
  

1 

 

 
 
 
 
 
 
 
 
 
 
 
  

SHARED PARENTAL LEAVE POLICY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

2 

 

 

Document Record 

Title Shared Parental Leave Policy 

Date February 2018 

Supersedes None 

Purpose To ensure that schools within the Trust comply with the 
relevant employment and education legislation to 
enable parents to work more flexibly in considering 
how best to care and bond with their child. The Trust 
will ensure that a fair and consistent approach is taken 
when dealing with requests for Shared Parental Leave  

Author Marion Fletcher 

Review Summer 2021 

Date considered by CEO February 2018 

Date consulted with unions Not required 

Date adopted by WCAT March 2018 

Date distributed March 2018 

 

 

 

Schools within the Wythenshawe Catholic Academy Trust: 

• Saint Paul’s Catholic High School 

• St Anthony’s Catholic Primary School 

• SS John Fisher & Thomas More Catholic Primary School  

• St Elizabeth’s Catholic Primary School 

 

 

This policy will be published on the Trust’s website under the staff shared area 

 

 

 

 

 

  



  

3 

 

 

 Contents 

 

Paragraph                                                                                            Page 

 

1.    Introduction           4 

2.    Scope           4 

3.    Principles           5 

4.    Roles and Responsibilities        5 

5.    Definitions           6 

6.    Eligibility for Shared Parental Leave (SPL)     6 

7.    Eligibility for Shared Parental Pay (ShPP)      7 

8.    Consideration of SPL requests       8 

9.    SPL entitlement          8 

10.    Notice of entitlement and intention to take SPL     9 

11.    Request for further information       10 

12.    Notice to book SPL         10 

Continuous leave notifications       11 

Discontinuous leave notifications      11 

13.    Dealing with the SPL request       11 

14.    Variations to conditions during SPL      12 

15.    Terms and conditions during SPL       13 

16.    SPL in touch days (SPLIT)        13 

17.    Returning to work         13 

18.    Redundancy and SPL         14 

 

Appendix A – Notice of entitlement and intention to take SPL   15 

Appendix B – Notice to take and request to vary a period of SPL  20 

             



  

4 

 

1. Introduction 

i. The Wythenshawe Catholic Academy Trust (referred to hereafter as the 
Trust) is committed to supporting parents to choose how to share the 
care of their child during the first year of birth or adoption. This 
commitment reflects our approach as Catholic Schools and our beliefs 
in the dignity of the individual.     

ii. This policy and procedure complies with education and employment 
legislation and nationally negotiated terms and conditions for both 
teachers and support staff.  

iii. This policy details the rights and responsibilities of employees who wish 
to take statutory Shared Parental Leave (SPL) and details the process 
to be undertaken by the employee and the school in relation to the taking 
of such leave. This procedure also provides an outline of the eligibility 
criteria for statutory Shared Parental Pay (ShPP) and provides a process 
for the employee to apply for such pay. 

iv. This policy and procedure is in accordance with the education and 
employment legislation relating to SPL and ShPP rights which derive 
from the Children and Families Act 2014. These rights are contained in 
the Employment Rights Act 1996, the Social Security Contributions and 
Benefits Act 1992 and various Regulations which implement the details 
of the statutory schemes including the Shared Parental Leave 
Regulations 2014 (SPL Regulations) and the Statutory Shared Parental 
Pay (General) Regulations 2014 (ShPP Regulations). This policy and 
procedure is in accordance with the Maternity and Parental Leave etc 
Regulations 1999 and Maternity and Adoption Leave (Curtailment of 
Statutory Rights to Leave) Regulations 2014. It also takes into account 
the provisions of the Equality Act 2010 and the provisions of ACAS 
guidance document “Shared Parental Leave: a good practice guide for 
employers and employees”.  

