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Shared Parental Leave, Statutory Shared Parental Pay, Maternity Leave, Paternity Leave, 
Adoption Leave, match, curtail, shared parental in touch days, 

 

1 INTRODUCTION AND OVERVIEW 

1.1 Shared Parental Leave can give parents more flexibility in how they share the care 
of their child in the first year following birth, adoption or surrogacy. 

1.2 Parents can share up to 50 weeks of leave and up to 37 weeks of pay and choose 
to take the leave and pay in a more flexible way (each parent can take up to 3 
blocks of leave, interspersed with periods of work). 

1.3 Eligible parents can be off work together for up to 6 months or alternatively stagger 
their leave and pay so that one of them is always at home with their baby in the first 
year. 

1.4 There may also be an entitlement to some Shared Parental Pay. This policy sets out 
the statutory rights and responsibilities of employees who wish to take statutory 
Shared Parental Leave (SPL), Statutory Shared Parental Pay (ShPP) and 
Occupational Shared Parental Pay (OShPP). 

1.5 This document sets out the University Hospitals of Leicester NHS Trust (hereafter 
referred to as the Trust) Policy and Procedure for applying for Shared Parental 
Leave. 

1.6 Parents do not have to work for the same employer to be entitled to take SPL and 
there is no requirement for employers to contact one another to make checks on the 
eligibility criteria or declarations. 

 
 

 

 

2 POLICY SCOPE –WHO THE POLICY APPLIES TO AND ANY SPECIFIC EXCLUSIONS 
 

2.1 This policy applies to all Trust employees (including those on temporary/fixed term 
contracts). It does not apply to bank workers or agency workers. 

2.2 The policy applies both to birth and adoptive parents. 

 

3 DEFINITIONS AND ABBREVIATIONS 

3.1 SPL: Shared Parental Leave. 
 

3.2 OShPP: Occupational Shared Parental Pay 
 

3.3 ShPP: Statutory Shared Parental Pay. 
 

3.4 Continuous leave: a period of leave that is taken in one block e.g. four weeks’ 
leave. 

 
3.5 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. 

 
3.6 SPLIT day: Shared Parental Leave in Touch Days where the employee can attend 

work to keep in touch with their department. 
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3.7 Unpaid Parental Leave: separate to SPL, entitles employees to take up to 18 
weeks off work to look after a child’s welfare, this leave is normally unpaid. Please 
refer to the Trust’s Special Leave policy for further information on other types of 
leave arrangements. 

 
3.8 Match: when an adopter is approved to adopt a named child or children. 

 
3.9 Curtail: where an eligible mother brings their maternity/adoption leave and, if 

appropriate, pay or allowance entitlement to an end early. 
 

4 ROLES – WHO DOES WHAT 

4.1 Director of People and Organisational Development 
The Chief Executive has nominated the Director of People and OD as having lead 
responsibility for strategic management of shared parental leave within the 
organisation. 

 
4.2 Line Managers 

Line Managers must ensure HR documentation is completed in a timely manner to 
ensure individuals are recorded as absent on shared parental leave and to ensure 
they are also returned to payroll on their return following shared parental leave. 
For those areas live on Electronic Rostering managers must ensure that shared 
parental leave is recorded correctly on the roster as SPL in accordance with this 
policy. 

 
4.3 Employees 

Individual employees are responsible for informing their line managers in writing of 
their intention to take shared parental leave. They must also ensure they complete 
and return the relevant documentation (found within the appendices) returning to 
HR transactional team. For Medical staff they should return completed 
documentation to the medical staffing recruitment team. Staff are responsible for 
ensuring they inform their line manager of their intended return to work date and 
must inform them if this date changes 

 
4.4 Recruitment Services 

Are responsible for ensuring the timely processing of application documentation and 
correct payment of Shared Parental Leave and pay through the HR transactional 
team or the medical staffing recruitment team. 

 

5. SHARED PARENTAL LEAVE AND PAY 

5.1 What is Shared Parental Leave? 

5.1.1 SPL provides an opportunity for eligible parents to take advantage of additional 
flexibility in the way they choose to care for a new arrival to the family. It allows 
parents to share caring responsibilities evenly or have one parent taking the main 
caring role, depending on their preferences and circumstances. Unlike 
maternity/adoption leave, eligible employees can stop and start their SPL and 
return to work between periods of leave with each eligible parent able to submit 
three notices booking periods of blocked leave. 

5.1.2 The amount of leave available is calculated using the mother’s entitlement to 
maternity/adoption leave, which allows them to take up to a maximum of 50 weeks’ 
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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. 

 
5.1.3 Employers and employees will find that having early conversations regarding leave 

intentions will be beneficial, enabling them both to be clear regarding the 
entitlement, what leave arrangements are being considered and how any leave will 
be accommodated. 

5.2 What happens to Maternity/Adoption/Paternity Leave? 
 

5.2.1 Parents will remain entitled to take maternity, paternity and adoption leave. 
However, an eligible mother or adopter may now choose to reduce their 
maternity/adoption leave early and opt in to SPL. Paternity leave must be taken 
first followed by SPL. 

 
5.2.2 A birth mother must take at least 2 weeks maternity leave following the birth of a 

child (four weeks for manual work in a factory environment) but can otherwise 
choose to end her maternity leave at any stage from thereafter. An adopter can 
end their adoption leave once they have taken it for two weeks. 

 
5.3 The Shared Parental Leave process at a glance 

5.3.1 The flowchart below describes the process of shared parental leave in a series of 
steps as recommended by ACAS Shared Parental Leave. 

 

(ACAS Shared Parental Leave: a good practice guide for employers and employees). 

 

5.4 The Shared Parental Leave eligibility criteria 



Page 6 of 37 Shared Parental Leave Policy 

V4 Approved by Policy and Guideline Committee on 19 July 2019 Trust Ref: B4/2015                         6 month extension approved by PGC 27.02.23 

 

Next Review: August 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on INsite Documents 

 

Shared parental leave and pay: 

5.4.1 A mother can only share her leave with one other person. To trigger the right to 
SPL for one or both parents, the mother must: 

 

• have a partner 

• be entitled to maternity/adoption leave; or to statutory maternity/adoption pay or 
maternity allowance (if not eligible for maternity/adoption leave) 

• Have curtailed, or given notice to reduce, their maternity/adoption leave, or their 
pay/allowance (if not eligible for maternity/adoption leave). 

 
5.4.2 A parent who intends to take SPL must: 

• be an employee 

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

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

 

5.4.3 Shared parental leave and pay can be taken at any time within one year from the 
birth or placement for adoption, providing two weeks’ compulsory maternity or 
adoption leave has been taken first. 

 
5.4.4 Sometimes only one parent will be eligible. For example a self-employed parent 

will not be entitled to SPL themselves but they may still pass the employment and 
earnings test so their partner, if they are an employee, may still qualify.If both 
parents are employees and meet the qualifying requirements then there will be a 
joint entitlement. The parents will have to decide how to divide the leave 
entitlement once the mother/adopter has decided to curtail their maternity/ 
adoption leave 

 
5.4.5 An employee working full-time or part-time will be entitled to paid and unpaid 

shared parental leave under the NHS occupational shared parental leave and 
pay scheme if: 

 
i) they have 12 months’ continuous service at the beginning of the 11th week 

before the expected week of childbirth, or at the beginning of the week in which 
they are notified of being matched with a child for adoption, or by the 15th week 
before the baby’s due date if applying via a surrogacy arrangement; 

 
ii) They notify their employer of their wish to take shared parental leave and 

provide a minimum of eight weeks’ notice, through the submission of a 
booking notification form or other local process, which will confirm: 

 
(a) Their intention to take shared parental leave; 
(b) the date(s) they wish to access shared parental leave (noting that two 

weeks compulsory maternity or adoption leave must be taken by the mother 
or primary adopter before they can access shared parental leave); 

(c) That they intend to return to work with the same or another NHS employer 
for a minimum period of three months after their shared parental leave has 
ended; 

(d) that the mother or primary adopter has returned to work following maternity 
or adoption leave, or has provided the binding notice confirming that they 
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intend to bring their maternity or adoption leave and pay entitlements to an 
early end. 

 
iii) In addition, a parent wanting to take SPL is required to satisfy the ‘continuity of 

employment test’ and their partner must meet the ‘employment and earnings 
test’ 

 

• Continuity of Employment test. The individual has 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 same 
employer at the start of each leave period. 

