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How to : Apply for Shared Parental Leave (SPL) and Shared Parental Pay (ShPP)
Do you meet the criteria? See the Shared Parental Leave Provisions and FAQs for further information 

· Part 1 is the Notice of Intention that you are entitled to, and wish to take, SPL 

· Part 2 is the Notice of Entitlement and Intention to receive Shared Parental Pay (ShPP) 

The dates you provide in both parts will be treated as non-binding until you submit Part 3 – Period of Leave Notice for Shared Parental Leave 


· You are encouraged to discuss your plans with your line manager during this time so you are both able to consider fully how your SPL period (s) may be managed 
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STEP 4





If you have booked your leave in a single block, and given 8 weeks’ notice, you have the right to take the leave on the dates you specified. 





If you have applied for discontinuous periods of leave, your line manager has 2 weeks (2 weeks discussion period) from the date they received your notification to either: 











Agree to leave pattern proposed.





Refuse the discontinuous periods requested





Propose alternative dates.





Do you agree to alternative dates?








Do you withdraw notice? 





Your SPL/ShPP begins on 1st date in notice (Step 3). 





You decide to withdraw notice and re-submit a new leave pattern using the �HYPERLINK "http://nww2.nphs.wales.nhs.uk:8080/PHWHumanResourcesDocs.nsf/($All)/C2DF7E6D449CDF1D80257E1A003C066C/$File/Variation%20of%20Period%20of%20Leave%20Notice%20Form%20V1.doc?OpenElement"��Variation of Period of Leave Notice Form� 





* You should think carefully before submitting any applications to vary or cancel a period of leave notice as there is a maximum of three requests for variation of leave that you can make, which includes the initial Period of Leave notice for SPL request form submitted in Step 3* 

















If you and your manager don’t reach agreement, SPL/ShPP to start in a continuous block on a date chosen by you.  








Leave/pay begins on agreed date. 





Have you notified the chosen start date to your manager within 5 days of the end of the 2 week discussion period i.e. within 19 calendar days of Step 3?


 





Continuous block of leave must start on the start date of the first period of leave in Step 3.








Is the date chosen by you at least 8 weeks before the date given to your line manager in Step 3? 



































STEP 3





Submit �HYPERLINK "http://nww2.nphs.wales.nhs.uk:8080/PHWHumanResourcesDocs.nsf/($All)/760AE4F228340B5580257E1A003BA139/$File/Shared%20Parental%20Leave%20Application%20Form%20V1.doc?OpenElement"��Shared Parental Leave Application Form – Part 3� Period of Leave Notice for Shared Parental Leave to your Line Manager who will then provide to the Central HR Team 





STEP 1





Submit �HYPERLINK "http://nww2.nphs.wales.nhs.uk:8080/PHWHumanResourcesDocs.nsf/($All)/760AE4F228340B5580257E1A003BA139/$File/Shared%20Parental%20Leave%20Application%20Form%20V1.doc?OpenElement"��Shared Parental Leave Application Form – Parts 1 and 2� to your Line Manager who will authorise and return to you





STEP 2:  at least 8 weeks before you intend commencing ShPL





Submit  �HYPERLINK "http://nww2.nphs.wales.nhs.uk:8080/PHWHumanResourcesDocs.nsf/($All)/DAE0AB11CF5E222C80257E1A0039B4AA/$File/Notice%20to%20Curtail%20or%20Reduce%20Maternity%20or%20Adoption%20Leave%20V1.doc?OpenElement"��Notice to Curtail or Reduce Maternity/Adoption Leave Form � to your Line Manager 