2. Scope of the Policy 

i. This policy applies to all employees who work at schools within the Trust. 
The schools in the Trust currently consist of St Paul’s Catholic High 
School, St Anthony’s Catholic Primary School, St John Fisher and St 
Thomas More Catholic Primary School and St Elizabeth’s Catholic 
Primary School.  

ii. This policy does not apply to self-employed staff, contractors, external 
consultants, agency staff or governors.  

iii. This policy should be read in conjunction with the Trust’s Maternity 
Leave Policy, Paternity Leave Policy, Adoption Policy, Leave of Absence 
Policy and Procedure, Equality Policy, Health and Safety Policy and 
Attendance Management Policy and Procedure.  

iv. Shared Parental Leave should not be confused with the right to take 
Parental Leave contained in Part III of the Maternity and Parental Leave 
Regulations 1999 which entitles qualifying parents of both sexes to take 
up to 18 weeks unpaid leave to care for a child. From 5 April 2015, such 



  

5 

 

leave can be taken up to a child’s 18th birthday (prior to this date leave 
had to be taken by a child’s 5th birthday unless the child was disabled).  

v. Shared Parental Leave enables eligible employees to choose how to 
share the care of their child. Not all employees who are eligible for SPL 
will be eligible for ShPP. Entitlement to SPL and to ShPP depends on 
whether an employee meets the eligibility criteria as set out in the SPL 
Regulations and ShPP Regulations are as summarized in this 
procedure.  

vi. SPL and ShPP apply in relation to babies due on or after 5 April 2015 
and to children placed for adoption on or after 5 April 2015. 

vii. SPL and ShPP must be taken between the baby’s birth and first birthday 
or within one year of adoption. SPL not taken by the child’s first birthday 
or first anniversary of placement for adoption will be lost. 

viii. Sometimes only one parent is eligible to apply for SPL and ShPP 
meaning the leave cannot be shared between them. In these cases, if 
an employee is eligible, they can use SPL to book leave in separate 
blocks even if their partner cannot share it. For example, if the mother is 
employed, and the partner has been employed but recently lost his/her 
job (thus not eligible for SPL as they are not employed), then the mother 
can still access SPL provided their partner meets the eligibility criteria 
outlined in section 4.   

ix. Unless indicated otherwise, all references to “Governing Body” apply to 
school’s Local Governing Body or Interim Management Board.  

3. Principles 

i. The Trust is mindful of its obligations and duties under the Equality Act 
2010 and will be mindful of the protected characteristics in the Equality 
Act (i.e. age, disability, gender reassignment, race, religion or belief, sex, 
sexual orientation, marriage and civil partnership) in the application of 
this policy and procedure.  

ii. While employment law provides the right for eligible employees to take 
SPL in a single continuous block, the law does not provide an automatic 
right to take discontinuous periods of leave. All requests will be carefully 
considered, weighing up the potential benefits to the employee and to 
the school against any adverse impact on the high quality teaching and 
learning environment for students.  

4. Roles and Responsibilities  

i. The Trust has delegated the overall responsibility for the effective 
operation of this policy to the school’s Local Governing Body or Interim 
Management Board. The responsibility for the day to day management 
and operation of this policy has been delegated to the Headteacher.  

ii. The Governing Body is responsible for ensuring that this policy and all 
related policies are implemented in school.  

iii. The Headteacher is responsible for ensuring the statutory rights and 
responsibilities of the employee are adhered to and that the workplace 
pregnancy and the new mother risk assessments are carried out. 
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iv. Employees are responsible for complying with the obligations and 
requirements relating to their scheme.  

5. Definitions 

i. SPL means Shared Parental Leave 

ii. ShPP means Shared Parental Pay 

6. Eligibility for SPL 

i. SPL can be taken by the mother/adopter of the child and one of the 
following: 

• the father of the child (in the case of birth) or 

• the spouse, civil partner or partner of the child’s mother/adopter 

ii. Both parents must share the main responsibility for the care of the child 
at the time of the birth/placement for adoption. 

iii. In addition to meeting the criteria as detailed in paragraph 6.i above, an 
employee seeking to take SPL must satisfy each of the following criteria: 

• the mother/adopter of the child must be entitled to statutory 
maternity/adoption leave and have curtailed or given notice to 
curtail that entitlement; 

• if the mother/adopter of the child is not entitled to statutory 
maternity/adoption leave but is entitled to statutory 
maternity/adoption pay or maternity allowance, her partner can 
claim SPL provided the mother/adopter has ended or given notice 
to end their maternity/adoption allowance entitlements; 

