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1. Introduction 
 
This guidance outlines the statutory right to take Shared Parental Leave (SPL) to care 
for a child.  It also outlines the arrangements and notification requirements before a 
period of SPL and the entitlement to pay during SPL. 
 
SPL allows employees with parenting responsibilities for babies or newly adopted 
children the opportunity to share leave should they wish to do so, as long as the 
combined leave does not exceed a total of 52 weeks (less any 
maternity/adoption/surrogacy leave already taken). 
 
There is no provision for parents having a child via a surrogacy arrangement under 
this legislation; however, this scheme affords surrogate parents the same rights as 
adoptive parents.  Therefore, where reference is made to adoption leave/pay or 
adoptive parents this also applies to parents having a child via a surrogacy 
arrangement. 
 
 

2. Eligibility Criteria 
 
To be entitled to SPL an employee must: 
 

 be the mother, father, or main adopter of the child, or the partner of the mother or 
main adopter (each will be referred to in this scheme as a parent) 

 have (or share with the other parent) the main responsibility for the care of the 
child 

 have at least 26 weeks’ continuous service at the 15th week before the expected 



https://www.gov.uk/shared-parental-leave-and-pay
https://www.gov.uk/shared-parental-leave-and-pay
https://www.gov.uk/shared-parental-leave-and-pay
https://www.gov.uk/shared-parental-leave-and-pay
http://www.gov.uk/
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Employees who have completed one year’s continuous service (or more) at the 
beginning of the 15th week before the expected week of childbirth/week in which they are 
notified of being matched with a child for adoption. 
 

 

https://www.gov.uk/shared-parental-leave-and-pay
https://www.gov.uk/shared-parental-leave-and-pay
http://www.gov.uk/
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contractual) entitlements to other types of leave and pay can be discussed, and to 
ensure that plans for any discontinuous periods of leave can be considered as early 
as possible. 
 
 

6. Shared Parental Leave Conditions 
 
A parent has the option to choose SPL at any time whilst they are eligible (within a 
year of the birth/adoption) as long as they can meet the notification requirements of 
at least 8 weeks before the start date. 
 
A maximum of 3 separate notifications can be given for SPL. 
 
Parents do not have to be working for the same employer to be eligible. 
 
A mother/main adopter can only share parental leave with one other person. 
 
It should be noted that SPL can only be used by the mother/main adopter after they 
have either returned to work, or given notice that reduces their maternity/adoption 
leave, confirming when the maternity/adoption leave will come to an end in the form 
of a ‘maternity curtailment notice’.  This Notice is binding and cannot be withdrawn 
except in the following circumstances: 
 

 If it becomes apparent that neither parent is entitled to SPL or ShPP. 

 If the curtailment notice was given before the birth and is revoked within 6 weeks 
of the birth (in this case another curtailment notice can be submitted). 

 If the other parent dies. 
 
Once the mother has brought forward the date on which her maternity leave period 
ends, the untaken weeks of maternity leave are available to be taken as shared 
parental leave.  If she gives notice to curtail her leave on a future date, then, provided 
the eligibility criteria are satisfied, her partner can start taking shared parental leave 
whilst she` is still on maternity leave. 
 
 

7. Notice of Entitlement and Intention 
 
The notification requirements for SPL and ShPP are very specific and detailed.  
Employees will need to complete form SPL1 as fully as possible which has been 
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If no agreement is reached within two weeks of the period of leave notice being 
submitted the employee can: 
 

 take the leave requested in one continuous block, beginning on the original start 
date 

 take a continuous block of leave starting on a new date, as long as the new date 
is later than the original start date and the Council/School is notified of the new 
date within five days of the two week period referred to above 

 withdraw the request at any time up to the 15th day after it was originally made.  If 
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10. When Shared Parental Leave and Pay can be 
taken 
 
Shared Parental Leave and Pay cannot begin before the birth (or placement for 
adoption) and must be taken within 1 year of the birth or the date that the child was 
placed with the family (i.e. the day before the child’s first birthday or the first 
anniversary of the placement of an adopted child). 
 
