· Maternity/Adoption leave curtailment notice (if you are the Mother/Adopter)
· Notice of entitlement and intention
· Period of leave notice
8.2	Maternity/Adoption Leave curtailment notice 
8.2.1	You must give your manager a Maternity/Adoption Leave curtailment notice, see Appendix 1, (unless you have already returned to work from Maternity/Adoption leave) to confirm the date on which you intend to end your Maternity/Adoption Leave. 
8.2.2	Once a Maternity/Adoption Leave curtailment notice is submitted, you can only revoke it if:
· you discover that neither you nor your partner are entitled to Shared Parental Leave or statutory shared parental pay and you withdraw your notice in writing within eight weeks of the date on which it was submitted;
· your partner has died; or 
· notice was given before the birth of the child and you withdraw your notice in writing within six weeks of the child's birth (Maternity Leave only).
8.2.3	The partner of the mother/adopter cannot take Shared Parental Leave until the mother/adopter has given a Maternity/Adoption Leave curtailment notice to their own employer or returned to work before the end of their statutory Maternity/Adoption Leave period.
8.3	Notice of Entitlement and Intention
8.3.1	Mother/Adopter - If you intend to take the first period of Shared Parental Leave, or you and your partner intend to take it together, you must also provide notice of entitlement and intention to take Shared Parental Leave (Appendix 2) at the same time you submit the Maternity/Adoption Leave curtailment notice.
8.3.2	If your partner will be taking the first period of Shared Parental Leave alone, you will need to provide a declaration of consent and entitlement.
8.3.3	Partner - before you can book a period of shared parental leave, you must give your manager notice of entitlement and intention to take Shared Parental Leave (Appendix 3).
8.3.4	Within 14 days of receiving your notice of entitlement and intention, we may ask you to provide (and you must provide with 14 days of our request): 
· a copy of the child's birth certificate; or
· documents issued by the adoption agency confirming the name and address of the agency, the date on which the adopter was notified of having been matched with the child, and expected date of placement; or 
· a copy of the official notification; 
and 
· Mother/Adopter - the name the name and address of the partner’s employer (or a declaration that they have no employer; or
· Partner - the name and address of the mother/adopter’s employer (or a declaration that they have no employer.
8.3.5	These notices must be received by us at least 8 weeks before you or your partner intend to start the first period of Shared Parental Leave.
8.4	Changing or cancelling the dates in your Notice of Entitlement and Intention
8.4.1	If you wish to change or cancel the proposed shared parental leave dates set out in your notice of entitlement and intention you must give us written notice.
8.4.2	There is no limit on the number of variations that you can make as a notice of entitlement and intention is non-binding until you submit a period of leave notice. 
8.5	Period of Leave Notice
8.5.1	Once you have provided a notice of entitlement and intention, you must also give you manager a period of leave notice to book each period of Shared Parental Leave you wish to take (Appendix 4).
8.5.2	The period of leave notice must be received by us at least 8 weeks before you start the first period of leave.
8.5.3	Your period of leave notice may state the start and end dates for each period of leave that you wish to take. Alternatively, if your child has not yet been born/placed for adoption, your notice may state that you would like your Shared Parental Leave to start either on the day on which your child is born/placed for adoption, or a specified number of days after the child's birth. Likewise, for adoptions from overseas, if your child has not yet entered Great Britain, your notice may state that you would like your Shared Parental Leave to start either on the day on which your child enters Great Britain, or a specified number of days after your child enters Great Britain.
8.5.4	Shared parental leave must be booked in blocks of at least one week. You can book one continuous period of leave, or you can book discontinuous periods of leave, separated by periods of work.
8.5.5	To change or cancel the shared parental leave dates in your period of leave notice you must give us at least eight weeks’ notice before any period of leave changed or cancelled is due to start.
8.5.6	You can submit three period of leave notices per pregnancy/adoption. However, any notice to change or cancel the dates in your period of leave notice will count towards this total.
[bookmark: _Toc161752527][bookmark: _Toc161822139]Continuous and Discontinuous Leave
9.1	If you submit a period of leave notice requesting a continuous period of leave, we must accept your request if you are entitled to Shared Parental Leave and meet the notice requirements.
9.2	If you submit a period of leave notice requesting discontinuous periods of leave, separated by periods of work, we will consider your request but reserve the right to refuse it.
9.3	In such cases, and within 2 weeks of receiving the request we will discuss your request with you. We may then agree the request, refuse the request or propose alternative dates.
9.4	If agreement cannot be reached within the two-week period, you may take the leave as one continuous period of leave on:
· the start date given in your original period of leave notice; or
· a new start date that is at least eight weeks after the start date given in your original period of leave notice (in which case you must notify your manager of the new start date within five days of the end of the two-week discussion period).
9.5	Alternatively, if you withdraw your period of leave notice on or before the 15th day after the notice was submitted, it will not count towards the limit of three period of leave notices that you are entitled to submit, and you may submit a new period of leave notice.
[bookmark: _Toc161752528][bookmark: _Toc161822140]Statutory Shared Parental Pay
10.1	Statutory shared parental pay (ShPP) is available for an eligible mother/adopter and partner to share between them while on Shared Parental Leave.
10.2	The number of weeks' statutory shared parental pay available will depend on how much statutory maternity pay (or maternity allowance)/ statutory adoption pay the mother has been paid when their Maternity/Adoption Leave or pay period ends.
10.3	A total of 39 weeks' statutory maternity/adoption pay (or maternity allowance) is available to the mother/adopter. There is compulsory Maternity Leave/ Adoption Leave period of two weeks. This means that a mother/adopter who ends their maternity/adoption leave at the earliest opportunity could share up to 37 weeks' statutory shared parental pay with a partner.
10.4	Any statutory shared parental pay due during Shared Parental Leave will be paid at a rate set by the Government for the relevant tax year, or at 90% of your average weekly earnings (whichever is lower).
10.5	It is up to the mother/adopter and partner to decide who is paid the statutory shared parental pay and how it is allocated between them. If you intend to receive statutory shared parental pay, you should give notice at the same time that you submit your notice of entitlement and intention.
[bookmark: _Toc161752529][bookmark: _Toc161822141]Occupational Shared Parental Pay
11.1	You will qualify for occupational shared parental pay if you met the criteria for occupational maternity pay or occupational adoption pay.
· you have been continuously employed for at least 1 year at the beginning of the 11th week before the expected week of child birth; and
· you start in writing that you intend to return to work after Maternity Leave; and 
· you agree to repay the full amount of occupational shared parental pay (less any entitlement to ShPP) if you fail to return to work following Maternity Leave for a period of at least 13 weeks.