 

• Employment earnings test. In the 66 weeks leading up to the baby’s 
expected due date/matching date matching date, the person has worked for 
at least 26 weeks and earned an average of at least £30 (as of 2018) a 
week in any 13 weeks. 

5.4.6 If both parents are employees and both meet the qualifying requirements then 
there will be a joint entitlement and the parents will have to determine how to 
divide the leave entitlement once the mother has decided to curtail their 
maternity/adoption leave. 

5.5 Shared Parental Pay 

5.5.1  A mother, subject to certain criteria, will be entitled to statutory maternity pay/ 
adoption pay/Maternity Allowance for up to 39 weeks. If the mother gives notice 
to reduce their entitlement before they will have received it for 39 weeks then any 
remaining weeks could become available as Sop and ShPP. 

 
5.5.2 Eligible em ployees will be entitled to claim up to 37 weeks of statutory shared 

parental leave pay (ShPP), less any weeks of statutory maternity pay, maternity 
allowance or statutory adoption pay that has already been claimed by either 
partner. ShPP can be claimed following the birth or placement of the child, but 
not at the same time as the compulsory two weeks of leave following the birth or 
placement of the child. ShPP is paid at a rate set by the government each year. 

 
5.5.3 Where an employee intends to return to work for a minimum of 3 months after a 

period of shared parental leave, the maximum joint entitlement of an eligible 
couple to occupational shared parental pay will be as set out as per below. The 
maximum entitlement will only apply where either parent has not already received 
statutory or occupational maternity pay or statutory or occupational adoption pay 
in respect of the child. Where such pay (excluding pay during the compulsory 
two-week maternity/adoption leave period) has been received by either parent, 
the maximum joint entitlement set out below will reduce proportionate to the 
amount of maternity or adoption pay which has either been taken and paid to 
either parent, or notified as intending to be taken by either parent. 

 
5.5.4 Occupational Share Parental Pay (OShPP) 

 
If an employee meets the continuous service and eligibility criteria as specified in 
5.4.4, OshPP is payable as follows: 

 
i) For the first six weeks of absence the employee will receive full pay. Full pay is 

inclusive of any ShPP. The total receivable cannot exceed full pay; 
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ii) For the next 18 weeks of absence the employee will receive half of full pay 
plus any ShPP. The total receivable cannot exceed full pay; 

iii) For the next 13 weeks, the employee will receive any ShPP that they are 
entitled to under the statutory scheme. 

iv) For the final 13 weeks, the employee will receive no pay. 
 

5.5.2 Information on the current statutory rate for ShPP can be found at 
www.acas.org.uk/spl If both parents qualify for ShPP they must decide how it will 
be divided, and they must each inform their employer of their entitlement. 

 

5.5.3 To qualify for ShPP an employee needs to have met the ‘continuity of 
employment test’ and their partner must meet the ‘employment and earnings 
test’, just like SPL. In addition, the employee must also have 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 with the 
same employer at the start of the first period of ShPP. 

 
5.5.4  If an employee’s employment comes to an end while they are still entitled to 

some ShPP then any remaining weeks will usually remain payable unless they 
start working for someone else. This changes each April, for the current rate, go 
to www.acas.org.uk/spl 

 

5.6 Employees with less than 12 months’ continuous service 
 

5.6.1  If an employee does not meet the 12 months continuous service criteria as 
outlined in 5.4.4(i) but meets the Continuity of Employment test and the 
Employment Earnings test will be eligible for ShPP. 

 
5.6.2 If an employee’s earnings are too low for them to qualify for Shared Parental Pay 

they should be advised to claim maternity allowance (if applicable) or any other 
possible benefits from their local Job Centre Plus. Information on maternity 
allowance is available on the government website https://www.gov.uk/maternity- 
allowance. 

 
5.6.3 All employees have a right to take 52 weeks of shared parental leave whether or 

not they return to NHS employment. 

 
5.6 Claiming Shared Parental Pay 

 
5.5.1 If either the mother or partner wishes to claim ShPP then the mother must also 

give notice to reduce or end their maternity/adoption pay or allowance 
entitlement. 
If the employee intends to claim ShPP, they must give their employer notice, 
which must include: 

• how much ShPP both parents are entitled to take 

• how much ShPP each parent intends to take 

• when they expect to take ShPP 

• a declaration from the employee’s partner confirming their agreement to the 
employee claiming their amount of ShPP 

 

5.7 Notification booking leave 

http://www.acas.org.uk/spl
http://www.acas.org.uk/spl
http://www.acas.org.uk/spl
http://www.gov.uk/maternity-
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5.7.1 An employee is entitled to submit three separate notices to book leave, although 
an employer can allow them more. This means that an employee could book three 
separate periods of leave during the child’s first year in the family. Any variation to 
booking leave already booked will, in most circumstances, count as one of the 
three notices 

5.7.2 A notice to book SPL must be submitted at least eight weeks before any period of 
leave would begin. It must be in writing, dated and clearly set out what leave the 
employee intends to take. 

5.8 SPLIT days 
 

5.8.1 During SPL an employee and employer will be able to agree up to 20 Shared 
Parental Leave in Touch (SPLIT) days. There is no obligation on an employer to 
offer these days or for an employee to agree to them. SPLIT days can be used in 
situations where both parties feel it would be beneficial for the employee to attend 
a work-related activity, for example a training session or a team meeting, or to 
work part of a week to help the employee return to their role in a gradual way. 

 
5.8.2 Any SPLIT days worked whilst on SPL will be paid at normal contractual pay and 

offset against any ShPP a staff member would have received for that week against 
that total. 

 

5.9 Returning to work after Shared Parental Leave 

5.9.1 When an employee returns to work following a period of SPL they are entitled to 
return to the same job if their combined leave period (comprising of 
maternity/paternity/adoption and shared parental leave) totalled 26 weeks or less. 
This is unaffected by unpaid parental leave of up to four weeks. 

 
5.9.2 In the case where the number of weeks of maternity/paternity/adoption and SPL 

exceeds 26 weeks in aggregate, or the total number of unpaid parental week 
exceeds four weeks, an employer must allow an employee to return to the same 
job unless it is not reasonably practicable, in which case they must offer a suitable 
and appropriate job on terms and conditions that are no less favourable. 

5.10 Fixed-term contracts or training contracts 

5.10.1 Employees subject to fixed-term or training contracts which expire after the 11th 
week before the expected week of childbirth, or the date of matching, or the 15th 
week before the baby’s due date if applying via a surrogacy arrangement, and 
who satisfy the relevant conditions in paragraphs 5.4.4 (i) (ii) (iii) shall have their 
contracts extended so as to allow them to receive the 52 weeks, which includes 
paid shared parental pay, and the remaining 13 weeks of unpaid shared parental 
leave. 