 

11. Shared Parental Leave - Keeping in touch days 
(SPLIT Days) 
 
The Council/School
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Further information regarding the effect of SPL on pension contributions can be found 
on the following websites: 
 

 LGPS: https://www.lgpsmember.org/your-pension/paying-in/if-you-are-away-
from-work/ 

 TPS: https://www.teacherspensions.co.uk/members/working-life/life-
events/family-leave.aspx 

 Or by emailing pensions@blaenau-gwent.gov.uk 
 

 

14. Annual Leave and Bank Holidays 
 
An employee will continue to accrue annual leave and bank holiday entitlement during 
periods of SPL, in line with existing arrangements outlined in the Maternity and 
Adoption/Surrogacy Leave policies. 
 
 

15. Salary sacrifice 
 
Arrangements will be made with the employee, if required, to ensure that any salary 
sacrifice schemes continue during the period of SPL as part of their continuing 
contractual benefits and in line with similar arrangements for Maternity and Adoption 
leave. 
 
 

16. Protection from Redundancy 
 
The Maternity Leave, Adoption Leave and Shared Parental Leave (Amendment) 
Regulations 2024 extend the period of time during which certain employees are 
entitled to be offered a suitable alternative vacancy if they would otherwise be made 
redundant. 
 
Employees who take a period of Shared Parental Leave of 6 weeks or more beginning 
on or after 6 April 2024 will be protected during their Shared Parental Leave and for 
18 months from the date of childbirth or placement.  Employees who take a period of 
Shared Parental Leave of less than 6 weeks beginning on or after 6 April 2024 will 

https://www.lgpsmember.org/your-pension/paying-in/if-you-are-away-from-work/
https://www.lgpsmember.org/your-pension/paying-in/if-you-are-away-from-work/
mailto:pensions@blaenau-gwent.gov.uk
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21. Shared Parental Leave Steps 
 

SPL Steps Employee Employer 
Step 1: 

Becoming aware of a 
pregnancy or match 

Is SPL suitable? 
Consider what leave arrangements 

work best. 

Is employee eligible? 
Discuss intentions with employee and 

other leave options. 

Step 2: 
Choosing SPL and 

notification of entitlement 
Notify Manager of eligibility. Make early preparations and plans. 

Step 3: 
Notification of a leave 

booking 

Request leave by submitting form 
SPL1 to Manager (giving at least 8 

weeks notice). 

Consider impact of leave request and 
forward completed SPL1 form to OD 

Division. 

Step 4: 
Request further blocks of 

leave 

Form SPL4 can be used at a later 
date for up to 2 further blocks of 

leave (min. 8 weeks’ notice). 

If approved, submit form SPL4 to OD 
Division. 

Step 5: 
Outcome 

If approved, leave begins or the 
request is withdrawn. 

Confirm and communicate outcome. 

 
 

22. Manager’s Checklist 
 
 Has the Employee been signposted to the Employee’s Guidance document? 
 
 Has a meeting been arranged to discuss possible leave? 
 
 Has contact during SPL been discussed? 
 
 Does the employee meet the eligibility criteria? (see page 3) 
 
 Has the employee correctly completed Form SPL1?  Including has 

maternity/adoption/ surrogacy leave/pay ended or has a date been confirmed 
when it will be curtailed?  How much SPL does the employee have available to 
take? 

 
 How many notices to book leave are remaining? (maximum of 3 which must be 

booked using Form SPL4) 
 
If discontinuous leave has been requested: 
 Has a response to the notice to book discontinuous SPL been given within 14 

calendar days? 
 
 If the leave request has been refused, have you written to explain the reason why? 
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23. Employee’s Checklist 
 
 Do you meet the eligibility criteria? (see page 2) 
 
 If you are the Mother/Primary Adopter and have less than 1 year’s continuous 

service and intend taking SPL before the 7th week following the birth/placement, 
do you understand the financial implications? 

 
 If you are the Mother/Primary Adopter and have more than 1 year’s continuous 

service and intend taking SPL before the 19th week following the birth/placement, 
do you understand the financial implications? 