11.2	Payment of occupational shared parental pay includes any entitlement to statutory shared parental pay that may be due to you for the same period.
11.3		If you take a period of Maternity/Adoption Leave followed by one or more periods of Shared Parental Leave, you are entitled to a maximum of 39 weeks' occupational pay, when any periods of occupational maternity/adoption and shared parental pay are combined.
11.4	Excluding the 2 weeks compulsory Maternity Leave/ Adoption Leave the maximum Occupational Shared Parental Pay you will be eligible for is 
· 16 weeks at full pay and 21 weeks ShPP
or 
· 8 weeks at full pay, 16 weeks at half pay plus standard rate ShPP (except where the half-pay and ShPP or any other benefits exceed full pay) and
13 weeks ShPP.

11.5	If you resign, your contract ends or you are dismissed before the date notified to commence your Maternity/Adoption Leave, you will lose any entitlement to occupational Maternity/Adoption Pay and related occupational Shared Parental Pay. You may still qualify for Statutory Shared Parental Pay if the eligibility criteria are met.
[bookmark: _Toc160207746][bookmark: _Toc160788648][bookmark: _Toc161752530][bookmark: _Toc161822142]Your rights during Shared Parental Leave
12.1	During Shared Parental Leave, all the terms and conditions of your contract except normal pay will continue. Your pay will be replaced with statutory/ occupational Shared Parental Pay if you are eligible for it.
12.2	You will continue to accrue your holiday entitlement, including bank holiday entitlement, during your Shared Parental Leave. You will also receive a day in lieu for each closure day that falls during your Shared Parental Leave. You should make every effort to take any outstanding holiday entitlement before commencing Shared Parental Leave. Days in lieu of closure days and holiday entitlement from the previous leave year should normally be used immediately after your Shared Parental Leave has ended and before returning to work. Any holiday entitlement that has not been taken because of Shared Parental Leave may be carried over into the next holiday year with the agreement of your manager.
12.3	UEL will continue to make pension contributions during any period of paid Shared Parental Leave. The contributions that you make will be based on the actual pay that you receive during your Shared Parental Leave. The University’s pension contributions will cease during any period of unpaid Leave.
Additional Protection
12.4	Employees who are on Shared Parental Leave (also Maternity and Adoption Leave) are afforded additional protection in a redundancy situation. This protection gives you the right to be offered a suitable alternative role, if one is available, before being made redundant, i.e. priority over other at risk employees.
12.5	This protection takes effect from the start of your Shared Parental Leave until
· the end of Shared Parental Leave, if less than 6 continuous weeks of Shared Parental Leave are taken
· 18 months after the child’s birth/ date of placement (or enters Great Britain if it is an overseas adoption) if more than 6 continuous weeks of Shared Parental Leave are taken. 
12.6	For employees who have taken Maternity/Adoption Leave prior to Shared Parental Leave the Maternity/ Adoption protection periods apply instead.
[bookmark: _Toc160207747][bookmark: _Toc160788649][bookmark: _Toc161752531][bookmark: _Toc161822143]Contact during Shared Parental Leave
1. We reserve the right to maintain reasonable contact with you during your Shared Parental Leave. This may be to discuss your plans for returning to work, to discuss any special arrangements to be made or training to be given to ease your return to work, or to update you on developments at work during your absence.

1. You should agree with your manager the method of communication to be used i.e. personal email address or mobile number, and advise the University as soon as possible if any of your contact details change while you are on Shared Parental Leave.

