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1 Executive Summary 
 
This policy outlines the key principles of shared parental leave, confirms the eligibility 
criteria and provides the procedure that must be followed in circumstances where 
staff wish to take shared parental leave.  This policy is supported by a toolkit which 
provides template letters and forms for use by both the employee and line manager. 

2 Introduction 
 
Shared parental leave is a way for parents to share statutory leave and pay on the 
birth of a child. 
 
Shared Parental Leave (SPL) enables eligible parents to choose how to share the 
care of their child during the first year of birth or adoption. Its purpose is to give 
parents more flexibility in considering how to best care for, and bond with, their child. 
All eligible employees have a statutory right to take Shared Parental Leave. There 
may also be an entitlement to some Shared Parental Pay (ShPP). Entitlement to 
Shared Parental Leave extends to include parents who are fostering to adopt, 
adopting from abroad and surrogacy. 

3 Definitions 
 

Mother 
The woman who gives birth to a child or the adopter (the adopter means the person 
who is eligible for adoption leave and/or pay).  They can be male or female. 
 
Partner 
The child’s biological father or the partner of the mother/adopter; this can be spouse, 
civil partner; or partner who is living in an enduring relationship with the mother and 
child.  
 
Continuity of employment test 
The parent who is to take SPL must have worked for the same employer for at least 
26 weeks at the end of the 15th week before the child’s expected due date/matching 
date and is still working for the employer at the start of each leave period. 
 
Employment and earnings test 
In the 66 weeks leading up to the baby’s expected due date/matching date, the 
person has worked for at least 26 weeks and earned an average of at least £120 (as 
of 2022) a week in any 13 weeks.  
 
Workers who are not eligible for Shared Parental Leave 
Workers, including agency, contract and zero-hours workers, are not entitled to SPL 
but might be able to get shared parental pay https://www.acas.org.uk/shared-
parental-leave-and-pay/shared-parental-pay 
 
 
 
 

https://www.acas.org.uk/shared-parental-leave-and-pay/shared-parental-pay
https://www.acas.org.uk/shared-parental-leave-and-pay/shared-parental-pay
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Continuous leave 
Means taking an unbroken period of leave that is taken in one block.  For example, 
this could be a notification for a period of six weeks leave. Eligible employees have a 
statutory right to take Shared Parental Leave in this way and an employer cannot 
refuse it. 
 
Discontinuous leave 
Means asking for leave over a period of time, with breaks between the leave where 
the employee returns to work.  For example, four weeks Shared Parental Leave, 
followed by three weeks back at work, followed by a further four weeks if Shared 
Parental Leave. Discontinuous leave, in a single notice, can only be taken with the 
agreement of the employer and is most likely to be accepted where the needs of the 
employer and employee have been considered.  
 
Shared Parental Leave in Touch Days (SPLIT) Days 
SPLIT days are voluntary and may be used for work related activities for example 
attending training days, team meetings, or to work part of the week to phase the 
employee to return to their role in a gradual way. 

4 Scope 
 
This policy applies to all employees of the Trust including those engaged on Fixed 
Term contracts of employment subject to the relevant eligibility criteria including the 
birth of a child on or after 5 April 2015. 

5 Purpose 
 
The purpose of this document outlines the eligibility criteria and the procedure that 
must be followed to provide notification of an intention to take Shared Parental 
Leave. 

6 Roles and Responsibilities 
 

Employee responsibilities 

• To provide notification and declaration of entitlement in line with the policy 

• To participate in discussions with their line manager in relation to their 
intention to take shared parental leave 

• To provide accurate information 
 

Line Manager Responsibilities 

• To communicate this policy to employees on notification of their or their 
partners    pregnancy 

• To engage with the employee to have informal discussions to understand an 
individual’s intentions in relation to their entitlement to take shared parental 
leave. 

• To consider all requests for a discontinuous block of shared parental leave in 
a timely and fair manner 
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• To provide timely notification to payroll confirming the arrangements for 
shared parental leave and any impact on pay. 

 
People Services responsibilities 

• To provide advice and guidance to employees and line managers on the 
policy. 