 
5.10.2 If there is no right of return to be exercised because the contract would have 

ended if pregnancy and childbirth / adoption / shared parental leave had not 
occurred or been taken, the repayment provisions will not apply. 

 

5.10.3 Employees on fixed-term contracts who do not meet the 12 months’ continuous 
service condition set out in paragraphs 5.4.4 (i) (ii) (iii) may still be entitled to 
Statutory Shared Parental Pay. 

 
5.11 Rotational training contracts 
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5.11.1 Where an employee is on a planned rotation of appointments with one or more 
NHS employers, as part of an agreed Programme of training, they shall have the 
right to return to work after a period of shared parental leave in the same post or in 
the next planned post, irrespective of whether the contract would otherwise have 
ended if shared parental leave had not occurred. In such circumstances the 
employee’s contract will be extended to enable the practitioner to complete the 
agreed Programme of training. 

 
5.11.2 To ensure equality of access to the provisions; 

 

a. where an employee changes employer because their training Programme has 
required them to do so, and 

 
b. this means they do not have enough statutory continuous service with their 
current employer to access statutory shared parental pay, but 

 
c. they would have had sufficient statutory continuous service to access statutory 
shared parental pay had they not been required to change employer because of 
the training Programme 

 
The employee shall be paid, by their current employer, the value of statutory 
shared parental pay they would have otherwise received if their statutory 
continuity had not been broken by their change of employer. 

 

5.12 Other considerations 
 

5.12.1 Pay Progression 
 

5.12.1.1 An employee on shared parental leave will progress through their pay step on 
the date the pay step is due unless a pay-step review meeting has taken place 
prior to the commencement of leave which confirmed that the required standards 
for pay progression would not be met. 

 
5.12.2 Annual leave during Shared Parental Leave 

 
5.12.2.1 Just like maternity, adoption and paternity leave employees still accrue annual 

leave while on SPL. The employee should try to take annual leave within their 
leave year wherever possible. 

 
5.12.3 Early birth 

 
5.12.3.1 If the child is born before their expected due date and the 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. 

 

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

 
5.12.3.3 If the child is born more than eight weeks before their expected due date and 

the notice of entitlement to SPL and/or a notice to book SPL have not yet been 
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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 reasonably 
practicable after the actual birth to their line manager who will then inform the 
HR transactional team. 

 
5.12.4 Death of the child before or during birth, or within the first year 

5.12.4.1 Should the child die before the parents have submitted a notice of entitlement 
to take SPL then they cannot opt into SPL because a 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. 

 

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

 
5.12.4.3 An employee who is absent on SPL may cancel agreed SPL and return to work 

by giving their employer eight weeks’ notice of their return to work. 
 

5.12.5 Partner no longer caring for the child 
 

5.12.5.1 If the circumstances of an employee who has booked SPL change so that they 
will no longer be responsible for caring for the child (unless it is because the 
child has died), their entitlement to both SPL and ShPP will immediately cease 
and they must tell their line manager. 

 
5.12.5.2 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 their employee in work, for 
example because cover has been arranged. Any weeks of SPL arranged after 
eight weeks of their entitlement ceasing must be cancelled. 

5.12.5.3 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 into their own entitlement if they can get the 
signed agreement of the other parent to a notice confirming a variation of leave 
entitlement. 

5.12.6 Death of a parent during the child’s first year 
 

5.12.6.1 If either parent dies or 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. 

5.12.6.2 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. 

5.12.7 Multiple births/adoptions 
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5.12.7.1 An employee is not entitled to extra SPL or ShPP if they are expecting more 
than one child. The entitlements are, like maternity leave, the same as if the 
employee was expecting one child. This also applies to multiple adoptions that 
occur in a single placement. 

 

6 EDUCATION AND TRAINING REQUIREMENTS 
 

6.1 The policy will be implemented via HR Leads and support will be provided to managers 
as required. The policy is available on INsite. 

7 PROCESS FOR MONITORING COMPLIANCE 

7.1 The audit criteria for this policy and the process to be used for monitoring compliance 
are given in the table below: 

 

Element to be monitored Lead Tool Frequency Reporting arrangements 

SPL forms processed 
by transactional team 
or the medical 
recruitment team for 
medical staff in a timely 
manner 

HR 
Recruit 
ment 
Lead 

Manual 
audit of 
records 

Annually Reported to Director of Human 
Resources 

 
8 EQUALITY IMPACT ASSESSMENT 

8.1 The Trust recognises the diversity of the local community it serves. Our aim 
therefore is to provide a safe environment free from discrimination and treat all 
individuals fairly with dignity and appropriately according to their needs. 

8.2 As part of its development, this policy and its impact on equality have been 
reviewed and no detriment was identified. 

9 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES 

9.1 Please refer to the Trust’s Maternity and Adoption Leave policy for further 
information in relation to entitlements. 

9.2 This policy has followed the ACAS Shared Parental Leave: a good practice guide 
for employers and employee and NHS employers Section 15: Leave and Pay for 
New Parents (England and Wales) 
https://www.nhsemployers.org/tchandbook/part-3-terms-and-conditions-of- 
service/section-15-leave-and-pay-for-new-parents-england-and-wales 

10 PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW 

10.1 The updated version of the Policy will then be uploaded and available through 
INsite Documents and the Trust’s externally-accessible Freedom of Information 
publication scheme. It will be archived through the Trusts PAGL system. 

 

POLICY MONITORING TABLE 
 

Element to 
be monitored 

Lead Tool Frequenc 
y 

Reporting arrangements Who or what 
committee will the completed report go to. 

SPL Forms 
to be 
processed 
in a timely 

HR 
Recruitme 
nt team 

audit monthly Monthly report internally within the 
recruitment team on usage and 
processing times 

https://www.nhsemployers.org/tchandbook/part-3-terms-and-conditions-of-service/section-15-leave-and-pay-for-new-parents-england-and-wales
https://www.nhsemployers.org/tchandbook/part-3-terms-and-conditions-of-service/section-15-leave-and-pay-for-new-parents-england-and-wales
https://www.nhsemployers.org/tchandbook/part-3-terms-and-conditions-of-service/section-15-leave-and-pay-for-new-parents-england-and-wales
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Appendix 1 SPL forms (Adoption) 

These forms need to be completed to enable assessment of your eligibility and related entitlements. 
It should be sent to the HR transactional team or Medical recruitment team either by post or 
scanned and sent by email to hrtransactionalteam@uhl-tr.nhs.uk or a medical recruitment lead at 
the earliest opportunity. 
What forms need to be completed? 

 Both parents want to take 
SPL 

Just the adopter wants to 
take SPL 

Just the partner wants 
to take SPL 

Form 1 YES YES YES 

Form 2 YES YES NO 

Form 3 NO NO YES 

Form 4 YES NO YES 

Key abbreviations used in these forms: 

SPL Shared Parental Leave 
ShPP Statutory Shared Parental Pay 
SAP Statutory Adoption Pay 

 

Form 1: Curtailment of Adoption Leave and Pay (for Adopter's Employer) 
SECTION A: General (must be completed) 

Please accept this as my notice to curtail my adoption leave and/or SAP. This form is 
accompanied by a notification that either I intend to take SPL and/or ShPP or that my partner 
intends to take SPL and/or ShPP. I understand that my adoption leave will end on the date 
given in Section B and that my SAP will finish on the end date given in Section C, unless my 
notice is revoked or there is no entitlement. 