[bookmark: _Toc160207748][bookmark: _Toc160788650][bookmark: _Toc161752532][bookmark: _Toc161822144]In-touch days during Shared Parental Leave
1. You and your partner can agree to work (or attend training) for up to 20 days each during your Shared Parental Leave without that work bringing your Shared Parental Leave or pay to an end. These are known as "Shared-parental-leave-in-touch" (SPLIT) days (Appendix 5). 
1. Any work undertaken on SPLIT days is entirely a matter for agreement between you and your manager. There is no right to, nor requirement to undertake work during Shared Parental Leave.
1. SPLIT days are in addition to the 10 keeping in touch days available to the mother/adopter during maternity/adoption leave. SPLIT days do not extend your period of Shared Parental Leave nor entitlement to shared parental pay.
1. Any work carried out on a SPLIT day will count as one SPLIT day and you will be paid your normal rate of pay for the actual hours worked.
1. Payment for SPLIT days will not exceed full pay.
14.6	If you work a SPLIT day during the period you are receiving half pay or statutory shared parental pay, the payment will be topped up to the level of full pay for the day worked.
[bookmark: _Toc160207750][bookmark: _Toc160788652][bookmark: _Toc161752533][bookmark: _Toc161822145]Returning to work after Shared Parental Leave
15.1	You have the right to resume working in the same job and on the same terms and conditions when returning to work from shared parental leave if the period of leave when added to any other period of shared parental leave, statutory maternity, paternity or adoption leave taken by you in relation to the child is 26 weeks or less.
1. You have the right to return to the same job, wherever possible, if you have taken shared parental leave and the period of leave taken is more than 26 weeks when added to any other period of shared parental leave, statutory maternity, paternity or adoption leave taken by you in relation to the child. However, if this is not reasonably practicable, we will offer you a suitable alternative job on terms and conditions that are no less favourable.
1. We will write to you as the end of your Shared Parental Leave approaches to remind you of your expected date of return and the arrangements for your first day back.

1. We recognise that returning to work from Shared Parental Leave after a significant period of time away from work can be challenging. We will take steps to ensure that your return to work is as smooth as possible and work will be handed back to you on a gradual basis.

1. If you decide that you do not wish to return to work, you must give written notice of resignation as soon as possible in accordance with the terms of your contract of employment.

[bookmark: _Toc160207751][bookmark: _Toc160788653][bookmark: _Toc161752534][bookmark: _Toc161822146]Requests for flexible working 
16.1	If, following a period of Shared Parental Leave, you feel that you would benefit from a change to your working arrangement, you should in the first instance discuss this with your manager. You may make a request for flexible working in accordance with the Flexible Working procedure. Although we will take reasonable steps to accommodate a request for flexible working, the full range of flexible working options will not be appropriate for all jobs across all areas of the organisation.
[bookmark: _Toc160207753][bookmark: _Toc160788655][bookmark: _Toc161752535][bookmark: _Toc161822147]Associated Policies and Procedures
Adoption Leave
Flexible Working Procedure
Leave Policy
Maternity Leave
Ordinary Parental Leave
Parental Bereavement Leave
Paternity/Partner Leave



[bookmark: _Toc161822148]Appendix 1 – SPL Maternity/Adoption Leave Curtailment Notice
If the Mother/Adopter is not a University employee DO NOT COMPLETE This form, go straight to Notice of Entitlement (Partner). The Mother/Adopter will need to advise their own employer that they wish to curtail their leave using their documentation.
	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.