 

7 Policy detail/Course of Action 
 
7.1  Key principles 

• Parents will remain entitled to take maternity, paternity and adoption leave.  
However, an eligible mother or adopter may choose to reduce their maternity 
leave/adoption leave early and opt to take Shared Parental Leave. 

• Shared Parental Leave can start on any day of the week  

• It can only be taken in completed weeks 

• It can be taken using three separate notices to book leave 

• A minimum of 8 weeks’ notice before the employee intends to take a period of 
Shared Parental Leave is required 

• Shared parental leave can be taken by each parent separately or at the same 
time. 

• If Shared Parental Leave is to be taken by the partner while the mother is still 
on maternity/adoption leave the mother must have confirmed their intention to 
reduce their entitlement to maternity/adoption leave.  

• The amount of leave available is calculated using the mother’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 they and/or their 
partner may opt-in to the Shared Parental Leave scheme and take any 
remaining weeks as Shared Parental Leave. 

• Shared Parental Leave can be taken as continuous or discontinuous leave. 

• The mother can share her leave with only one other person. 

• The birth mother must take at least two weeks maternity leave following the 
birth of the child but can otherwise choose to end her maternity leave at any 
stage.  An adopter can end their adoption leave once they have taken if for 
two weeks. 

• The father/partner/spouse can take Shared Parental Leave 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).  
 

 
7.2 Eligibility criteria for Shared Parental Leave 
 To qualify for Shared Parental Leave a mother must; 

• have a partner 

• be entitled to either maternity/adoption leave or to statutory 
maternity/adoption pay or maternity allowance 
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• have curtailed, or given notice to reduce, their maternity/adoption 
leave, or their pay/allowance (if not eligible for maternity/adoption 
leave). 

 
A parent intending to take Shared Parental Leave must; 

• be an employee 

• share the primary responsibility for the child with the other parent at the 
time of birth or placement of adoption 

• have properly notified their employer of their entitlement and have 
provided the necessary declarations and evidence. 

 
A parent wishing to take Shared Parental Leave is required to satisfy the continuity 
of employment test1 and their partner must meet the employment and earnings 
test2. 
 

7.3 Eligibility for Shared Parental Pay 
A mother will be entitled to maternity/adoption pay (statutory and/or occupational 
maternity pay) subject to the eligibility criteria outlined in the Trust’s Maternity Policy.  
If the mother gives notice to reduce their entitlement before they have received it for 
39 weeks, then any remaining weeks could become Shared Parental Pay.  
 
To qualify for Shared Parental Pay an employee needs to have met the continuity of 
employment test and their partner must meet the employment and earnings test3.  In 
addition, the employee must have also earned above the ‘lower earnings limit’ in the 
eight weeks leading up to and including the 15th week before the child’s due 
date/matching date and still be employed at the start of the first period of Shared 
Parental Pay. 
 
Shared Parental Pay will be paid at the Statutory Shared Parental Pay rate.  The 
maximum number of weeks that Shared Parental Pay will be paid is 39 weeks (less 
any weeks already received by the mother).  The remaining weeks of the shared 
parental leave will be unpaid.  
 
7.4 Procedure for managing the notification for Shared Parental Leave  
 
As soon as an employee notifies their line manager that either they or their partner 
are expecting a child or adoption, line managers should have informal discussions 
with the individual to notify them of the Shared Parental Leave Policy and to 
understand their future plans in relation to SPL.  
 
Shared Parental Leave can only be taken after the mother has;  

a) already returned to work, or 
b) given notice to their employer that reduces their maternity/adoption leave, 

confirming when their maternity/adoption leave will come to an end.  
Notice is binding and cannot be withdrawn. 
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7.4.1 Step 1 – Notification of intention to take Shared Parental Leave 
The notification of intention to take Shared Parental Leave must be submitted at 
least eight weeks before the employee wishes to take a period of Shared Parental 
Leave. 
 
The Notification of Leave Form and Declaration Form must be completed in full and 
submitted to the line manager. This form is available in the Shared Parental Leave 
Toolkit. 
 
