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          FREQUENTLY USED TERMS 

MOTHER  

The woman who gives birth to a child or the adopter (the person who is eligible for adoption 
leave and/or pay. May be male or female)

PARTNER  

The child’s biological father or the partner of the mother/adopter

SPL   

Shared Parental Leave

SPP  

Shared Parental Leave Pay

CONTINUOUS LEAVE

A period of leave that is taken in one block e.g. four weeks’ leave 

DISCONTINUOUS LEAVE

A period of leave that is arranged around weeks where the employee will return to work e.g. an 
arrangement where an employee will work every other week for a period of three months 

SPLIT DAY

Shared Parental Leave in Touch Day

KIT DAYS

Keeping in Touch Days

UNPAID PARENTAL LEAVE 

Separate to SPL, entitles employees to take up to eighteen weeks off work to look after a child’s 
welfare, this is normally unpaid. 

MATCH

When an adopter is approved to adopt a named child or children.

CURTAIL

Where an eligible mother brings their maternity/adoption leave and if appropriate, pay or 
allowance entitlement to an end early.  
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         INTRODUCTION 

This policy will set out the statutory rights, responsibilities and entitlements of employees who 
wish to take Shared Parental Leave (SPL) and Shared Parental Pay (SPP).

The new right is governed by the Shared Parental Leave Regulations 2014. It allows parents the 
opportunity to have flexibility in the way they choose to care for their child in its first year of 
birth or adoption.

SPL is different to Ordinary Parental Leave (See Parental Leave Policy).

This policy will adhere to the Equality Act 2010 and will not discriminate on any of the 
‘protected characteristics’ (see Equal Opportunities Policy).

This policy applies to all teachers and support employees in Trust/Schools, whether they are the 
mother or the partner. Both mother and partner need to ensure they are communicating with 
their own employer to help the smooth running of SPL requests. 

1.0

         WHAT IS SHARED PARENTAL LEAVE? 

The purpose of Shared Parental Leave is to give parents more flexibility in considering how best 
to care for their child.  There may also be an entitlement to Shared Parental Pay. SPL and SPP 
must be taken between the baby’s birth and first birthday (or one year of adoption).

The amount of leave available is calculated using the mother’s entitlement to maternity/
adoption leave, which allows them to take up to fifty-two weeks’ leave.

If they reduce their maternity/adoption leave entitlement they and/or their partner may decide 
to take SPL for the remaining weeks.

SPL enables parents to share the caring responsibilities, or have one parent taking the main 
caring role depending on their circumstances. Unlike maternity/adoption leave, eligible 
employees can start and stop their SPL and return to work between periods of leave.

Each eligible parent is able to submit three notices booking period of leave. 

Early conversations between employees and employers regarding leave intentions is 
encouraged as this will be beneficial, to establish the leave arrangements that can be agreed. 
 

2.0



         ELIGIBILITY FOR SHARED PARENTAL LEAVE 

SPL can only be used by two people:

1. The mother/adopter and
2. 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

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

Additionally, the employee seeking to take SPL must satisfy each of the following criteria: 

• The mother/adopter of the child must be/have been entitled to statutory maternity/
adoption leave or if not entitled to this, they must have been entitled to statutory 
maternity/adoption pay or maternity allowance and must have ended or given notice to 
reduce any maternity/adoption entitlements;

• The employee must still be employed at the school/academy at the start of each period 
of SPL;

• The employee must pass the ‘continuity test’ requiring them to have had a minimum of 
twenty-six weeks’ continuous service at the end of the fifteenth week before the child’s 
expected due date/matching date;

• The employees partner must meet the ‘employment and earnings test’ requiring them 
in the sixty-six weeks leading up to the child’s expected due date/matching date have 
worked for at least twenty-six weeks and earned an average of at least £30 a week in 
any thirteen of those weeks;

• The employee must notify the Trust/school of their entitlement, notice and provide the 
evidence as required. 

Please see Appendix D Eligibility flow chart for SPL

3.0

         ENTITLEMENT TO SHARED PARENTAL LEAVE 

Eligible employees may be entitled to take up to fifty weeks SPL during the child’s first year.

The number of weeks available is calculated using the mothers/adopters entitlement to 
maternity/adoption leave, which allows them to take up to fifty-two weeks leave. If they reduce 
their maternity/adoption leave entitlement then they and/or their partner may opt-in to the SPL 
system and take any remaining weeks as SPL. 

If the mother/adopter is not entitled to maternity/adoption leave but is entitled to Statutory 
Maternity Pay (SMP), Statutory Adoption Pay (SAP) or Maternity Allowance (MA), they must 
reduce their entitlement to less than the thirty-nine weeks. If they do this, their partner may be 
entitled to up to fifty weeks of SPL. 