	I wish to end my Maternity/Adoption Leave in order to commence Shared Parental Leave.

	Date Maternity/Adoption Leave ends
	Click or tap to enter a date.


	Declaration 
	ü

	I am giving this notice at least 8 weeks before the intended start of Shared Parental Leave. 
	☐
	I understand that my Maternity/Adoption Leave will end on the date stated above and that I will not be able to revoke this notice once it has been given, unless any of the circumstances outlined in the Shared Parental Leave procedure apply.
	☐


	Signed:
	
	Date:
	Click or tap to enter a date.


Please email a copy of the completed form to the People Hub Team and copy to your line manager.



[bookmark: _Toc161822149]Appendix 2 – SPL Notice of Entitlement (Mother/Adopter)
To be completed when the Mother/Adopter is a UEL/UELPS Employee. 
	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.


	Start date of Maternity/Adoption Leave
	Click or tap to enter a date.
	End date of Maternity/Adoption Leave (this should match the date in the Curtailment Notice)
	Click or tap to enter a date.


	Mother/Adopter Declaration 
	ü

	I am eligible for and intend to take Shared Parental Leave.
	☐
	I have at least 26 weeks' continuous employment with UEL/UELPS at the end of the qualifying week/ week matched with the child or received official notification (for adoptions from overseas);
	☐
	I will remain in continuous employment with UEL/UELPS until the week before any period of shared parental leave I take
	☐
	I have main responsibility for the care of my child apart from my partner
	☐
	I am entitled to statutory Maternity/Adoption Leave
	☐
	I have brought my statutory Maternity/Adoption Leave to an end by giving a Maternity/Adoption leave curtailment notice (or returned to work before the end of my statutory Maternity/Adoption Leave period
	ü

	I am giving at least 8 weeks’ notice before the intended start of Shared Parental Leave
	☐


	Partner Declaration 
	ü

	Partner’s Name
	Click or tap here to enter text.
	Partner’s NI Number
	Click or tap here to enter text.
	Name of Employer
	Click or tap here to enter text.
	Address of Employer
	Click or tap here to enter text.
	My partner does not have an employer
	☐
	I have been employed or been a self-employed earner for at least 26 of the 66 weeks immediately before the expected week of childbirth/week matched with the child (or for adoptions from overseas, the week in which the child entered Great Britain)
	☐
	I have average weekly earnings of at least the maternity allowance threshold (currently £30) in any 13 of those 66 weeks
	☐
	I have main responsibility for the care of my child apart from the Mother/Adopter
	☐


	Declaration of Consent (if applicable):
My Partner will take the first period of Shared Parental Leave on their own.
	☐


	[bookmark: _Hlk161760133]Mother/Adopter Signature
	
	Date:
	Click or tap to enter a date.
	Partner Signature
	
	Date:
	Click or tap to enter a date.


Please email a copy of the completed form to the People Hub Team and copy to your line manager. This should be submitted at the same time as the Maternity/Adoption Leave Curtailment Notice.


[bookmark: _Toc161822150]Appendix 3 – SPL Notice of Entitlement (Partner)
To be completed when the Partner is a UEL/UELPS employee. 
	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.


	Start date of Maternity/Adoption Leave
	Click or tap to enter a date.
	End date of Maternity/Adoption Leave (this should match the date in the Mother/Adopter’s Curtailment Notice)
	Click or tap to enter a date.


