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      Human Resources 

MANAGER GUIDANCE ON SHARED PARENTAL LEAVE 

What is Shared Parental Leave and Pay? 

 Shared parental leave is created when a mother or primary adopter chooses to end their 

maternity/adoption leave and pay early, so that the remaining period of leave and pay 

can be shared with the child’s father or their partner (all provisions apply to same sex 

partners).   

 

 A maximum of 50 weeks of shared parental leave and 37 weeks of shared parental pay 

can be created.   

 

 Shared parental leave cannot begin before the birth of the child or placement for 

adoption1 and must be taken by the day before the child’s first birthday or the day before 

the first anniversary of the placement of an adopted child. 

 

 Shared parental leave gives parents greater choice in how they share the care of their 

child in the first year of their life.  It provides mothers and primary adopters the 

opportunity to return to work earlier, as their partner can be on leave caring for their 

child.  Shared parental leave may also enable parents to be on leave simultaneously for 

longer periods of time. 

 

 In addition to shared parental leave, eligible fathers, or the mother, or primary adopter’s 

partner can still take up to two weeks paternity/partner leave.  For further information, 

please see our Paternity/Partner Leave Policy and Procedure:  

https://www.leedsbeckett.ac.uk/staff/files/NN_Paternity-Partner_Leave_Policy__Procedure.pdf 

 Should one of your employees express an interest in taking shared parental leave, please 

contact HR Services, who will be able support and guide you through the process.   

Does my employee qualify for Shared Parental Leave and Pay? 

 Eligibility requirements for shared parental leave and pay are outlined in the Shared 

Parental Leave Policy and Procedure.  

 

                                                            
1 Seek advice from Human Resources, if a foster to adopt arrangement is in place. 

https://www.leedsbeckett.ac.uk/staff/files/NN_Paternity-Partner_Leave_Policy__Procedure.pdf
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 Your employee’s eligibility will depend on whether their partner also meets the 

qualifying conditions for shared parental leave and pay.  

 

 It is therefore your employee’s responsibility to check if they meet the eligibility 

criteria.  If they come to you for guidance, the Government’s interactive tool is useful 

to help calculate whether they are eligible, and if so, how much leave and pay they 

are entitled to: https://www.gov.uk/pay-leave-for-parents  

How is Shared Parental Leave and Pay created? 

 Shared parental leave and pay is created when an eligible mother or primary adopter 

brings forward the date on which their maternity or adoption leave and/or pay period 

ends.  

 

 Shared parental leave and pay is created from the number of untaken weeks of 

maternity or adoption leave and/or pay.  

If an employee is the father or mother/primary adopter’s partner, when can they access 

Shared Parental Leave and Pay? 

 The father or mother/primary adopter’s partner can only access the shared parental 

leave and pay system when the mother or adopter ends or commits to end at a future 

date, their maternity or adoption leave and/or pay.  

 

 Once the mother or primary adopter has ended or committed to end their maternity 

or adoption leave/pay, your employee can then take their share of the leave and/or 

pay anytime following the birth/date of adoption up until their child’s first 

birthday/first anniversary of adoption. 

What is the process when an employee expresses an interest in taking Shared Parental 

Leave? 

 We encourage employees to have early, informal discussions with their managers 

regarding their plans to take shared parental leave.  

 

 Your employee may inform you of their interest in taking shared parental leave as 

soon as they inform you of their pregnancy or plans to adopt, or, at a later date 

following the birth or adoption of their child.  Regardless of when your employee 

notifies you, they are required to give at least 8 weeks’ notice prior to taking any 

period of shared parental leave.  

 

 

https://www.gov.uk/pay-leave-for-parents
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What is a Notification of Entitlement? 

 If your employee decides they wish to take shared parental leave, they and their 

partner must jointly complete a ‘Notification of Entitlement’ form (Appendix 2) of the 

Shared Parental Leave Policy and Procedure and submit this to Human Resources and 

provide you with a copy.  

 

 This notice includes details of the total amount of leave and pay that your employee 

and their partner are entitled to and how much they will each be taking.  It should also 

include a non-binding indication of the dates when your employee would like to take 

leave.  

How much notice is an employee required to give? 

 Your employee is required to provide their Notification of Entitlement at least 8 weeks 

before they intend to take their first period of leave.  

 

 Any subsequent notices to book or alter a period of leave must also be submitted at 

least 8 weeks before the start date of that period of leave.  

How does an employee book periods of Shared Parental Leave? 

 To book a period of leave, an employee must submit their request in writing, 

completing the booking form (Appendix 3) of the Shared Parental Leave Policy and 

Procedure and outlining the start and end dates of their block(s) of leave. 

 

 A single notification may contain a request for continuous or discontinuous leave.  

 

 Your employee may request to take a discontinuous period of leave.  For example, the 

partner of the mother/primary adopter may wish to take 4 weeks of leave 

immediately following their paternity/partner leave, but then choose to return to 

work and not take any further leave until 20 weeks later, when their partner has 

returned to work. 

How many booking notices can my employee submit? 

 Employees can submit up to a maximum of 3 notices to book or vary a previously 

agreed pattern of leave.  Therefore, your employee is entitled to take up to 3 separate 

blocks of leave. 

Does my employee have a right to take the leave they have ‘booked’? 

 Employees that request a single continuous block of leave have the right to take their 

leave on the dates proposed, (providing that they have given 8 weeks’ notice). 
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 A request for leave to be taken in discontinuous blocks can be refused and a meeting 

should be arranged to discuss the request with the employee (see below). 

 

What will happen if my employee submits a notice for a discontinuous period of leave?  

 

 If your employee requests a discontinuous period of leave, you may wish to meet with 

them to discuss their proposed pattern of leave. The meeting should take place within 

14 days of receiving the original leave request.   

 

 By the end of the 14 day discussion period you must accept, reject or propose 

alternative dates for the employee’s period of leave. 

 

 You should discuss your decision with Human Resources prior to informing your 

employee. 

 

Can my employee vary the amount of leave they intend to take or alter a booked period of 

leave? 

 

 If your employee wishes to change the amount of leave they are taking or alter the 

dates of a booked period of leave they can do so by completing the ‘Request to 

Vary/Cancel Shared Parental Leave’ form (Appendix 4) of the Shared Parental Leave 

Policy and Procedure.  They should submit this to Human Resources and also provide 

you with a copy.  

What do I need to do? 

 Please make yourself familiar with the content of our Shared Parental Leave Policy and 

Procedure. 

 

 If one of your employees expresses interest in taking shared parental leave or provides 

you with a Notification of Entitlement, please contact HR Services who will be pleased 

to support you through the process.  

 

 

 

 

https://www.leedsbeckett.ac.uk/staff/files/NN_Shared_Parental_Leave_Policy__Procedure_(2).pdf
https://www.leedsbeckett.ac.uk/staff/files/NN_Shared_Parental_Leave_Policy__Procedure_(2).pdf