Adopter’s surname  

Adopter’s first name(s)  

Child’s expected date of placement  

Actual date of child’s placement (if known)  

SECTION B: Curtailing adoption leave (must be completed) 

Date statutory adoption leave started/is intended to start  

Date statutory adoption leave will come to an end  

Total number of weeks of statutory adoption leave that will 
have been taken at the date that statutory adoption leave ends 

 

SECTION C: Curtailing adoption pay (only complete if claiming ShPP) 

Date SAP started/is intended to start  

Date SAP pay will come to an end  

Total number of weeks of SAP that will have been paid at the 
date that SAP ends 

 

SECTION D: Signature (must be completed) 

Signature of adopter  

Date signed  

mailto:hrtransactionalteam@uhl-tr.nhs.uk
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Form 2: Notification that Adopter is intending to take SPL (for Adopter’s Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the adopter taking adoption leave/pay) am entitled to 
and intend to take SPL (and ShPP if section C is completed). 

Adopter’s surname  

Adopter’s first name(s)  

Partner’s surname  

Partner’s first name(s)  

Partner’s address  

Partner’s National Insurance number (State ‘none’ if no 
number is held) 

 

Date adopter was informed of being matched for adoption  

Child’s expected date of placement  

Actual date of child’s placement (if child not yet placed I will 
provide this information as soon as reasonably practicable 
following placement and before I take any SPL) 

 

SECTION B: Adoption Entitlement Details (all answers that apply must be completed) 

Date adopter started (or intends to start) statutory adoption 
leave 

 

Date adopter’s statutory adoption leave ended (or will end)  

Total number of weeks of statutory adoption leave that will 
have been taken at the date that statutory adoption leave ends 

 

Date adopter started (or intends to start) SAP  

Date adopter’s SAP ended (or will end)  

Total number of weeks SAP has been paid or will have been 
paid at date of curtailment 

 

Total number of weeks by which SAP will be reduced (i.e. 39 
weeks minus total number of weeks SAP has been paid or will 
have been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

Total number of weeks of SPL created (52 weeks less total 
number of weeks of adoption leave taken) 

 

Total number of weeks of SPL I (the adopter) intend to take  

Total number of weeks of SPL partner intends to take  

SECTION D: Indication of Adopter’s leave intentions (must be completed but is not 
binding) 

I (the adopter) currently expect to take SPL as follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Amount of ShPP available (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 

number of weeks SAP taken and any ShPP paid from a 
previous notice and revocation) 

 

Total number of weeks of ShPP I (the adopter) intend to take:  

Total number of weeks of ShPP partner intends to take:  
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I (the adopter) currently expect to take ShPP as follows: 

 
 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION F: Adopter's Declaration (must be completed if adopter is entitled to 
adoption leave) 

The following points apply in all circumstances: 

• I am giving notice that I am entitled to and intend to take SPL 
 

• I have been continuously employed for 26 weeks at the end of the week in which I (the 

adopter) was notified of having been matched for adoption 

• I will remain employed with this employer until any period of SPL that I intend to take 
 

• I had (or will have) the main responsibility for the care of the child at the time of the 

child’s placement (along with my partner who has made the declaration below) and I 

intend to care for the child during each week of SPL 

• I am entitled to adoption leave in respect of the child, my adoption leave period is 

reduced and will be available as SPL 

• I will inform my employer immediately if I am no longer responsible for the care of the 

child 

• if my employer asks within 14 days of the date of this notice, I will give my employer 

evidence, in the form of one or more documents issued by the adoption agency that 

matched me with the child, of (i) the name and address of the adoption agency; (ii) the 

date that I was notified of having been matched for adoption with the child; and (iii) the 

date on which the adoption agency expects to place the child with me. 

• I will give my employer the name and address of my partner’s employer or a declaration 

that they do not have an employer if my employer asks for this within 14 days of the date 

of this notice 

• The information provided in this declaration is accurate 
 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 
 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the week in which I (the adopter) was notified of having been matched for 

adoption with the child 

• I am entitled to SAP in respect of the child placed with me, my adoption pay period is 

reduced and the period that remains is available as ShPP 

• I will be absent from work in each week in which I will be paid ShPP and, if I am entitled 

to it, I will be on SPL in those weeks 

• I intend to care for my child and to be absent from work in the weeks I receive ShPP and 

if I am an employee I will be on SPL in those weeks 

• I will remain employed with this employer until before the date of my first period of ShPP 
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• I will immediately inform the person who pays ShPP if I revoke curtailment of my SAP 
 

• The information provided in this declaration is accurate 

Signature of adopter  

Date adopter signed  

 SECTION G: Partner’s Declaration (must be completed) 

• I am the adopter’s spouse, the adopter’s civil partner or the adopter’s partner living with 

them and the child in an enduring relationship 

• I had (or will have) the main responsibility for the care of the child at the time of the 

placement (along with the child’s adopter) 

• I have been employed or self-employed in England, Scotland or Wales in 26 weeks of 

the 66 weeks preceding the week in which the adopter was notified of having been 

matched for adoption with the child 

• I have earned in total at least £390 in 13 weeks of the 66 weeks preceding the week in 

which the adopter was notified of having been matched for adoption with the child 

• I consent to the amount of SPL which the adopter intends to take, as set out in Section D 

above. 

• I consent to the adopter’s employer processing the information I have provided 
 

• I consent to the amount of ShPP which the adopter intends to take, as set out in Section 

E above. 

• The information provided in this declaration is accurate 

Signature of partner  

Date partner signed  
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Form 3: Notice confirming that Partner is taking SPL but Adopter is not (for Adopter’s 
Employer) 

 
SECTION A: General (must be completed) 

Please accept this as notification that I (the adopter) do not intend to take SPL (or ShPP 
where relevant) but that my partner will be. 

Adopter’s surname  

Adopter’s first name(s)  

SECTION B: Confirmation 

• I am either not entitled to SPL (or ShPP where relevant), or I do not intend to take SPL 

(or claim ShPP where relevant) 

• I declare that my partner has given notice to their employer to take SPL and/or ShPP. 
 

• I consent to my partner’s intended claim for SPL and/or ShPP. 

SECTION B: Signature (must be completed) 

Signature of adopter  

Date signed  
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Form 4: Notification that Partner is intending to take SPL (for Partner’s Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the adopter’s partner) am entitled to and intend to 
take SPL (and ShPP if section C is completed). 

Partner’s surname  

Partner’s first name(s)  

Adopter’s surname  

Adopter’s first name(s)  

Adopter’s address  

Adopter’s National Insurance number (State ‘none’ if no 
number is held) 

 

Date adopter was informed of being matched for adoption  

Child’s expected date of placement  

Actual date of child’s placement (if child not yet placed I will 
provide this information as soon as reasonably practicable 
following placement and before I take any SPL) 

 

SECTION B: Adoption Entitlement Details (all answers that apply must be completed) 

Date adopter started (or intends to start) statutory adoption 
leave (if applicable) 

 

Date adopter’s statutory adoption leave ended (or will end) (if 
applicable) 

 

Total number of weeks of statutory adoption leave taken (or 
that will be taken) when statutory adoption leave ends 

 

Date adopter started (or intends to start) SAP (if applicable)  

Date adopter’s SAP ended (or will end) (if applicable)  

Total number of weeks SAP has been paid or will have been 
paid at date of curtailment 

 

Total number of weeks by which SAP will be reduced (i.e. 39 
weeks minus total number of weeks SAP has been paid or will 
have been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

The total number of weeks of SPL created depends on the adopter’s leave and pay 
entitlements: 