• the employee must remain in continuous employment until the 
week before they start any period of SPL; 

• the employee must pass the ‘continuity test’ requiring them to 
have a minimum of 26 weeks continuous service at the end of the 
15th week before the child’s due date/matching date; 

• the employee’s partner must meet the ‘employment and earnings 
test’ requiring them in the 66 weeks leading up to the child’s 
expected due/matching date have worked for at least 26 weeks 
and earned an average of at least the Government’s Statutory 
Minimum threshold per week (currently £30) in any of those 
weeks;  

• the employee must give notice of entitlement to SPL to the school; 

• if requested, the employee must provide the child’s birth 
certificate (or relevant information in relation to the adoption) 
and/or details of the other parent’s employer; 

• the employee must give notice to take a period of leave in order 
to book the period of SPL they wish to take. This will be known 
hereafter as a ‘period of leave notice’.  
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7. Eligibility for ShPP 

i. Eligible employees may be entitled to take up to 37 weeks ShPP while 
taking SPL. ShPP may be payable during some or all of the SPL, 
depending on the length and timing of the leave. The amount of weeks 
available will depend on the amount by which the mother/adopter 
reduces their maternity/adoption pay period or maternity allowance 
period. 

ii. Employees will qualify for ShPP if one of the following applies: 

• they qualify for Statutory Maternity Pay or Statutory Adoption Pay; 

• they qualify for Statutory Paternity Pay and have a partner who 
qualifies for statutory Maternity Pay or  Maternity Allowance or 
Statutory Adoption Pay. 

iii. ShPP may be payable during some or all of SPL, depending on the 
length and timing of the leave. 

iv. In addition to meeting the eligibility requirements for SPL, an employee 
seeking to claim ShPP must further satisfy each of the following criteria; 

• the mother/adopter must be/have been entitled to statutory 
maternity/adoption pay or maternity allowance and must have 
reduced their maternity/adoption pay period or maternity 
allowance period; 

• the employee must intend to care for the child during the week in 
which ShPP is payable; 

• the employee must have an average weekly earnings for the 
period of 8 week leading up to and including the 15th week before 
the child’s expected due/matching date and not less than the 
lower earnings limit in force for national insurance contributions; 

• the employee must remain in continuous employment until the 
first week of ShPP has begun; 

• the employee must give proper notification in accordance with the 
rules set out below. 

v. Where an employee is entitled to receive ShPP, they must, at least 8 
weeks before receiving any ShPP, give their line manager written notice 
advising of their entitlement to ShPP. To avoid duplication, if possible, 
this should be included as part of the notice of entitlement to take SPL. 

vi. In addition to what must be included in the notice of entitlement to take 
SPL, any notice that advises of an entitlement for ShPP must include: 

• the start and end dates of any maternity/adoption pay or 
maternity allowance; 

• the total amount of ShPP available, the amount of ShPP the 
employee and their partner each intend to claim, and a non-
binding indication of when the employee expects to claim ShPP; 

• a signed declaration from the employee confirming that the 
information they have given is correct, that they meet, or will 
meet, the criteria for ShPP and that they will immediately inform 
the organisation should they seek to be eligible.    
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vii. It must be accompanied by a signed declaration from the employee’s 
partner confirming: 

• their agreement to the employee claiming ShPP and for the 
organisation to process any ShPP payments to the employee; 

• (in the case whether the partner is the mother/adopter) that they 
have reduced their maternity/adoption pay or maternity 
allowance; 

• (in the case where the partner is the mother/adopter) that they will 
immediately inform their partner should they cease to satisfy the 
eligibility conditions. 

viii. Any ShPP due will be paid at a rate set by the Government for the 
relevant tax year. 

ix. Pension contributions will continue to be made during any period when 
the employee is receiving ShPP but not during any period of unpaid SPL. 
Employee contributions will be based on actual pay, while the school’s 
contributions will be based on the salary that the employee would have 
received had they not taken SPL.  