 
 Have you arranged to meet your Manager to discuss possible leave and how 

contact during SPL will be carried out? 
 
 Have you completed Form SPL1? 
 
 Are dates of all 3 blocks of SPL included in Form SPL1?  If no, future blocks must 

be requested using Form SPL4, giving at least 8 weeks’ notice. 
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25. Varying a Period of Leave 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

26. Frequently Asked Questions 
 

What is Shared Parental Leave? 

Shared Parental Leave (SPL) allows employees with parenting responsibilities the 
opportunity to share up to 50 weeks’ leave. 
 
The same opportunity is also available for employees intending to parent via a legal 
surrogacy arrangement. 
 
Please note that references in this document to adoption also apply to surrogacy. 

 
 

What are the benefits of SPL? 

SPL will enable eligible mothers, fathers, partners and adopters to choose how to share 
time off work after their child is born or placed for adoption.  This could mean that the 
mother or adopter shares some of the leave with her partner, perhaps returning to work 
for part of the time and then resuming leave at a later date. 
 
It is designed to give parents more flexibility in how to share the care of their child in the 
first year following birth or adoption.  Parents will be able to share leave, can decide to be 
off work at the same time and/or take it in turns to have periods of leave to look after the 
child. 

 
 

Employee can submit a request to vary leave in the following ways: 

 
a) vary the start or end date. 
b) 



 

17 

Who is eligible for SPL? 

To be entitled to SPL an employee must: 
 

 be the mother, father, or main adopter of the child, or the partner of the mother or 
main adopter. 

 have (or share with the other parent) the main responsibility for the care of the child. 

 have at least 26 weeks’ continuous service at the 15th week before the expected 
week of birth or at the week in which the main adopter was notified of having been 
matched for adoption with the child (known as the relevant week). 

 still be in continuous employment until the week before any SPL is taken. 
 
In addition the other parent must: 
 

 have at least 26 weeks’ employment (employed or self-employed) out of the 66 
weeks prior to the relevant week of confinement. 

 have average weekly earnings of at least £30 during at least 13 of the 66 weeks 
prior to the relevant week. 

 
If the other parent meets these conditions, but does not qualify for SPL themselves, the 
council employee may still be entitled to the whole SPL period. 

 
 

What options of SPL are available? 

SPL can: 
 

 Start on any day of the week. 

 Only be taken in complete weeks (e.g. starts on Tuesday and finishes following 
Monday). 

 Be taken in up to three separate blocks of leave.  If each block of leave is 
continuous (e.g. SPL 27/7/23-30/9/23) these are statutorily entitled to be taken, 
provided the appropriate notice and eligibility criteria have been met. 

 If the leave in each block is discontinuous (e.g. SPL 27/7/23 to 15/8/23, back in 
work 16/8/23 to 24/8/23, SPL 25/8/23 to 30/9/23) this has to be agreed and can be 
refused by the Manager. 

 The Manager’s decision will be confirmed in writing, giving the reason if the request 
is refused and there is no right of appeal regarding the decision. 

 Be taken by both parents/partners at the same time as long as the combined leave 
does not exceed a total of 52 weeks. 

 Be taken at separate times by the parents. 
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Form SPL1 – Notice of Entitlement and Intention to take Shared Parental Leave 
THIS FORM SHOULD BE COMPLETED AND RETURNED TO HRpayroll@blaenau-gwent.gov.uk 

(WITH THE MATERNITY CERTIFICATE (FORM MAT B1) IF NOT PREVIOUSLY SUBMITTED WITH A 
MATERNITY/ADOPTION/SURROGACY APPLICATION FORM) 

 
Employees with a child due to be born or placed for adoption or surrogacy on or after 5th April 2015 
who wish to take shared parental leave (SPL) to share the main parenting responsibilities with the 
other parent/partner must submit this form to their Manager at least 8 weeks before the start 
date of the first period of SPL. 
 