• If the adopter was/is entitled to adoption leave and SAP, the total created will be 52 

weeks less any weeks of adoption leave taken 

• If the adopter was/is entitled to adoption leave but not to SAP, the total created will be 52 

weeks less any weeks adoption leave taken 

• If the adopter was/is not entitled to adoption leave but is entitled to SAP, the total created 

will be 52 weeks less any weeks of SAP taken 

Total number of weeks of SPL created (50 max)  

Total number of weeks of SPL I (the partner) intend to take  
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Section D: Indication of Partner’s leave intentions (must be completed but is not 
binding) 

I (the partner) currently expect to take SPL as follows: 

 
 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Amount of ShPP available (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 

number of SAP taken and any ShPP paid from a previous 
notice and revocation) 

 

Total number of weeks of ShPP I (the partner) intend to take:  

Total number of weeks of ShPP adopter intends to take:  

I (the partner) currently expect to take ShPP as follows: 
 
Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION F: Partner’s Declaration (must be completed) 

The following points apply in all circumstances: 

• I am giving notice that I am entitled to and intend to take SPL 
 

• I am the adopter’s spouse, the adopter’s civil partner or the adopter’s partner living with 

them and the child in an enduring relationship 

• I have been continuously employed for 26 weeks at the end of the week in which the 

adopter was notified of having been matched for adoption 

• I will remain employed with this employer until any period of SPL that I intend to take 
 

• I had (or will have) the main responsibility for the care of our child at the time of the 

child’s placement (along with the child’s adopter who has made the declaration below) 

• If my employer asks within 14 days of the date of this notice, I will give my employer 

evidence, in the form of one or more documents issued by the adoption agency that 

matched the adopter with the child, of (i) the name and address of the adoption agency; 

(ii) the date that the adopter and/or I was notified of having been matched for adoption 

with the child; and (iii) the date on which the adoption agency expects to place the child 

with the adopter and/or me. 

• I will give my employer the name and address of the adopter’s employer or a declaration 

that they do not have an employer if my employer asks for this within 14 days of the date 

of this notice 

• I will inform my employer immediately if I am no longer caring for our child 
 

• The information provided in this declaration is accurate 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 
 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the week in which the adopter was notified of having been matched for 

adoption with the child 

• I intend to care for my child and to be absent from work in the weeks I receive ShPP and 
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if I am an employee I will be on SPL in those weeks 
 

• I will remain employed with this employer until before the date of my first period of ShPP 
 

• The information provided in this declaration is accurate 

Signature of partner  

Date partner signed  

 SECTION G: Adopter’s Declaration (must be completed) 

The following points apply in all circumstances: 

• I had (or will have) the main responsibility for the care of the child at the time of the 

placement of the child (along with my partner who has made the declaration above) 

• I am entitled to adoption leave and/or SAP in respect of the child and I have curtailed (or 

will curtail) my entitlement to adoption leave (or I have returned to work) and/or my 

entitlement to SAP. 

• I have been employed or self-employed in England, Scotland or Wales in 26 weeks of 

the 66 weeks preceding the week in which the adopter was notified of having been 

matched for adoption with the child 

• I have earned in total at least £390 in 13 weeks of the 66 weeks preceding the week in 

which I (the adopter) was notified of having been matched for adoption with the child 

• I consent to my partner’s intended SPL as set out in Section D above 
 

• I consent to my partner’s employer processing the information I have provided 
 

• The information provided in this declaration is accurate and meets the notification 

requirements for SPL 

The following points only apply if Section E has been completed: 

• I am entitled to SAP, and I have reduced (or will reduce) the SAP period and the 

remainder will be available as ShPP 

• I consent to my partner’s intended ShPP as set out in Section E above 
 

• I consent to the person who will pay ShPP to my partner or the child’s father processing 

the information I have provided 

• I will immediately inform my partner if I revoke the curtailment of my SAP 
 

• The information provided in this declaration is accurate 

Signature of adopter  

Date adopter signed  



Page 22 of 37 Shared Parental Leave Policy 

V4 Approved by Policy and Guideline Committee on 19 July 2019 Trust Ref: B4/2015                         6 month extension approved by PGC 27.02.23 

 

Next Review: August 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on INsite Documents 

 

Appendix 2 SPL forms (Maternity) 
 

These forms need to be completed to enable assessment of your eligibility and related entitlements. 
It should be sent to the HR transactional team or Medical recruitment team either by post or 
scanned and sent by email to hrtransactionalteam@uhl-tr.nhs.uk or a medical recruitment lead at 
the earliest opportunity. 
What forms need to be completed? 

 Both parents want to take 
SPL 

Just the mother wants to 
take SPL 

Just the partner wants 
to take SPL 

Form 1 YES YES YES 

Form 2 YES YES NO 

Form 3 NO NO YES 

Form 4 YES NO YES 

Key abbreviations used in these forms: 
SPL Shared Parental Leave 
ShPP Statutory Shared Parental Pay 
SMP Statutory Maternity Pay 
MA Maternity Allowance 

 

Form 1: Curtailment of Maternity Leave and Pay (for Mother's Employer) 
SECTION A: General (must be completed) 

Please accept this as my notice to curtail my maternity leave and/or SMP. This form is 
accompanied by notification that either I intend to take SPL and/or ShPP or that my partner 
intends to take SPL and/or ShPP. I understand that my maternity leave will end on the date 
given in Section B and that my SMP will end on the date given in Section C. I understand 
that I can only reinstate my maternity leave if I revoke this notice before the curtailment date 
given in Section B. I understand that I can only reinstate any SMP that I am eligible for if I 
revoke this notice before the end date given in Section C. 

Mother’s surname  

Mother’s first name(s)  

Child’s expected date of birth  

Actual date of child’s birth (if born)  

SECTION B: Curtailing maternity leave (must be completed) 

Date statutory maternity leave started/is intended to start  

Date statutory maternity leave will come to an end  

Total number of weeks of statutory maternity leave that will 
have been taken at the date that statutory maternity leave 
ends 

 

SECTION C: Curtailing maternity pay (only complete if claiming ShPP) 

Date SMP started/is intended to start  

Date SMP will come to an end  

Total number of weeks of SMP that will have been paid at the 
date that SMP ends 

 

SECTION D: Signature (must be completed) 

Signature of mother  

Date signed  

mailto:hrtransactionalteam@uhl-tr.nhs.uk
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Form 2: Notification that Mother is intending to take SPL (for Mother’s Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the mother) am entitled to and intend to take SPL 
(and ShPP if section C is completed). 

Mother’s surname  

Mother’s first name(s)  

Partner’s surname  

Partner’s first name(s)  

Partner’s address  

Partner’s National Insurance number (State ‘none’ if no 
number is held) 

 

Child’s expected date of birth  

Actual date of child’s birth (if child not yet born I will provide 
this information as soon as reasonably practicable following 
birth and before I take any SPL) 

 

SECTION B: Maternity entitlement details (all answers that apply must be completed) 

Date mother started (or intends to start) statutory maternity 
leave 

 

Date mother’s statutory maternity leave ended (or will end)  

Total number of weeks of statutory maternity leave that will 
have been taken at the date that statutory maternity leave 
ends 

 

Date mother started (or intends to start) SMP or MA  

Date mother’s SMP or MA ended (or will end)  

Total number of weeks SMP or MA has been paid or will have 
been paid at date of curtailment 

 

Total number of weeks by which SMP or MA will be reduced 
(i.e. 39 weeks minus total number of weeks SMP or MA has 
been paid or will have been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

Total number of weeks of SPL created (52 weeks less total 
number of maternity weeks taken and any SPL from a 
previous notice and revocation) 

 