8. Consideration of shared parental leave requests 

i. Responsibility for consideration of SPL requests will fall to the 
Headteacher or to a member of the school’s senior leadership team 
nominated by the Headteacher (the nominated manager). Where the 
nominated manager has responsibility for consideration of a SPL 
request, references in this procedure and the attached appendices to the 
Headteacher, will be deemed to be references to the nominated 
manager.  

ii. Where the request for SPL is made by the Headteacher, responsibility 
for consideration of the request will fall to the Chair of Governors and in 
these circumstances, references in this procedure and the attached 
appendices to the Headteacher, will be deemed to be references to the 
Chair of Governors. 

9. SPL entitlement  

i. Eligible employees may be entitled to take up to 50 weeks SPL during 
the child’s first year in their family. The number of weeks available is 
calculated using the mother’s/adopter’s entitlement to maternity/ 
adoption leave, which allows them to take up to 52 weeks leave. If they 
reduce their maternity/adoption leave entitlement then the 
mother/adopter and/or their partner may opt-in to the SPL system and 
take any remaining weeks as SPL. 

ii. SPL can commence as follows:  

• the mother can take SPL after she has taken the compulsory 
period of maternity leave, i.e. the two weeks of maternity leave 
immediately following the birth of the child; 

• the adopter can take SPL after taking at least two weeks of 
adoption leave; 
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• the father/partner/spouse can take SPL immediately following the 
birth/placement of the child, but may first choose to exhaust any 
paternity leave entitlements (as the father/partner cannot take 
paternity leave or pay once they have taken any SPL or ShPP). 

iii. A mother/adopter must have reduced their entitlement to 
maternity/adoption leave by returning to work before the full entitlement 
of 52 weeks has been taken, or by giving notice to curtail their leave at 
a specified future date. 

iv. SPL will generally commence on the employee’s chosen start date 
specified in their period of leave notice, or in any subsequent variation 
notice 

v. SPL must end no later than one year after the birth/placement of the 
child. Any SPL not taken by the first birthday or first anniversary of 
placement for adoption will be lost.    

10. Notice of entitlement and intention to take SPL 

i. An employee entitled and intending to take SPL must give the 
Headteacher or nominated manager at least eight weeks notice of 
entitlement to SPL “notice of entitlement” before they can take any period 
of SPL. 

ii. The notice must be in writing. A pro forma which is recommended for 
use by employees wishing to make a request for SPL is attached to this 
policy at Appendix A. 

iii. In addition to the information in paragraph 10.ii above, the employee 
must provide a signed declaration stating: 

• that they meet, or will meet, the eligibility conditions and are 
entitled to take SPL; 

• that the information they have given is accurate; 

• if they are not the mother/adopter they must confirm that they are 
either the father of the child or the spouse, civil partner or partner 
of the mother/adopter; 

• that should they cease to be eligible they will immediately inform 
the school. 

                      The above details are included in the pro-forma attached at Appendix A. 

iv. In addition to the requirements detailed in 10 ii and iii, the employee must 
also provide a signed declaration from their partner confirming: 

• their name, address and national insurance number (or a 
declaration that they do not have a national insurance number); 

• that they are the mother/adopter of the child or they are the father 
of the child or they are the spouse, civil partner or partner of the 
mother/adopter; 

• that they satisfy the ‘employment and earnings test’ and had at 
the date of the child’s birth or placement for adoption the main 
responsibility for the child, along with the employee; 
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• that they consent to the amount of SPL that the employee intends 
to take; 

• that they consent to the school processing the information 
contained in the declaration form; and conditions.    

11.  Request for further information 

i. The declaration required by the employee’s partner also forms part of 
the information in the pro-forma at Appendix A. The school may, within 
14 days of the SPL notice of entitlement request the following: 

• the name and business address of the partner’s employer (where 
the employee’s partner is no longer employed or if the partner is 
self-employed, their contact details must be given instead); 

• in the case of biological parents, a copy of the child’s birth 
certificate (or, where one has not been issued, a declaration as 
to the time and place of the birth); 

• in the case of an adopted child, documentary evidence of the 
name and address of the adoption agency, the date on which 
they were notified of having been matched with the child and the 
date on which the agency expects to place the child for adoption. 

ii. In order to be entitled to SPL, the employee must produce this 
information to the Headteacher or nominated manager within 14 days of 
the school’s request. 

iii. Where there is the suspicion that fraudulent information may have been 
provided, or where they have been informed by HMRC that a fraudulent 
claim was made, the Headteacher or nominated manager may 
investigate the matter in accordance with the Trust’s disciplinary 
procedure.  