7.4.2 Step 2 – Acknowledgement of receipt 
The line manager must acknowledge receipt of the notification of intention.  If the 
form is incomplete this should be returned to the employee for completion. 

 
Template letter can be found the Shared Parental Leave Toolkit.  
 
7.4.3 Step 3 – Hold a meeting to discuss the Shared Parental Leave request 

 
Continuous Leave request  
A notification for continuous leave cannot be refused, however holding a meeting 
with the individual to discuss the arrangements for their Shared Parental Leave 
should take place.  The purpose of the meeting is to discuss the practicalities around 
the absence and enables discussion to take place in relation to how the work will be 
covered and arrangements for keeping in touch/communication whilst on leave. 

 
Discontinuous Leave request 
At the meeting the Shared Parental Leave request should be discussed.  The Line 
Manager will need to consider the impact that the request has on the ability to deliver 
patient care.  Consideration should be given to alternative patterns of leave and what 
arrangements could be put in place to balance the needs of the service and the 
individual.  Both the line manager and individual should be open minded in seeking 
to reach a mutually agreeable outcome.  However, if the proposed pattern of leave 
cannot be accommodated the line manager is able to decline the request.   

 
There are a number of possible outcomes to the meeting; 

a) Unconditionally accept the leave notification 
Within 14 days of the date the notification was received the line manager 
must write to the employee to confirm the period of Shared Parental Leave 
(Template letter can be found the Shared Parental Leave Toolkit) 
 

b) Confirm and agree a modification to the leave notification 
If a different discontinuous leave arrangement to the original one 
requested is agreed this must be confirmed in writing to the employee and 
the employee must confirm their agreement to this revised period of leave.  
(Template letter can be found the Shared Parental Leave Toolkit). 

 
c) Refuse the leave notification  

If following the meeting, the discontinuous leave request and/or a 
modification to the leave cannot be agreed confirmation must be provided 
within 14 days of the notification of leave was given.   
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The outcome letter should;  

• Propose the alternative dates for the employee to consider 

• Confirm the refusal of the original request  

• Provide clear information on the options now available (consider the 
modified leave if this is possible, move to the default position or 
withdraw their notification). 

 
Template letter can be found the Shared Parental Leave Toolkit 
 

d) Failure to respond to the notification  
It is a requirement for line managers to respond to Shared Parental Leave 
requests.  If in an exceptional case a response is not provided, the 
following will apply. 

 
Discontinuous leave – if a response is not provided to a request for 
discontinuous leave, it will be regarded as having been refused.  The 
default provisions will apply. 
 
This differs from requests for continuous leave as the employee has the 
right to take the leave as outlined in the notification.  
 
 

 
7.4.4       Step 4 – Default provisions for Discontinuous Leave only 
In circumstances where a discontinuous leave notification is refused, or a modified   
agreement cannot be reached the default provision may apply;  

 
Within 15 calendar days of the original notification if no agreement is reached the 
employee may withdraw the request and it will not count as one of their three notices 
to book leave. 
 
If the employee does not withdraw their request, the discontinuous leave notification 
will automatically default to a period of continuous leave. 

 
Within 19 calendar days of the original notification the employee can choose when 
the continuous leave will commence but it cannot start sooner than eight weeks from 
the date of the original notification was given. If the employee does not choose, the 
start date automatically defaults to the date the requested discontinuous leave would 
have first started. 
 
7.5  Cancelling or varying booked Shared Parental Leave Employee request 
Any request to vary or cancel a period of booked leave will require eight weeks 
written notice. This notice should make it clear what change the employee is 
seeking.  A notice to vary booked shared parental leave will count as a further 
notification (the employee can make a maximum of three notifications). 
  
Line manager request 
In circumstances where a line manager proposes a variation to leave, and this is 
mutually agreeable, this will not count as a further notification of leave.  Any mutually 
agreed changes should be confirmed in writing. 
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 7.6  Maintaining contact with the employee during a period of Shared 

Parental Leave 
The line manager must agree with the individual the frequency, type and method of 
communication with the individual while they are on their period of shared parental 
leave.   This should be agreed prior to the period of leave commencing. The line 
manager must ensure that individuals are kept informed of everyday issues for 
example changes to staffing and job opportunities.  
 