Total number of weeks of SPL I (the mother) intend to take  

Total number of weeks of SPL my partner intends to take  

SECTION D: Indication of Mother’s leave intentions (must be completed but is not 
binding) 

I (the mother) currently expect to take SPL as follows: 

 
 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Amount of ShPP available (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 

number of SMP taken and any ShPP paid from a previous 
notice and revocation) 

 

Total number of weeks of ShPP I (the mother) intend to take:  
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Total number of weeks of ShPP my partner intends to take:  

I (the mother) currently expect to take ShPP as follows: 

 
 
 
 

Note: It will usually be helpful to answer this in a “From… To…” format 
 SECTION F: Mother's declaration (must be completed) 

 

The following points apply in all circumstances where a mother is entitled to 
maternity leave: 

• I am giving notice that I am entitled to and intend to take SPL 
 

• I have, or will have, been continuously employed for 26 weeks at the end of the 15th 

week before the week in which the child is due 

• I will remain employed with this employer until any period of SPL that I intend to take 
 

• I had (or will have) the main responsibility for the care of the child at the time of the 

child’s birth (along with my partner who has made the declaration below) 

• I am entitled to maternity leave, my maternity leave period is reduced and the remaining 

weeks are now available as SPL 

• I will inform my employer immediately if I am no longer caring for my child 
 

• I will give my employer a copy of my child’s birth certificate or a declaration of the date 

and place of the birth where no certificate is available if my employer asks for this within 

14 days of the date of this notice 

• I will give my employer the name and address of my partner’s employer or a declaration 

that they do not have an employer if my employer asks for this within 14 days of the date 

of this notice 

• The information provided in this declaration is accurate and meets the notification 

requirements for SPL 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 
 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the 15th week before the expected week of childbirth 

• I am entitled to SMP in respect of the birth of our child, my maternity pay period is 

reduced and the period that remains is available as ShPP 

• I will be absent from work in each week in which I will be paid ShPP and I will be on SPL 

in those weeks (if entitled to SPL) 

• I intend to care for my child in the weeks I receive ShPP 
 

• I will remain employed with this employer until before the date of my first period of ShPP 
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• I will immediately inform the person who will be paying ShPP if I revoke the curtailment 

of my SMP or MA 

• The information provided in this declaration is accurate 

Signature of mother  

Date mother signed  

 SECTION G: Partner’s declaration (must be completed) 

• I am the father of the child, or at the date of the birth I was (or will be) the mother’s 

spouse, the mother’s civil partner and/or the mother’s partner living with her and the child 

in an enduring relationship 

• I had (or will have) the main responsibility for the care of our child at the time of the birth 

(along with the child’s mother) 

• I have been (or will have been) employed or self-employed in England, Scotland or 

Wales in 26 weeks of the 66 weeks before the expected week of birth 

• I have (or will have) earned in total at least £390 in 13 weeks of the 66 weeks before the 

expected week of childbirth 

• I consent to the amount of SPL which the mother intends to take, as set out in Section D 

above. 

• I consent to the mother’s employer processing the information I have provided 
 

• I consent to the amount of ShPP which the mother intends to take, as set out in Section 

E above. 

• The information provided in this declaration is accurate 

Signature of partner  

Date partner signed  



Page 26 of 37 Shared Parental Leave Policy 

V4 Approved by Policy and Guideline Committee on 19 July 2019 Trust Ref: B4/2015                         6 month extension approved by PGC 27.02.23 

 

Next Review: August 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on INsite Documents 

 

Form 3: Notice confirming that Partner is taking SPL but Mother is not (for Mother’s 

Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the mother) do not intend to take SPL (or ShPP 
where relevant) but that my partner will be. 

Mother’s surname  

Mother’s first name(s)  

SECTION B: Confirmation 

• I am either not entitled to SPL (or ShPP where relevant), or I do not intend to take SPL 

(or claim ShPP where relevant) 

• I declare that my partner has given notice to their employer to take SPL and/or ShPP. 
 

• I consent to my partner’s intended claim for SPL and/or ShPP. 

SECTION C: Signature (must be completed) 

Signature of mother  

Date signed  
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Form 4: Notification that Partner is intending to take SPL (for Partner’s Employer) 

 
SECTION A: General (must be completed) 

Please accept this as notification that I (the mother’s partner) am entitled to and intend to 
take SPL (and ShPP if section C is completed). 

Partner’s surname  

Partner’s first name(s)  

Mother’s surname  

Mother’s first name(s)  

Mother’s address  

Mother’s National Insurance number (State ‘none’ if no 
number is held) 

 

Child’s expected date of birth  

Actual date of child’s birth (if child not yet born I will provide 
this information as soon as reasonably practicable following 
birth and before I take any SPL) 

 

SECTION B: Maternity entitlement details (all answers that apply must be completed) 

Date mother started (or intends to start) maternity leave (if 
applicable) 

 

Date mother’s maternity leave ended (or will end) (if 
applicable) 

 

Total number of weeks of maternity leave taken (or that will be 
taken) when maternity leave ends 

 

Date mother started (or intends to start) SMP or MA (if 
applicable) 

 

Date mother’s SMP or MA ended (or will end) (if applicable)  

Total number of weeks SMP or MA has been paid or will have 
been paid at date of curtailment 

 

Total number of weeks by which SMP or MA will be reduced 
(i.e. 39 weeks minus total number of weeks SMP or MA has 
been paid or will have been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

The total number of weeks of SPL created depends on the mothers leave and pay 
entitlements: 

• If the mother was/is entitled to maternity leave and SMP/MA, the total created will be 52 

weeks less any weeks maternity leave taken 

• If the mother was/is entitled to maternity leave but not to SMP or MA, the total created 

will be 52 weeks less any weeks maternity leave taken 

• If the mother was/is not entitled to maternity leave but was entitled to SMP/MA, the total 

created will be 52 weeks less any weeks of SMP/MA that was paid 

• If the mother previously revoked her curtailment notice any SPL that was taken by the 

partner must be deducted 

Total number of weeks of SPL created (50 max)  

Total number of weeks of SPL I (the partner) intend to take  

Total number of weeks of SPL the mother intends to take (if 
applicable) 
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SECTION D: Indication of Partner’s leave intentions (must be completed but is not 
binding) 

I (the partner) currently expect to take SPL as follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Amount of ShPP available (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 

number of SMP/MA taken and any ShPP paid from a previous 
notice and revocation) 

 

Total number of weeks of ShPP I (the partner) intend to take:  

Total number of weeks of ShPP mother intends to take:  

I (the partner) currently expect to take ShPP as follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION F: Partner’s declaration (must be completed) 

 

The following points apply in all circumstances: 

• I am giving notice that I am entitled to and intend to take SPL 

• I am the father of the child, or at the time of the birth I was (or will be) the mother’s 

spouse, the mother’s civil partner and/or the mother’s partner living with her and the child 

in an enduring relationship 

• I have been (or will be) continuously employed for 26 weeks at the end of the 15th week 

before the week in which the child is due 

• I will remain employed with this employer until any period of SPL that I intend to take 

• I had (or will have) the main responsibility for the care of our child at the time of the 

child’s birth (along with the child’s mother who has made the declaration below) 

• I will give my employer a copy of my child’s birth certificate or a declaration of the date 

and place of the birth where no certificate is available if my employer asks for this within 

14 days of the date of this notice 

• I will give my employer the name and address of the mother’s employer or a declaration 

that she does not have an employer if my employer asks for this within 14 days of the 

date of this notice 

• I will inform my employer immediately if I am no longer caring for our child or if my 

partner revokes her notice to curtail her maternity leave or SMP/maternity allowance 

period 

• The information provided in this declaration is accurate and meets the notification 

requirements for SPL 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the 15th week before the expected week of childbirth 

• I intend to care for my child in the weeks I receive ShPP 

• I will be absent from work in each week in which I will be paid ShPP and I will be on SPL 

in those weeks (if entitled to SPL) 
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• I will remain employed with this employer until before the date of my first period of ShPP 
 

• The information provided in this declaration is correct 

Signature of partner  

Date partner signed  

 SECTION G: Mother’s declaration (must be completed) 

 

The following points apply in all circumstances: 

• I had (or will have) the main responsibility for the care of the child at the time of the birth 

(along with my partner who has made the declaration above) 

• I am entitled to maternity leave and/or SMP or MA in respect of the child and I have 

curtailed (or will curtail) my entitlement to maternity leave (or I have returned to work) 

and/or my entitlement to SMP or MA. 