12. Notice to book SPL 

i. In addition to giving notice of entitlement to SPL/ShPP, an employee 
must also give notice to book a period of leave notice, a pro-forma is 
attached at Appendix B. In many cases, a period of leave notice will be 
given at the same time as the notice of entitlement to SPL.  

ii. The employee has the right to submit three notices to take leave and 
must specify the leave periods they are intending to take. Each notice 
may contain either: 

• a single period of a number of weeks leave (a continuous leave 
notification); or  

• two or more weeks of discontinuous leave, where the employee 
intends to return to work between periods of leave (a 
discontinuous leave notification). 

iii. The “period of leave notice” must be given to the Headteacher or 
nominated manager at least eight weeks before the start date on which 
they wish to start the SPL and (if applicable) receive ShPP. The notice 
must be in writing and a recommended pro-forma notice to take leave is 
attached to this policy at Appendix B.  
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iv. Continuous leave notifications  

a) An employee has the right to take a continuous block of SPL 
notified in a single notice, so long as it does not exceed the total 
number of weeks of SPL available to him/her (specified in the 
notice of entitlement) and the school has been given at least eight 
weeks notice.  

b) An employee may submit up to three separate notices for 
continuous periods of leave. 

v. Discontinuous leave notifications 

a) A single notice to take leave may also contain a request for two 
or more periods of discontinuous leave, which means asking for 
a set number of weeks SPL over a period of time, with breaks 
between the leave where the employee returns to work (for 
example, an arrangement where an employee will take six weeks 
of SPL and work every other week for a period of three months). 

b) The Headteacher or nominated manager must understand that by 
refusing requests for discontinuous leave that the default 
provisions apply. This is important as they could make the 
difference between an employee withdrawing their notification 
(and possibly applying again) or taking a single continuous block 
of SPL instead.    

13. Dealing with SPL requests 

i. An employee wishing to take SPL is encouraged to contact the 
Headteacher or nominated manager to arrange an informal discussion 
as early as possible regarding their potential entitlement, to talk about 
his/her plans and enable school to support him/her.   

ii. Where a booking notice is for a single period of continuous leave, or 
where a request for discontinuous leave can, without further discussion, 
be approved in the terms stated in the employee’s booking notice, a 
meeting may not be necessary. 

iii. If the Headteacher or nominated manager consider that a meeting to 
discuss a discontinuous leave request is appropriate, the employee may 
be accompanied by his/her companion who will be either a work 
colleague, a person employed by a trade union or a trade union 
representative who has been certified by the trade union as having 
experience of/having been trained in acting as a companion. 
Companions can address the meeting, but are not allowed to answer 
questions on an employee’s behalf. Employees should be informed of 
their right to be accompanied prior to any meeting but must make their 
own arrangements with regard to their chosen companion at any such 
meeting. The Headteacher or nominated manager may be accompanied 
by the Trust’s Strategic Resource Officer. 

iv. Reasonable adjustments will be made to the time, date and location of 
the meeting where required to assist an employee or his/her companion 
with a disability. 
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v. The discussion meeting will be an opportunity for both parties to discuss 
the leave proposed and what will happen while the employee is away 
from work. Where it is a request for discontinued leave, the discussion 
may also focus on how the leave proposal could be agreed, whether a 
modified arrangement would be agreeable to the employee and the 
school and what the outcome may be if no agreement is reached. 

vi. Depending on the circumstances, the Headteacher or nominated 
manager can: 

a) Unconditionally accept a request 

b) Confirm and agree modification to a request 

c) Refuse a discontinued leave request 

vii. Responses to notices for continuous and discontinuous leave will be 
confirmed in writing within 14 calendar days of the date the request was 
made. 

