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Definitions  
 
Average Weekly Earnings (AWE) For these purposes, pay is averaged out over 

a period of at least eight weeks ending with the 
employee's last normal payday falling on or 
before the end of the 'relevant week'. The 
precise period over which the earnings are 
averaged out depends on when the 
employee's normal payday falls. The 'relevant 
week' is the Qualifying Week. 
 

Benefits (maternity or adoption) 
 

A collective term to refer to maternity/adoption 
leave and statutory maternity/adoption pay. 
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Parent 
 

One of two people who will share the main 
responsibility for the child's care at the time of 
the birth/adoption and who may be either the 
mother, the father, the mother's partner if not 
the biological father, or a person who has been 
matched with a child for adoption. 
 
A parent may also be someone who is eligible 
for a parental order in a surrogacy 
arrangement. 
 

Partner Spouse, civil partner or someone living with 
another person in an enduring family 
relationship, but not a sibling, child, parent, 
grandpar
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1 Policy statement  
 
1.1 The university wishes to support all employees in managing their work, family and other 

non-work commitments 
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4 Procedure  for taking Shared Parental Leave  
 
4.1 If you are eligible for and wish to take Shared Parental Leave (ShPL) and Shared Parental 

Pay (ShPP), or if you wish to enable your eligible partner to take ShPL/ShPP from their 
employer, you must follow a two-stage process as set out below. 

 
Stage 1: Opting in to Shared Parental Leave  

 
Ending or reducing (‘curtailing’) maternity/adoption leave and pay 

 
4.2 The mother/primary adopter may end their maternity/adoption leave by returning to work 

before the end of the maternity/adoption leave period. The mother/primary adopter will need 
to provide their employer with at least eight weeks’ written notice of their return to work (or 
at least nine weeks’ written notice before the end of the full 52 week leave period). The 
mother/primary adopter will need to give at least eight weeks’ written notice to end their 
maternity/adoption pay (or at least nine weeks’ written notice before the end of the full 39 
week pay period).2 The mother/primary adopter will not, except in very limited 
circumstances (see 4.6), be able to re-start maternity/adoption leave/pay once it has ended. 
 

4.3 Alternatively, the mother/primary adopter may reduce their entitlement to maternity/adoption 
benefits by giving at least eight weeks’ written notice to their employer to curtail their 
benefits at a specified future date (or at least nine weeks’ written notice before the end of 
the full 39 week pay or full 52 week leave period) – this is called a ‘curtailment notice’. (See 
Template: Maternity/adoption leave/pay curtailment notice). The notice must state the date 
that maternity/adoption benefits will end. They can provide the written 
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b) (for mothers only) if you gave the curtailment notice before giving birth, you can revoke it 
in writing up to eight weeks after it was given, or up to six weeks after birth, whichever is 
later3, or 

c) if the other parent has died. 
 

4.7 Once you have revoked a curtailment notice you will not be able to opt back in to 
ShPL/ShPP in respect of the same child or partner, unless the revocation was given in the 
circumstances in 4.6b). 
 

4.8 If you revoke a curtailment notice you will remain on maternity/adoption leave irrespective of 
any ShPL your partner may already have taken. 

 
4.9 Where a mother revokes a curtailment notice in the circumstances described in 4.6b), their 

partner’s entitlement to ShPL and ShPP stops with immediate effect. Both parents must 
inform their respective employers of the change in circumstances if they have notified 
entitlement to ShPL. If you are the mother’s/primary adopter’s partner and you have already 
started taking ShPL or agreed a period of ShPL that is due to start within eight weeks 
following the revocation, you may be required to remain absent from work on unpaid ShPL 
for some or all of this period; normally this will be where the university has put in place 
cover arrangements for the planned period of ShPL and will need a minimum period of 
notice in order to bring those cover arrangements to an end. 

 
4.10 If you wish to revoke a curtailment notice, you will need to confirm this in writing to the 

university. 
 

Notice of entitlement and intention to take Shared Parental Leave  
 

4.11 You must also give a notice of entitlement and intention to take Shared Parental Leave, or a 
declaration that your partner has given their employer notice of their entitlement to Shared 
Parental Leave and you consent to the leave your partner intends to take. 
 

4.12 Within this notice, you should give an indication of the pattern of leave you are thinking of 
taking, including suggested start and end dates for each period of leave. This indication 
will not be binding at this stage, but you should give as much information as you can 
about your future intent ions (see Discussing intentions early on). 

 
See form: Notice of entitlement and intention to take Shared Parental Leave.  
 