7.7 Shared Parental Leave in Touch Days (SPLIT) Days 
During a period of Shared Parental Leave an employee can agree up to 20 SPLIT 
days.  These are voluntary and there is no obligation for the line manager to offer 
these or for the employee to agree to them.   

 
SPLIT days may be used for work related activities for example attending training 
days, team meetings, or to work part of the week to phase the employee to return to 
their role in a gradual way.  

 
SPLIT days will be paid at the normal pay rate.  The line manager must complete a 
change form to ensure that the employee is paid correctly for the hours/days worked.  
 
  
7.8 Returning to work following a period of Shared Parental Leave 
An employee is entitled to return to the same job if their combined leave period 
(maternity/adoption/paternity and shared parental leave) totals 26 weeks or less. For 
those employees whose leave exceeds 26 weeks, they are entitled to return to the 
same job unless it is not reasonably practicable, in which case they must be offered 
a suitable and appropriate job on terms and conditions that are no less favourable.  
 
7.9 Annual leave during Shared Parental Leave 
Annual leave is accrued during the period of Shared Parental Leave in line with the 
Maternity/Adoption and Paternity Leave Policies.  

 
7.10 Early birth  
If the child is born before their expected due date and the employee had booked to 
take shared parental leave within the first eight weeks of the due date, they may take 
the same period of time off after the actual birth without having to provide eight 
weeks’ notice by submitting a notice to vary their leave as soon as it is practicable.  
 
7.11 Death of the child before or during the birth, or within the first year 
In the event of the death of a child prior to the parents submitting a notice of 
entitlement to take shared parental leave then they cannot opt into shared parental 
leave as a qualifying condition is caring for the child. The mother will remain entitled 
to maternity leave and the mother’s partner could still qualify for paternity leave.  

 
If the parents have opted into shared parental leave, and they have pre-booked 
leave, they will still be entitled to take this booked leave.  No further notice booking of 
leave can be submitted and only one variation notice can be given to reduce a period 
of leave or to rearrange a discontinuous leave arrangement into a single block. 
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7.12 Circumstances when a partner is no longer caring for the child 
If an employee ceases to be responsible for caring for the child, they must inform 
their line manager immediately.  Their entitlement to shared parental leave and pay 
will cease with immediate effect. 

 
In circumstances where the employee has shared parental leave arranged within 
eight weeks of their entitlement ceasing the line manager can still require them to 
take the leave if it is not reasonably practicable for the employee to return to the 
workplace for example because of the cover arrangements are in place. If this is not 
the case the employee will be expected to return to work immediately after their 
entitlement to leave ceased.  

 
If the remaining parent will be continuing to care for the child, they will be eligible to 
take their shared parental leave entitlement.  If the other parent (the one who ceased 
to have caring responsibilities) has any outstanding entitlement to shared parental 
leave, this leave can transfer to the remaining parent’s entitlement subject to signed 
written agreement from the other parent. 
 
Further advice and guidance can be sought from People Services on specific change 
in circumstances which may have an impact on entitlements to shared parental 
leave. 

8 Consultation 
 
This policy confirms how the Trust will ensure that the statutory entitlement to 
Shared Parental Leave requests will be managed.  The policy will be consulted via 
Staff Partnership Forum and LNC.   

9 Training 
 
This Shared Parental Leave does not have a mandatory training requirement or any 
other training needs.  People Services advice and guidance can be obtained via the 
Employee Relations Team. 

10 Monitoring Compliance and Effectiveness 
This policy confirms the procedure that must be followed to enable staff to benefit 
from Shared Parental Leave and Pay in line with the statutory regulations. 

11 Links to other Organisational Documents 
 

• Maternity Leave Policy  

• Flexible Working Policy  

• Shared Parental Leave Toolkit  
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13 Appendices 
Appendix A 

 
 

Financial and Resourcing Impact Assessment on Policy Implementation 
 

NB this form must be completed where the introduction of this policy will have either 
a positive or negative impact on resources.  Therefore, this form should not be 
completed where the resources are already deployed and the introduction of this 
policy will have no further resourcing impact. 