	Partner Declaration 
	ü

	I am eligible for and intend to take Shared Parental Leave.
	☐
	I have at least 26 weeks' continuous employment with UEL/UELPS at the end of the qualifying week/ week matched with the child or received official notification (for adoptions from overseas);
	☐
	I will remain in continuous employment with UEL/UELPS until the week before any period of shared parental leave I take
	☐
	I have main responsibility for the care of my child apart from the Mother/Adopter
	☐
	I am giving at least 8 weeks’ notice before the intended start of Shared Parental Leave
	☐


	Mother/Adopter Declaration 
	ü

	Name
	Click or tap here to enter text.
	NI Number
	Click or tap here to enter text.
	Name of Employer
	Click or tap here to enter text.
	Address of Employer
	Click or tap here to enter text.
	The Mother/Adopter does not have an employer
	☐
	I have been employed or been a self-employed earner for at least 26 of the 66 weeks immediately before the expected week of childbirth/week matched with the child (or for adoptions from overseas, the week in which the child entered Great Britain)
	☐
	I have average weekly earnings of at least the maternity allowance threshold (currently £30) in any 13 of those 66 weeks
	☐
	I have main responsibility for the care of my child apart from my partner
	☐
	I am entitled to statutory Maternity/Adoption Leave and pay in respect of the child
	☐
	I have brought my statutory Maternity/Adoption Leave to an end by giving a Maternity/Adoption Leave curtailment notice to my employer (or returned to work before the end of the statutory Maternity/Adoption Leave period.)
	☐


	Partner Signature
	
	
	Click or tap to enter a date.
	Mother/Adopter Signature
	
	Date:
	Click or tap to enter a date.


Please email a copy of the completed form to the People Hub Team and copy to your line manager.


[bookmark: _Toc161822151]Appendix 4 – SPL Notice to book period(s) of Shared Parental Leave
Please specify the leave that you AND your partner intend to take. Leave must be booked in blocks of complete weeks. Notice must be received at least 8 weeks before the first period of leave.
	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.


	Start date of Maternity/Adoption Leave
	Click or tap to enter a date.
	End date of Maternity/Adoption Leave (this should match the date in the Mother/Adopter’s Curtailment Notice)
	Click or tap to enter a date.
	Number of weeks of Maternity/Adoption Leave used
	

	Maximum number of Shared Parental Leave weeks available to share
	



Option 1 – A single continuous block of leave (minimum of 1 week)
	I wish to take a single, continuous block of leave
	☐
	[bookmark: _Hlk161820663]Start date of Shared Parental Leave
	Click or tap to enter a date.
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Number of weeks SPL to be taken
	



	My partner wishes to take a single, continuous block of leave
	☐
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Number of weeks SPL to be taken
	





Option 2 – two or more weeks of discontinuous leave (up to 3 blocks). 
NOTE- Requests for discontinuous leave must be discussed with your manager before submitting this form.
	I wish to take leave in discontinuous blocks
	☐
	Block 1 
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Block 2
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Block 3
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Total number of weeks SPL to be taken
	



	My partner wishes to take leave in discontinuous blocks
	☐
	Block 1 
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Block 2
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Block 3
	Start date of Shared Parental Leave
	Click or tap to enter a date.
	
	End date of Shared Parental Leave
	Click or tap to enter a date.
	Total number of weeks SPL to be taken
	



	Employee Signature
	
	Date:
	Click or tap to enter a date.


	Summary to be completed by People & Culture

	Number of weeks Maternity/Adoption Leave used
	

	Number of weeks SPL available to share
	

	Total number of weeks SPL taken (Mother/Adopter + Partner)
	

	Notes:



[bookmark: _Toc161822152]Appendix 5 – SPL Record of In Touch (SPLIT) days 
This form should be completed by the employee’s manager and emailed to the People Hub Team
	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Line Manager
	Click or tap here to enter text.


There is no right to, nor requirement to undertake In Touch (SPLIT) days during Shared Parental Leave. An employee may take SPLIT days during Shared Parental Leave in addition to any KIT days taken during maternity or adoption leave. Work cannot be undertaken during Compulsory Maternity Leave (the 2 weeks immediately after childbirth).
Any work carried out on a day will count as one SPLIT day and the employee will be paid their normal rate of pay for the actual hours worked. Payment for SPLIT days will not exceed full pay.
	KIT day
	Date
	Hours worked (excluding lunch)
	Brief Description 
(e.g. training, staff briefing, meeting)

	1
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	2
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	3
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	4
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	5
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	6
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	7
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	8
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	9
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	10
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	11
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	12
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	13
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	14
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	15
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	16
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	17
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	18
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	19
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	20
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.


	Signed:
	
	Date:
	Click or tap to enter a date.