Providing evidence of entitlement  
 
4.13 After receiving your notice of entitlement, the university may, within 14 days, ask for the 

following which you will then have 14 days to provide: 
 
a) A copy of the birth certificate or if you have not yet obtained a birth certificate, a signed 

declaration of the child's date and place of birth or, in cases of adoption, one or more 
documents from the adoption agency showing the agency's name and address and the 
expected placement date, and 

b) The name and address of the other parent's employer or a declaration that they have no 
employer. 

                                            
3 Not applicable in cases of adoption 
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c) If you are the mother's/primary adopter’s partner, a written declaration from the mother’s 
/primary adopter’s employer if they have one that the mother/primary adopter has 
curtailed their maternity/adoption leave.  

 
Stage 2: Booking leave  

 
Discussing intentions early on  

 
4.14 Having an early and informal discussion can provide an opportunity for both you and your 

manager to talk about respective preferences regarding when Shared Parental Leave is 
taken. Managers can use this discussion as an opportunity to point out the different options 
such as maternity, paternity or adoption leave, how you intend to take your annual leave 
entitlement, and to ensure you are aware of any other relevant schemes the university has 
in place. It can also be an opportunity to discuss when any discontinuous leave can be best 
accommodated particularly if the requested pattern of leave is dependent on both parents’ 
respective employers agreeing to the proposed pattern of leave. See also Procedure for 
requesting discontinuous periods of ShPL. 
 
Issuing a period of leave notice  
 
See also Flowchart: process for booking Shared Parental Leave 

 
4.15 Having opted into the ShPL system you will need to give a period of leave notice telling the 

university the start and end dates of your leave. This can be given at the same time as your 
opt-in notice, or it can be given later, as long as it is given at least eight weeks before the 
start of your leave. You must also state in your period of leave notice the dates on which 
you intend to claim shared parental pay, if applicable. 
 

4.16 If the child is born eight or more weeks before the EWC, you are able to book a period of 
leave to start within eight weeks of the actual birth if you give the notice as soon as 
reasonably practicable after the child’s actual birth. Where you have not already given a 
notice of entitlement and intention to take Shared Parental Leave in these circumstances, 
then the requirement for eight weeks’ notice before the start date of a period of leave will be 
treated as satisfied if the notice is given as soon as reasonably practicable after the actual 
date of birth.  
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please notify the university in writing of the change as soon as you can. (This also applies if 
the child is placed with you for adoption sooner than originally notified). 
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http://www.lgps24265nXYZ 34 1-work.aspx
https://www.teacherspensions.co.uk/members/the-scheme/active-teacher/if-you-are-off-work.aspx
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may have taken during maternity or adoption leave. KIT days are not compulsory and must 
be discussed and agreed with your manager. 

 
7.3 You will be paid at your normal rate of pay for time spent working on a KIT day and this will 

be inclusive of any shared parental pay entitlement. 
 
7.4 With the agreement of the university, you may use KIT days to work part of a week during 

ShPL and/or to effect a gradual return to work towards the end of a long period of ShPL or 
to trial a possible flexible working pattern. See the university’s Flexible Working Policy . 

 

8 Returning to work  
 
8.1 You are expected to return to work on the next working day following your last day of ShPL, 

unless you notify the university otherwise in accordance with this section or you take a 
period of approved leave (eg annual leave or parental leave) immediately following ShPL. If -0.003 Tc 0.003 Tw 0.2( )5(i)1 (f)-3 (y)-1 ( t)-3 (he )]TJ
-0.0
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Flowchart: Assessing eligibility for Shared Parental Leave  
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Flowchart: process for taking ShPL: birth partner  
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Flowchart: process for taking ShPL: primary adopter 
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Flowchart: process for taking ShPL: adopter’ s partner 
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Flowchart: process for booking Shared Parental Leave  
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Examples  
 
Example A  
Jennifer ends her maternity leave and pay after 14 weeks. The remaining 38 weeks of the total 52 
week maternity leave entitlement will be available for ShPL and the remaining 25 weeks of the 
total 39 week maternity pay entitlement will be available for ShPP. The 38 weeks of ShPL and the 
25 weeks of ShPP can be shared between Jennifer and her partner if they are both eligible. 
 
Example B  
Rob ends his adoption leave after four weeks. The remaining 48 weeks of the total 52 week 
adoption leave entitlement will be available for ShPL and the remaining 35 weeks of the total 39 
week adoption pay entitlement will be available for ShPP.  The 48 weeks of ShPL and the 35 
weeks of ShPP can be shared between Rob and his partner if they are both eligible. 
 
Example C  
Jo gives notice to curtail their maternity leave after 28 weeks. This leaves 24 weeks of ShPL that 
they can share with their partner. This leave is brought forward and Jo’s partner takes two weeks 
Paternity Leave followed by 24 weeks’ ShPL at the same time that Jo is taking their 26 weeks’ 
maternity leave. 
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