 

Document 
title 

Shared Parental Leave Policy 

 

Totals WTE Recurring  
£ 

Non-
Recurring £ 

Manpower Costs   0 0 0 

Training Staff  0 0 0 

Equipment & Provision of resources  0 £500 0 

 
 
Summary of Impact: None identified  
 
Risk Management Issues:  None identified 

Benefits / Savings to the organisation:   
 
Equality Impact Assessment 
 
▪ Has this been appropriately carried out?    YES/NO  
▪ Are there any reported equality issues?    YES/NO 
 
If “YES” please specify:  
 

Use additional sheets if necessary. 
 
Please include all associated costs where an impact on implementing this policy has 
been considered.  A checklist is included for guidance but is not comprehensive so 
please ensure you have thought through the impact on staffing, training and 
equipment carefully and that ALL aspects are covered. 

 

 

 

 

 

 



 

Shared Parental Leave Policy                                    Page 15 of 17 
Version No. 3.0  

Manpower WTE Recurring £ Non-Recurring 
£ 

 
Operational running costs 

 
0 

 
0 

 
0 

     

Totals:  0 0 0 

 
 

Staff Training Impact Recurring £ Non-Recurring 
£ 

  0 0 

Totals: 0  0  

 

Equipment and Provision of Resources Recurring £ * Non-Recurring 
£ * 

Accommodation / facilities needed 0 0 

Building alterations (extensions/new) 0 0 

IT Hardware / software / licences  0 0 

Medical equipment 0 0 

Stationery / publicity 0 0 

Travel costs 0 0 

Utilities e.g. telephones  0 0 

Process change 0 0 

Rolling replacement of equipment 0 0 

Equipment maintenance 0 0 

Marketing – booklets/posters/handouts, etc. £500 0 

   

Totals: £500  0  
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Appendix B 
 

Equality Impact Assessment  
 
This Equality Analysis is a written record that demonstrates that you have shown due 
regard to the need to eliminate unlawful discrimination, advance equality of 
opportunity and foster good relations with respect to the characteristics protected 
by the Equality Act 2010. 
 

Name of 
policy/procedure 

Shared Parental Leave Policy 

Date of assessment: 21 March 2022 

Responsible 
department: 

People Services 

EIA Author:  Employee Relations Specialist Adviser 

Intended equality 
outcomes: 

All eligible Shared Parental Leave requests must be considered fairly 
and consistently.  The toolkit provides standard templates for line 
managers to use as a resource to ensure that they consider requests in 
accordance with the regulations.  

 

Who was involved in the consultation of this document? 

 

Date Forum 

 Staff Partnership 

 JNLC 

 
Please describe the positive and any potential negative impact of the policy on 
service users or staff.  
 
In the case of negative impact, please indicate any actions to mitigate against 
this by completing stage 2. Supporting Information can be found be following the 
link: www.legislation.gov.uk/ukpga/2010/15/contents 
 

Protected 
Characteristic 

Equality Analysis EIA Impact 
(Positive/Negati
ve) 

Age Policy will not impact more or less favourable.  
 

 

Disability Policy will not impact more or less favourable.   

Gender 
reassignment 

Policy will not impact more or less favourable.   

Marriage & civil 
partnership 

Policy will not impact more or less favourable.   

Pregnancy & 
maternity 

Policy will not impact more or less favourable.   

Race Policy will not impact more or less favourable.   

Religion/Belief Policy will not impact more or less favourable.   

Sex Policy will not impact more or less favourable.   

Sexual orientation Policy will not impact more or less favourable.   

http://www.legislation.gov.uk/ukpga/2010/15/contents


 

Shared Parental Leave Policy                                    Page 17 of 17 
Version No. 3.0  

 
 
Stage 2: Full impact assessment 
 

What is the impact? Mitigating actions Monitoring of actions 

   

 
 
 
 
 
 
 
 
 
 

 