This is calculated by deducting from fifty-two weeks the number of weeks of SMP, SAP, or MA 
taken by the mother/adopter. 

4.0
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         TAKING SHARED PARENTAL LEAVE

SPL can commence as follows: 

• The mother can take SPL after she has taken the legally required 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
• 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 (fathers/partners 
cannot take paternity leave or pay once they have taken any SPL). 

Where a mother/adopter gives notice to curtail their maternity/adoption entitlement then the 
mother/adopter’s partner can take leave while the mother/adopter is still using their maternity/
adoption leave entitlements, as long as they have given notice to end it. 

SPL will commence on the employees chosen start date as specified in their booking notice, or 
in any subsequent variation notices. 

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 is lost. 

5.0

   NOTIFYING THE TRUST/SCHOOL OF YOUR 
SHARED PARENTAL LEAVE ENTITLEMENT AND 
REQUEST

An employee entitled to and intending to take SPL must give the Headteacher notification of 
their entitlement and intention to take SPL, at least eight weeks before they can take any period 
of SPL. 

Part of the eligibility criteria requires the employee to provide the school with correct 
notification. The employee must complete the SPL notification form (Appendix A) and return 
this to the Headteacher. They must also provide school with a signed declaration form from the 
partner (Appendix B). 

6.0

         EVIDENCE OF ELIGIBILITY 

The Trust/School may, within fourteen working days of the SPL entitlement notification being 
given, request:

• The name and address of the partners employer (or most recent employer if no longer 
employed)

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

7.0



• 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.

In order to be entitled to SPL, the employee must produce this information within fourteen 
working days of the employer’s request. 

         BOOKING SHARED PARENTAL LEAVE 

In addition to notifying the Trust/School of your entitlement to SPL/SPP, you must also give 
notice to take the leave. In many cases, notice to take leave will be given at the same time as 
the notice of entitlement to SPL.

The employee has the right to submit three notifications specifying leave periods they are 
intending to take. if you give a notice to vary or cancel a period of leave this will, in most cases, 
count as a further booking notice. However, in exceptional circumstances we may allow you to 
give more than three booking notices but there is no obligation for us to do so.

Each notification may contain either;

• A single period of weeks leave; or
• Two or more weeks of discontinuous leave, where the employee intends to return to 

work in between periods of leave. 

SPL can only be taken in complete weeks but may begin on any day of the week. Where an 
employee returns to work between periods of SPL, the next period of SPL can start on any day 
of the week. 

The employee must book SPL by giving the correct notification at least eight weeks before the 
date on which they wish to start the leave and (if applicable) receive SPP.

8.0

         CONTINUOUS LEAVE NOTIFICATIONS 

A notification can be for a period of continuous leave, which means a notification of a number 
of weeks taken in a single unbroken period of leave (for example, four weeks in a row). An 
employee has the right to take a continuous block of leave notified in a single notification, as 
long as it doesn’t exceed the total number of weeks of SPL available to them, and the eight 
weeks’ notice has been given. 

9.0

     DISCONTINUOUS LEAVE NOTIFICATIONS 

A single notification may also contain a request for two or more periods of discontinuous leave, 
which means asking for a set number of weeks of leave over a period of time, with breaks 
between the leave where the employee returns to work (For example, an employee’s takes six 

10.0
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weeks of SPL and works every other week for a period of three months).

Requests for discontinuous leave will need to be considered on a case by case basis. Where 
there is concern about agreeing the notification request, a meeting should be arranged to 
discuss the notification with a view to agreeing an arrangement that meets both the needs of 
the employee and the Trust/School.

The employee will be informed in writing of the decision as soon as it is reasonably practicable, 
but no later than the fourteenth working day after the leave notification was made. The request 
may be granted in full or in part; for example the Trust/School may propose a modified version 
of the request.

The Trust/School will consider the notification but has the right to refuse it. If the leave pattern 
is refused, the employee can either withdraw it (in which case the booking notice will not be 
counted and the employee may submit a new one if they choose) within fifteen working days of 
giving it, or can take the leave in a single continuous block.

If the employee chooses to take the leave in a single continuous block it will either commence 
on the date set out in the notification or alternative, the employee has until the nineteenth 
working day from the date the original notification was given to choose when they want the 
leave period to begin.

If the employee wants the continuous date to start on a different date, then the leave cannot 
start any sooner than eight weeks from the date the original notification was submitted. If you 
do not choose a start date, then the leave will begin on the first leave date requested in the 
original notification. 