• I have, or will have, been employed or self-employed in England, Scotland or Wales in 

26 weeks of the 66 weeks before the expected week of childbirth 

• I have (or will have) earned in total at least £390 in 13 weeks of the 66 weeks before the 

expected week of birth 

• I will immediately inform my partner if I revoke my notice to curtail my maternity leave or, 

if I am not entitled to maternity leave, my SMP or MA entitlement 

• I consent to my partner’s intended SPL as set out in Section D above 
 

• I consent to my partner’s employer processing the information I have provided 
 

• The information provided in this declaration is accurate and meets the notification 

requirements for SPL 

The following points only apply if Section E has been completed: 

• I am entitled to SMP or MA, and I have reduced (or will reduce) the SMP or MA period 

and the remainder will be available as ShPP 

• I consent to my partner’s intended ShPP as set out in Section E above 
 

• I will immediately inform my partner if I revoke the reduction of my SMP or MA 
 

• I consent to the person who will pay ShPP to my partner or the child’s father processing 

the information I have provided 

• The information provided in this declaration is correct 

Signature of mother  

Date mother signed  
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Appendix 3 SPL forms (for parental order parents entitled to adoption leave and/or pay) 
 

These forms need to be completed to enable assessment of your eligibility and related entitlements. 
It should be sent to the HR transactional team or Medical recruitment team either by post or 
scanned and sent by email to hrtransactionalteam@uhl-tr.nhs.uk or a medical recruitment lead at 
the earliest opportunity. 
What forms need to be completed? 

 Both parents want to take 
SPL 

Just the POP wants to 
take SPL 

Just the partner wants 
to take SPL 

Form 1 YES YES YES 

Form 2 YES YES NO 

Form 3 NO NO YES 

Form 4 YES NO YES 

Key abbreviations used in these forms: 
SPL Shared Parental Leave 
ShPP Statutory Shared Parental Pay 
SAP Statutory Adoption Pay 

 

Form 1: Curtailment of Adoption Leave and Pay (for parental order parent's Employer) 
SECTION A: General (must be completed) 

Please accept this as my notice to curtail my adoption leave and/or SAP. This form is 
accompanied by notification that either I intend to take SPL and/or ShPP or that my partner 
intends to take SPL and/or ShPP. I understand that my adoption leave (if eligible) will finish 
on the end date given in Section B and that my SAP (if eligible) will finish on the end date 
given in Section C, unless I revoke my notice or there is no entitlement. 

Parental order parent’s surname  

Parental order parent’s first name(s)  

Child’s expected date of birth  

Actual date of child’s birth (if born)  

SECTION B: Curtailing adoption leave (must be completed) 

Date statutory adoption leave started/is intended to start  

Date statutory adoption leave will come to an end  

Total number of weeks of statutory adoption leave that will 
have been taken at the date that statutory adoption leave ends 

 

SECTION C: Curtailing adoption pay (only complete if claiming ShPP) 

Date SAP started/is intended to start  

Date SAP pay will come to an end  

Total number of weeks of SAP that will have been paid at the 
date that SAP ends 

 

SECTION D: Signature (must be completed) 

Signature of parental order parent  

Date signed  

Form 2: Notification that parental order parent is intending to take SPL (for parental order 
parent’s Employer) 

 
SECTION A: General (must be completed) 

Please accept this as notification that I (the parental order parent entitled to adoption leave 

mailto:hrtransactionalteam@uhl-tr.nhs.uk
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and/or pay) am entitled to and intend to take SPL (and ShPP if section D is completed). 

Parental order parent’s surname  

Parental order parent’s first name(s)  

Partner’s surname  

Partner’s first name(s)  

Partner’s address  

Partner’s National Insurance number (State ‘none’ if no 
number is held) 

 

The date the parental order was granted (if applicable and if it 
has been granted) 

 

Child’s expected date of birth  

Actual date of child’s birth (if child not yet born I will provide 

this information as soon as reasonably practicable following 
birth and before I take any SPL) 

 

SECTION B: Adoption Entitlement Details (all answers that apply must be completed) 

Date parental order parent started (or intends to start) 
statutory adoption leave 

 

Date statutory adoption leave ended (or will end)  

Total number of weeks of statutory adoption leave that will 
have been taken at the date that statutory adoption leave ends 

 

Date parental order parent started (or intends to start) SAP  

Date SAP ended (or will end)  

Total number of weeks SAP has been paid or will have been 
paid at date of curtailment 

 

Total number of weeks that SAP will be reduced (i.e. 39 weeks 
minus total number of weeks SAP has been paid or will have 
been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

Total number of weeks of SPL created (52 weeks less total 
number of weeks of adoption leave taken) 

 

Total number of weeks of SPL I (the parental order parent) 
intend to take 

 

Total number of weeks of SPL my partner intends to take  

SECTION D: Indication of parental order parent’s leave intentions (must be completed 
but is not binding) 

I (the parental order parent entitled to adoption leave) currently expect to take SPL as 
follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Amount of ShPP available (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 
number of SAP taken and any ShPP paid from a previous 
notice and revocation) 

 

Total number of weeks of ShPP I (the parental order parent) 
intend to take: 

 

Total number of weeks of ShPP my partner intends to take:  

I (the parental order parent entitled to SAP) currently expect to take ShPP as follows: 
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Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION F: Parental order parent’s Declaration (must be completed) 

 

The following points apply in all circumstances: 

• I am giving notice that I am entitled to and intend to take SPL 

• I have, or will have, been continuously employed for 26 weeks at the end of the 15th 

week before the week in which the child is due 

• I will remain employed with this employer until any period of SPL that I intend to take 

• I had (or will have) the main responsibility for the care of the child at the time of the 

child’s birth (along with my partner who has made the declaration below) 

• I am entitled to adoption leave in respect of my child, my adoption leave period will be 

reduced and the remainder will be available as SPL 

• I will inform my employer immediately if I am no longer responsible for the care of the 

child 

• I enclose a statutory declaration that I meet the requirements to be a parental order 

parent (unless I have already supplied this to my employer or I already have a parental 

order for my child) 

• I will give my employer the name and address of my partner’s employer or a declaration 

that they do not have an employer if my employer asks for this within 14 days of the date 

of this notice 

• The information provided in this declaration is accurate 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the 15th week before the expected week of childbirth 

• I am entitled to SAP in respect of the child, my adoption pay period is reduced and the 

period that remains is available as ShPP 

• I will be absent from work in each week in which I will be paid ShPP and I will be on SPL 

in those weeks 

• I intend to care for my child and will be absent from work in the weeks I receive ShPP 

and I will be on SPL during those weeks if I am an employee 

• I will remain employed with this employer until before the date of my first period of ShPP 

• I will immediately inform the person paying ShPP if I revoke the curtailment of my 

adoption pay 

• The information provided in this declaration is accurate 

Signature of parental order parent  

Date parental order parent signed  

SECTION G: Partner’s Declaration (must be completed) 
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• I am the parental order parent’s spouse, civil partner or partner living with them and the 

child in an enduring relationship 

• I had (or will have) the main responsibility for the care of the child at the time of the birth 

(along with the parental order parent) 

• I have been employed or self-employed in England, Scotland or Wales in 26 weeks of 

the 66 weeks preceding the expected week of birth 

• I have earned in total at least £390 in 13 weeks of the 66 weeks preceding the expected 

week of childbirth 

• I consent to the amount of SPL which the parental order parent intends to take, as set 

out in Section D above 

• I consent to the parental order parent’s employer processing the information I have 

provided 

• I consent to the amount of ShPP which the parental order parent intends to take, as set 

out in Section E above. 