viii. Once the Headteacher receives the booking notice, it should be dealt 
with as soon as possible and a response will be provided no later than 
the 14th day after the leave request was made. The request may be 
granted in full or in part for example, the Headteacher may propose a 
modified version of the request. 

ix. All requests for discontinuous leave will be considered on a case by case 
basis, weighing up the potential benefits to the employee and to the 
school against any adverse impact to the quality of teaching and learning 
of students. Agreeing to one request will not set a precedent or create 
the right for another employee to be granted a similar pattern of SPL. 

x. The Headteacher or nominated manager will consider a discontinuous 
leave notification but has the right to refuse it. If the leave pattern is 
refused, the employee can either withdraw it within 15 days of giving it 
and the request will not count as one of their three booking notices. If the 
employee does not withdraw their request, the discontinuous leave 
notice automatically defaults to a period of discontinuous leave. 

xi. Within 19 calendar days of the original notice, the employee can choose 
when the continuous leave will commence. If the employee does not 
choose, the start date automatically defaults to the date originally 
requested for the discontinuous leave to start. 

14. Variations to arranged SPL 

i. The employee is permitted to vary or cancel an agreed and booked 
period of SPL, provided that they advise the school in writing at least 
eight weeks before the date of any variation. The request should be 
made to the Headteacher or nominated manager. Any new start date 
cannot be sooner than eight weeks from the date of the variation request. 

ii. Any variation or cancellation request made by the employee, including 
notice to return to work early, will usually count as a new notification 
reducing the employee’s right to book/vary leave by one. 

iii. The request to vary arranged SPL must be in writing and could be made 
using the pro forma at Appendix B.  
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iv. Where an employee is entitled to receive ShPP, they must, at least eight 
weeks before receiving any ShPP, give the Headteacher written notice 
advising them of their entitlement to ShPP. To avoid duplication, the 
information on the pro forma at Appendix A includes ShPP notification 
as part of the notice of entitlement to take SPL. This pro forma also 
needs to be forwarded to the school’s payroll provider.   

15. Terms and conditions during SPL 

i. During the period of SPL, the employee’s contract of employment 
continues in force and they are entitled to receive all their contractual 
benefits, except for salary. 

ii. Before an employee’s SPL begins, the Headteacher or nominated 
manager will discuss the arrangements for them to keep in touch during 
their leave. The school reserves the right to maintain reasonable contact 
with the employee from time to time during their SPL. This may be to 
discuss the employee’s plans to return to work, to ensure the employee 
is aware of any possible promotion opportunities, to discuss any special 
arrangements to be made or training to be given to ease their return to 
work. 

16. SPL in touch days (SPLIT days) 

i. An employee can agree to work for the school (or attend training) for up 
to 20 days during SPL without bringing their period of SPL to an end or 
impacting on their right to claim ShPP for that week. These are known 
as “Shared Parental Leave in Touch” or “SPLIT” days. Any work carried 
out on a day or part of a day shall constitute a day’s work for these 
purposes.    

ii. The school has no right to require the employee to carry out any work, 
and is under no obligation to offer the employee any work, during the 
employee’s SPL. Any work undertaken is a matter for agreement 
between the school and the employee. An employee taking a SPLIT day 
will receive full pay for any day worked. If a SPLIT day occurs during a 
week when the employee is receiving ShPP, this will be effectively 
‘topped up’ so that the employee receives full pay for the day in question. 
Any SPLIT days worked do not extend the period of SPL. 

iii. For the avoidance of doubt, the 20 additional SPLIT days are in addition 
to the 10 KIT days linked to the mother/adopter’s entitlement.  