To be entitled to SPL you must: 
 

 be the mother, father or main adopter/intended parent of the child, or partner of the mother or 
main adopter/intended parent (referred to in this form as parent) 

 have (or share with the other parent) the main responsibility for the care of the child 

 have at least 26 weeks’ continuous service at the 15th week before the expected week of birth 
or at the week in which the main adopter was notified as having been matched for adoption 
with the child (known as the relevant week) 

 still be in continuous employment until the week before any SPL is taken 
The other parent must have at least 26 weeks employment (employed or self-employed) out of the 66 
weeks prior to the relevant week and have average weekly earnings of at least £30 during at least 13 
of those weeks. 
 

mailto:HRpayroll@blaenau-gwent.gov.uk


 

 

 

Child’s expected date of birth/date of placement for 
adoption: 

 
  

Child’s actual date of birth/date of placement for 
adoption (if known): 

 
  

Start date of mother/main adopter’s/intended parent’s 
maternity/ adoption/surrogacy leave (or pay period *): 

 
  

End date of mother/main adopter’s/ intended parent’s 
maternity/adoption/ surrogacy leave (or pay period *): 

 

 
* the start and end dates of the statutory maternity/adoption/surrogacy pay or maternity allowance 
period if the mother/main adopter/intended parent is not entitled to statutory leave 
 
 

SECTION 2 ð SHARED PARENTAL LEAVE DETAILS 

 
The total amount available is 50 weeks minus the number of weeks leave/pay already taken by the 
mother/main adopter/intended parent according to the dates given in Section 1. 
 

Total number of weeks SPL available:  
  

Number of weeks SPL you intend to take:  
  

Number of weeks SPL the other parent intends to take:  
  

Indication of start and end dates of 
SPL that you intend to take.  This 
indication is non-binding.  You must 
submit a formal period of leave notice 
for each period of SPL you wish to 
request for it to be binding.  Complete 
the section below if you wish your 
request for any/all of these periods of 
leave to be treated as a period of 
leave notice. 

 

      

Do you wish the dates indicated for the period/s of leave to constitute a formal (binding) period of 

leave notice? Yes  No  Yes for the following dates only: 
 

 

 
  





 

 

If you are the mother or main adopter or intended parent: 
 

 I have submitted a curtailment of maternity/adoption/surrogacy leave notice by completing 
Section 4 above. 
 

Signature:  Date:  

 
 

SECTION 6 ð DECLARATION OF OTHER PARENT 

 

Name:  
  

Address:  

  

National Insurance Number:  

 
I confirm that I meet the following conditions: 
 

 I have at least 26 weeks employment (employed or self-employed) out of the 66 weeks prior to 
-the 15th week before the expected date of birth or at the week in which the main adopter was 
notified as having been matched for adoption with the child (known as the relevant week). 
 

 I have average weekly earnings of at least £30 during at least 13 weeks of the 66 weeks prior 
to the relevant week. 
 

 I agree to inform your employee immediately if I cease to meet the two conditions above. 
 

 I consent to your employee taking SLP and ShPP as set out in Sections 2 and 3 above. 
 

If you are the mother/main adopter/intended parent: 
 

 I have curtailed my maternity leave and pay/adoption/surrogacy leave and pay/maternity 
allowance or will have done so by the time your employee starts SPL. 



mailto:HRpayroll@blaenau-gwent.gov.uk
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Form SPL4 – Shared Parental Leave Period of Leave of Notification 
THIS FORM SHOULD BE COMPLETED AND RETURNED TO HRpayroll@blaenau-gwent.gov.uk 

 

SECTION 1 ð PERSONAL DETAILS 
 

Full Name:  
  

Home Address:  

     

Telephone Number -  Home:  Work:  
  

Designation:  
  

Place Of Work:  
  

Staff Number:  
  

N.I. Number:  

 
 

SECTION 2 ð SHARED PARENTAL LEAVE DETAILS 

The total amount available is 50 weeks minus the number of weeks leave/pay already taken by the 
mother/main adopter/intended parent. 

Total number of weeks SPL available:  
  

Number of weeks SPL you intend to take:  

 

mailto:HRpayroll@blaenau-gwent.gov.uk