   CANCELLING OR VARYING BOOKED SHARED 
PARENTAL LEAVE 

There may be situations whereby an employee may need to vary or cancel a period of booked 
SPL. The employee should give written notice to vary/cancel their leave at least eight weeks 
before the date of any variation. Any new start date cannot be sooner than eight weeks from 
the date of the variation request.

Any variation or cancellation notification made by the employee, including notice to return to 
work early, will count as a new notification reducing the employee’s right to book/vary leave 
by one. However, a change as a result of a child being born earlier or later than the expected 
week of childbirth, or as a result of the Trust requesting it to be changed, and the employee 
agreeing, will not count as a further notification (or in the event that, at our discretion, we agree 
otherwise).

Any variation will be confirmed in writing. 

11.0

    STATUTORY SHARED PARENTAL PAY (SPP) 

12.1 ELIGIBILITY

 If the employee is eligible to receive it, Shared Parental Pay (SPP) may be paid for some,  
 or all, of the SPL period.

12.0



 Eligible employees may be entitled to take up to thirty-nine weeks SPP while taking SPL. 

 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. 

 SPP may be payable during some or all of the SPL, depending on the length and timing  
 of the leave. In addition to meeting the eligibility requirements for SPL, an employee   
 seeking to claim SPP must satisfy each of the following criteria:

• At least 26 weeks’ continuous employment at the end of the fifteenth week before the   
expected week of childbirth or the week the adoption agency notifies them that they   
have been matched with a child for adoption

• The mother/adopter must be 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 SPP is    
payable;

• The employee must have an average weekly earnings for the period of eight weeks  
leading up to and including the fifteenth week before the child’s expected due date/
matching date are not less that the lower earnings limit in force for national       
insurance contributions;

• The employee must remain in continuous employment until the first week of SPP has   
begun

• The employee must give proper notification

12.2 ENTITLEMENTS

  If an employee is entitled to receive SPP they must, at least eight weeks before receiving 
any SPP, give their Headteacher written notice advising of their entitlement to SPP. To 
avoid confusion this is included in the SPL Notification form (Appendix A) Any SPP 
due will be paid at a rate set by the Government for the relevant tax year, which can be 
subject to change. The fixed rate SMP changes regularly and the prevailing rate can be 
found at https://www.gov.uk/maternity-pay-leave/pay. 

  If both parents qualify for SPP they must decide who will receive it, how it will be divided 
and they must each inform their employer of their entitlement. 

  If an employee’s employment comes to an end while they are still entitled to some 
SPP then any remaining weeks will usually remain payable unless they start working 
elsewhere. 

      TERMS AND CONDITIONS DURING SHARED 
PARENTAL LEAVE 

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 remuneration.  

13.1 PENSIONS

  Pension contributions will continue to be made during any period when the employee is 
receiving SPP but not during any period of unpaid SPL. Employee contributions will be 
based on actual pay, while the Trust contributions will be based on the salary that the 
employee would have received have they not been taking SPL.

13.0

https://www.gov.uk/maternity-pay-leave/pay.
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13.2 ANNUAL LEAVE DURING SHARED PARENTAL LEAVE

  Just like maternity, adoption and paternity leave employees still accrue annual leave 
whilst on SPL. The employee should try to take their annual leave within the leave year 
wherever possible. Where not possible it would be good practice to allow this to be 
carried over.

      SHARED PARENTAL LEAVE IN TOUCH (SPLIT) 
DAYS 

During SPL an employee can agree to work for the Trust/School (or attend training) for up to 
twenty days without bringing their period of SPL to an end or impacting on their right to claim 
SPP for that week. These are known as Shared Parental Leave In Touch (SPLIT) days. 

Any work carried out on a day or part of a day shall constitute a day’s work for these purposes. 
These can be used where both parties feel it would be beneficial for the employee to attend a 
work related activity i.e. a training session or team meeting. 

The Trust/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 employees SPL. Any work undertaken 
is a matter for agreement between the Trust/School and the employee. (SPLIT Request form 
Appendix C). 

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 SPP, this will be effectively ‘topped up’ so that 
the individual received full pay for the day in question. Any SPLIT days worked do not extend 
the period of SPL. 

SPLIT days are in addition to the maximum of ten Keeping in Touch (KIT) days already available 
to those on maternity/adoption leave.

14.0

      RETURNING TO WORK AFTER SHARED 
PARENTAL LEAVE 

The employee will be advised in writing by the Trust/School of the end date of any period of 
SPL. The employee will be expected to return on the next working day after this date, unless 
they notify the Trust/School otherwise.