• The information provided in this declaration is accurate 

Signature of partner  

Date partner signed  
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Form 3: Notice confirming that Partner is taking SPL but the parental order parent is not (for 

parental order parent’s Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the parental order parent) do not intend to take SPL 
(or ShPP where relevant) but that my partner will be. 

Parental order parent’s surname  

Parental order parent’s first name(s)  

SECTION B: Confirmation 

• I am either not entitled to SPL (or ShPP where relevant), or I do not intend to take SPL 

(or claim ShPP where relevant) 

• I declare that my partner has given a notice to their employer to take SPL and/or ShPP. 
 

• I consent to my partner’s intended claim for SPL and/or ShPP. 

SECTION B: Signature (must be completed) 

Signature of parental order parent  

Date signed  
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Form 4: Notification that Partner is intending to take SPL (for Partner’s Employer) 
 

SECTION A: General (must be completed) 

Please accept this as notification that I (the partner) am entitled to and intend to take SPL 
(and ShPP if section E is completed). 

Partner’s surname  

Partner’s first name(s)  

Parental order parent’s surname  

Parental order parent’s first name(s)  

Parental order parent’s address  

Parental order parent’s National Insurance number (State 
‘none’ if no number is held) 

 

The date the parental order was granted (if it has been 
granted) 

 

Child’s expected date of birth  

Actual date of child’s birth (if child not yet born I will provide 
this information as soon as reasonably practicable following 
birth and before I take any SPL) 

 

SECTION B: Adoption Entitlement Details (all answers that apply must be completed) 

Date parental order parent started (or intends to start) 
statutory adoption leave (if applicable) 

 

Date parental order parent’s statutory adoption leave ended 
(or will end) (if applicable) 

 

Total number of weeks of statutory adoption leave taken (or 
that will be taken) when statutory adoption leave ends 

 

Date parental order parent started (or intends to start) SAP (if 
applicable) 

 

Date SAP ended (or will end) (if applicable)  

Total number of weeks SAP has been paid or will have been 
paid at date of curtailment 

 

Total number of weeks by which SAP will be reduced (i.e. 39 
weeks minus total number of weeks SAP has been paid or will 
have been paid at date of curtailment) 

 

SECTION C: Amount of SPL available (must be completed) 

The total number of weeks of SPL created depends on the parental order parent’s leave and 
pay entitlements: 

• If the parental order parent was/is entitled to adoption leave and SAP, the total created 

will be 52 weeks less any weeks adoption leave taken 

• If the parental order parent was/is entitled to adoption leave but not to SAP, the total 

created will be 52 weeks less any weeks adoption leave taken 

• If the parental order parent was/is not entitled to adoption leave but is entitled to SAP, 

the total created will be 52 weeks less any weeks SAP 

Total number of weeks of SPL created (50 max)  

Total number of weeks of SPL I (the partner) intend to take  

Total number of weeks of SPL the parental order parent 
intends to take (if applicable) 
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Section D: Indication of Partner’s leave intentions (must be completed but is not 
binding) 

I (the partner) currently expect to take SPL as follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION E: Shared parental pay (only complete if claiming ShPP) 

Total number of weeks of ShPP created (39 weeks less total 
number of SAP taken and any ShPP paid from a previous 
notice and revocation) 

 

Total number of weeks of ShPP I (the partner) intend to take:  

Total number of weeks of ShPP parental order parent intends 
to take: 

 

I (the partner) currently expect to take ShPP as follows: 

 
 

Note: It will usually be helpful to answer this in a “From… To…” format 

SECTION F: Partner’s Declaration (must be completed) 

 

The following points apply in all circumstances: 

• I am giving notice that I am entitled to and intend to take SPL 

• I am the parental order parent’s spouse, civil partner or partner living with them and the 

child in an enduring relationship 

• I have been continuously employed for 26 weeks at the end of the 15th week before the 

expected week of childbirth 

• I will remain employed with this employer until any period of SPL that I intend to take 

• I had (or will have) the main responsibility for the care of our child at the time of the 

child’s birth (along with the parental order parent who has made the declaration below) 

• If available, I will give my employer evidence in the form of a parental order if my 

employer asks for this within 14 days of the date of this notice 

• I enclose a statutory declaration that my partner and I meet the requirements to be a 

parental order parent (unless I have already supplied this to my employer or I already 

have a parental order for my child)I (or my partner) have given a period of SPL notice 

• I will give my employer the name and address of the parental order parent’s employer or 

a declaration that they do not have an employer if my employer asks for this within 14 

days of the date of this notice 

• I will inform my employer immediately if I am no longer caring for our child 

• The information provided in this declaration is accurate and meets the notification 

requirements for SPL 

The following points only apply if Section E has been completed: 

• I am giving notice that I am entitled to and intend to take ShPP 
 

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks leading up 

to the end of the 15th week before the expected week of childbirth 

• I intend to care for my child and will be absent from work in the weeks I receive ShPP 



Page 37 of 37 Shared Parental Leave Policy 

V4 Approved by Policy and Guideline Committee on 19 July 2019 Trust Ref: B4/2015                         6 month extension approved by PGC 27.02.23 

 

Next Review: August 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on INsite Documents 

 

and I will be on SPL during those weeks if I am an employee 
 

• I will remain employed with this employer until before the date of my first period of ShPP 
 

• The information provided in this declaration is correct 

Signature of partner  

Date partner signed  

 SECTION F: Parental order parent’s Declaration (must be completed) 

 

The following points apply in all circumstances: 

• I had (or will have) the main responsibility for the care of the child at the time of the birth 

(along with my partner who has made the declaration above) 

• I am entitled to adoption leave and/or SAP in respect of the child and I have curtailed (or 

will curtail) my entitlement to adoption leave (or I have returned to work) and/or my 

entitlement to SAP. 

• I have been employed or self-employed in England, Scotland or Wales in 26 weeks of 

the 66 weeks preceding the expected week of childbirth 

• I have earned in total at least £390 in 13 weeks of the 66 weeks preceding the expected 

week of birth 

• I consent to my partner’s intended SPL as set out in Section D above 

• I consent to my partner’s employer processing the information I have provided 

• The information provided in this declaration is accurate 

 

The following points only apply if Section E has been completed: 

• I am entitled to SAP, and I have reduced (or will reduce) the SAP period and the 

remainder will be available as ShPP 

• I consent to my partner’s intended ShPP as set out in Section E above 

• I consent to the person who will pay ShPP to my partner processing the information I 

have provided 

• I will immediately inform my partner if I revoke the curtailment of my adoption pay 
 

• The information provided in this declaration is accurate 

Signature of parental order parent  

Date signed  

 