17. Returning to work 

i. The employee will be formally advised in writing by the school or on 
behalf of the school of the end date of any period of SPL. The employee 
is expected to return on the next working day after this date, unless they 
notify the school otherwise. If they are unable to attend work due to 
sickness or injury, the school’s normal arrangements for sickness 
absence will apply. In any other case, late return without prior 
authorisation will be treated as unauthorised absence. 

ii. If the employee wishes to return to work earlier than the expected return 
date, they may provide a written notice to vary the leave and must give 
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the school at least eight weeks notice of their date of early return, using 
the pro forma at Appendix B. This will count as one of the employee’s 
notifications. If they have already used their three notifications to take 
and/or vary leave, then the school does not have to accept the notice to 
return early but may do so if it is considered to be reasonably practicable 
to do so.  

iii. The employee has the right to resume working in the same job when 
returning to work from shared parental leave if the period of leave, when 
added to any other period of SPL, statutory maternity leave or statutory 
paternity leave taken by the employee in relation to the same child, is 26 
weeks or less. 

iv. If the employee is returning to work from shared parental leave and the 
period of leave taken is more than 26 weeks, when added to any other 
period of SPL, statutory maternity or paternity leave taken in relation to 
the same child, or was the last of two or more consecutive periods of 
statutory leave that included a period of ordinary parental leave of more 
than four weeks, or a period of additional maternity leave, the employee 
has the right to return to the same job unless this is not reasonably 
practicable. In these circumstances, if it is not reasonably practicable for 
the school to permit a return to the same job, the employee has the right 
to return to another job that is a suitable or appropriate alternative for 
him/her.  

18. Redundancy and SPL 

i. The general position under Regulation 39 of the Shared Parental Leave 
Regulations 2014, is that an employee on SPL has the right to return to 
the same position. However, should their role be made redundant while 
they are on SPL and there is a suitable alternative role available before 
the employment contract ends, the employee must be offered that role 
to take effect as soon as the old contract ends. 

ii. The new contract must be such that the work to be done is of a kind 
suitable for the employee; and the terms and conditions must not be 
“substantially less favourable” to the employee. 
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Appendix A 

Notice of Entitlement and Intention to Take Shared Parental Leave 

This pro forma is recommended as an alternative to an employee’s letter of notice of 

entitlement and intention to take shared parental leave. 

Should any of the information supplied by an employee on this pro forma prove to be 

deliberately false or misleading, disciplinary action may be initiated against the 

employee which could ultimately lead to his/her dismissal. 

If you wish to take shared parental leave, then you must submit this form to your 
manager at least eight weeks before the start of the first period of shared parental 
leave.  
 
In order to calculate the amount of shared parental leave you are eligible for, please 

complete the form below. 

 

EMPLOYEE DETAILS 

 

NOTICE OF CURTAILMENT OF MATERNITY OR ADOPTION LEAVE 

 

Please complete this if you are the mother or main adopter. If you are on maternity 

leave, this must be at least two weeks after the birth of your baby. 

I wish my maternity / adoption leave to 
end on this date: 

 

Signature:  

Date:  

 

Name:  

Job Title:  

Department:  

Are you the mother / main adopter of the 
child or the partner of the mother / main 
adopter: 

 

Date on which the mother or adopter 
commenced (or will commence) 
maternity or adoption leave: 

 

The expected week of confinement 
EWC / Adoption / Birth  
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PLEASE COMPLETE IF YOU ARE THE PARTNER OF THE MOTHER OR MAIN 

ADOPTER 

 

I confirm that my partner’s maternity / 
adoption will end / ended on this date: 

 

Signature:  

Date:  

 

NOTICE OF CURTAILMENT OF MATERNITY / ADOPTION PAY / MATERNITY 
ALLOWANCE 
 
Please complete this if you are the mother or main adopter. If you are on maternity 
leave, this date must be at least two weeks after the birth of your baby. 
 

I wish my maternity / adoption pay / 
maternity allowance to end on this date: 

 

Signature:  

Date:  

 
PLEASE COMPLETE THIS IF YOU ARE THE PARTNER OF THE MOTHER OR 
MAIN ADOPTER. 
 

I confirm that my partner’s maternity / 
adoption pay / maternity allowance will 
end / ended on this date: 

 

Signature:  

Date:  

 
SHARED PARENTAL LEAVE DETAILS 
 

Maximum number of weeks of shared 
parental leave available (52 weeks 
minus the number of weeks taken 
according to the above dates): 

 

Maximum number of weeks of shared 
parental pay available (39 weeks minus 
the number of weeks taken according to 
the above dates):  
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Number of weeks of shared parental 
leave / pay YOU intend to take: 

 

Number of weeks of shared parental 
leave / pay YOUR PARTNER intends to 
take: 

 

 
SHARED PARENTAL LEAVE AND PAY DATES 
 

Please detail the start date and end 
dates of the shared parental leave / pay 
that YOU intend to take.  