If they are unable to attend work due to sickness absence, the Trust’s normal Leave of Absence 
Policy would apply. 

A late return without prior authorisation will be treated as unauthorised absence and the Trust/
School may wish to instigate appropriate disciplinary action, which could include dismissal (see 
Disciplinary Policy). 

If the employee wishes to return to work earlier than the expected return date, they may 

15.0



provide a written notice to vary the leave and must give the Trust/School at least eight weeks’ 
notice of their date of early return.

This will count as one of the employee’s notifications. If the employee has already used their 
three notifications to book and/or vary leave then the Trust/School does not have to accept the 
notice to return early but may do if it is considered to be reasonable practicable to do so. 

On returning to work after SPL, the employee is entitled to return to the same job if the 
employees total statutory maternity/paternity/adoption leave and SPL amounts to twenty-
six weeks or less. They will return to the same job, and same terms and conditions unless it 
is not reasonably practicable, in which case they must offer a suitable alternative on no less 
favourable terms and conditions. 

If an employee wants to change their hours on return to work from SPL, they should make a 
request under the Flexible Working Policy (see Flexible Working Policy). 

If they decide they do not want to return to work, then they will need to give notice of 
resignation in accordance with their contract of employment. 

     REDUNDANCY 

If a redundancy situation arises while an employee is on SPL, they must be offered a suitable 
alternative vacancy if one is available, just as you would do for a mother on maternity leave.

16.0

      EARLY BIRTH AND SPECIAL CIRCUMSTANCES: 
EFFECT OF SHARED PARENTAL LEAVE 

17.1 EARLY BIRTH

  If a child is born before their expected due date and employee had booked to take SPL 
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 is reasonably practicable. Unlike most other variation 
notices, this would not count as one of the employee’s three notifications.

  Any leave arranged after the first eight weeks of the due date is still bound by the eight 
week notice required to vary leave. 

  If a child is born more than eight weeks before the expected due date and the notice of 
entitlement to SPL and/or a notice to book SPL have not yet been given. Then there is 
no requirement to give eight weeks’ notice before the period of leave starts. The notices 
should be given as soon as is reasonable practicable after the actual birth. 

17.2 DEATH OF THE CHILD BEFORE OR DURING BIRTH, OR WITHIN THE FIRST YEAR

17.0
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  Should the child die before the parents have submitted a notice of entitlement to take 
SPL, then they cannot opt into SPL because the qualifying condition is caring for a child. 
The mother will remain entitled to maternity leave and the mother’s partner could still 
qualify for statutory paternity leave.

  If the parents have opted into SPL and have booked leave, they will still be entitled to 
take the booked leave. No further notice booking 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. 

 There will be an entitlement to bereavement leave and pay.

17.3 PARTNER NO LONGER CARING FOR THE CHILD

  If the circumstances of an employee who has booked SPL change so that they will no 
longer be responsible for caring for the child, their entitlement to both SPL and SPP will 
immediately cease. 

  If the employee has any SPL arranged within eight weeks of their entitlement ceasing, 
their employer can still require them to take it as SPL if it is not reasonably practicable 
for the employer to have the employee in work, e.g. cover has been arranged. Any weeks 
of SPL arranged after eight weeks of their entitlement ceasing must be cancelled. 

  If the remaining parent will be continuing to care for the child then they will still be 
eligible to take their SPL entitlement. If the other parent, who is no longer caring for the 
child had any SPL leave entitlement outstanding, the remaining parent will only be able 
to transfer it to their own entitlement if they can get the signed agreement of the other 
parent to a notice confirming a variation of leave entitlement. 

17.4 DEATH OF A PARENT DURING THE CHILD’S FIRST YEAR

  If one of the parents dies and the other parent is taking or is entitled to SPL then they 
will continue to be eligible. Any SPL that was due to be taken by the deceased parent 
may be transferred to the other parent if the other parent is eligible for SPL. 

  Should it be necessary for the other parent to take a further period of SPL or to vary 
pre-agreed leave then notice may be given as soon as is reasonably practicable if eight 
weeks’ notice cannot be given. If they have already given three notices to take leave they 
must be allowed to submit one further notice to book/amend SPL.

17.5 MULTIPLE BIRTHS/ADOPTIONS

  An employee is not entitled to extra SPL or SPP if they are expecting more than one 
child. This also applies to multiple adoptions in a single placement.



Appendix A
Shared Parental Leave Notification Form

EMPLOYEE DETAILS

Surname: Forename(s):

Continuous 
Service Date: Post Title:

School Name: Contact Number:

SHARED PARENTAL LEAVE DETAILS

The baby is due on/expected to be placed on: Forename(s):

Date of actual birth/placement (if early): Post Title:

Total amount to SPL available:

Amount of SPL I intend to claim: 

Amount of SPL my partner intends to claim: 

Date of when SPL commences:

SHARED PARENTAL PAY DETAILS

Start and End Date of SMP, SAP or MA: Forename(s):

Total amount of SPP available: Post Title:

Amount of SPP I intend to claim:

Amount of SPP my partner intends to claim: 

Date of when SPP commence:

(Continued Overleaf)



DECLARATION

I have read the Shared Parental Leave Policy and accept the terms contained within them.  I declare 
that I :

• Meet, or will meet the eligibility conditions and are entitled to take SPL/SPP; 
• If I am not the mother/adopter, I am the child’s father or the spouse, partner or civil partner of the 

mother/adopter;
• That should I cease to be eligible for SPL and/or SPP, I will immediately inform the Trust/School;
• I have, or expect to have, the main responsibility for the upbringing of the child;
• The information I have provided is correct  

On receipt of this form, you will be written to confirming your SPL details.

Signed: Contact Number:

Date:

Headteacher and employee to keep one copy each. A scanned copy should be sent to the 
Trust’s HR Provider for processing and employees file.



Appendix B
Shared Parental Leave Partner Declaration Form

EMPLOYEE DETAILS

Surname: Forename(s):

School Name: Post Title:

PARTNER’S DETAILS

Surname: Forename(s):

Address: NI Number:

LEAVE AND PAY DETAILS

Date your SMP, SAP or MA started on: Forename(s):

Date you intend to return to work: Post Title:

Date you stopped or intend to stop receiving 
SMP, SAP or MA:

DECLARATION

I declare that:

• I am the mother/adopter of the child or I am the father of the child or the spouse, partner or civil 
partner of the mother/adopter;

• I have been employed or been a self-employed earner during at least 26 weeks of the 66 weeks 
immediately preceding the expected due date/matching date; 

• I have earned the average weekly earnings of at least the maternity allowance threshold in any 13 
of those 66 weeks;

• I have, or expect to have, the main responsibility for the upbringing of the child;
• I consent to the amount of SPL and SPP that the Trust/School employee intends to take;
• I consent to Trust/School to process any SPP payments to the employee;
• I have reduced my maternity/adoption pay or maternity allowance (if applicable);
• I consent to Trust/School processing the information contained in this declaration form;
• I will immediately inform my partner/spouse should they cease to satisfy the eligibility conditions 

for SPL and SPP.

Signed: Contact Number:

Date:

Headteacher and employee to keep one copy each. A scanned copy should be sent to the 
Trust’s HR Provider for processing and employees file.



Appendix C
Shared Parental Leave in Touch (SPLIT) Form

EMPLOYEE DETAILS

Surname: Forename(s):

Pay Number: Post Title:

School Name: Contact Number:

Headteacher:

ARRANGEMENTS

Purpose for Contact, e.g. Team Updates, 
Training Forename(s):

Form of Contact, e.g. Telephone, Email Post Title:

Frequency of Contact, e.g monthly, termly

Who will initiate contact, Headteacher, 
employee, SLT 

SPLIT Days – list dates and purpose

Headteacher and employee to keep one copy each. A scanned copy should be sent to the 
Trust’s HR Provider for processing and employees file.

DECLARATION

Signed (Employee): Forename(s):

Date: Post Title:

Signed (Headteacher): Contact Number:

Date:



Appendix D
Eligibility Flow Chart for Shared Parental Leave

Are you the child’s mother, and 
share the main responsibility for 

the care of the child with the 
child’s father (or your partner, if 
the father is not your partner)?

Are you the child’s father and share 
the main responsibility for the 

care of the child with the child’s 
mother?

Are you the mother’s partner and 
share the main responsibility for 

the care of the child?

You  
ARE NOT 
entitled 

to Shared 
Parental 

Leave

Do you have at least 26 weeks’ continuous employment with your employer by the end of the Qualifying week, and are you 
employed by that employer in the week before the leave is to be taken?

Has the other parent worked (in an employed or self-employed capacity) in at least 26 of the 66 weeks before the EWC and 
had average weekly earnings of at least £30 during 13 of those weeks?

Have you and the other parent given the necessary statutory notices and declarations, including notice to end any maternity 
leave, statutory maternity pay (SMP) or maternity allowance (MA) periods?

You ARE entitled to Shared Parental Leave

Qualifying week – the 15th week before EWC EWC – Expected week of child birth 

YES

YES

YES

YES

YES YES

NO NO NO

NO

NO

NO