This should tally with the number of 
weeks you have indicated above that 
you will take: 

 

The above dates do not constitute a formal binding request at this stage. However, if 
you wish them to do so please indicate “Yes” 

If you indicate “No”, then please complete Appendix B – Period of Leave Notice.  
 

 Yes 

 

 No 

 

DECLARATION BY THE EMPLOYEE 

Please confirm your eligibility by ticking the appropriate boxes below and signing the 
form  

    I am the mother, father or  main adopter of the child and will share the care of  
        the child with my partner named below  

    I meet the eligibility criteria for shared parental leave 

    I meet the eligibility criteria for shared parental pay 

    I am the mother or main adopter and have completed the notice of  
        curtailment of maternity / adoption leave section and understand that this is  
        binding subject to certain conditions outlined in the policy 

    I consent to you retaining and processing the information contained in this 
        form 

    If I cease to be eligible for shared parental leave or shared parental pay, I will 
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        inform the school and my partner 

    By signing this form I confirm that the information is true and accurate 

    I confirm that I will supply a copy of the birth certificate of the child or  
        documentary evidence of the adoption 

Signature:  

Date:  

 
 
DECLARATION BY THE EMPLOYEE’S PARTNER 
 

Name:  

Address:  

 

 

Name and address of employer:  

 

 

National Insurance number:  

 
 
Please confirm that you meet the following criteria for eligibility for shared parental 
leave by ticking the appropriate boxes below and signing the form 
 
 

    I am the mother / adopter of the child OR the father / spouse OR civil partner  
        OR partner of the mother / adopter  

    I satisfy the “employment earnings test” and at the date of the child’s birth or  
        placement for adoption the main responsibility for the child along with the  
        employee  

    I have worked either directly or for an agency or have been self-employed for  
        26 weeks in the 66 weeks leading up to the due date 
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    I have earned above the maternity allowance threshold of £30 a week in 13 of 
        the 66 weeks 

    I consent to your employee taking the specified shared parental leave and 
        shared parental pay as detailed above 

    I consent to you retaining and processing the information contained in this  
        form 

    I am the mother / main adopter and confirm I have curtailed my maternity /   
        adoption leave and pay with my employer (or will have done so by the time  
        your employee takes shared parental leave) 

    I am the mother / main adopter and confirm I will inform my partner  
        immediately should I cease to qualify for SPL 

    I do not have a National Insurance number 

    By signing this form I can confirm that the information is true and accurate 

    I confirm that I will supply a copy of the birth certificate of the child or  
        documentary evidence of the adoption 

Signature:  

Date:  
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Appendix B 

Notice to Take and Request to Vary a Period of Shared Parental Leave 

This pro forma is recommended as an alternative to an employee’s letter of notice of 

application to book shared parental leave.  

Should any of the information supplied by an employee on this pro forma prove to be 

deliberately false or misleading, disciplinary action may be initiated against the 

employee which could ultimately lead to his/her dismissal. 

If you wish to request a period of shared parental leave / pay, or to vary a previously 

approved period then you should submit this form to your manager. 

You must have previously submitted a Notice of Entitlement and Intention to Take 

Shared Parental Leave (Appendix A) and have had your eligibility for shared parental 

leave confirmed. 

 

PERSONAL DETAILS 

 

Name of Employee  

Name of Partner  

 

REQUESTED SHARED PARENTAL LEAVE / PAY DATES 

 

Start date End date Number of weeks 
leave 

Number of weeks 
pay (if applicable) 

    

    

    

 

REQUEST TO VARY PREVIOUSLY REQUESTED PARENTAL LEAVE / PAY 

DATES 

 

Previously approved start 
date 

Previously approved end 
date 

Detail the change you 
would like to request 
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SIGNED REQUEST 

 

We confirm that we agree to the request / variation outlined above 

Employee Signature  

Date  

Employee’s Partner Signature  

Date  

 

 

 

 

 

 

 


