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Employee Draft 

Notice booking a period of SPL (period of leave notice)
These are the letters needed to give your line manager notification that you are taking a period of Shared Parental Leave (SPL). The letters can also be used to indicate if you wish to take Shared Parental Pay (ShPP) for any of the dates you have specified.

	What letter needs to be completed?

	Notice booking a period of continuous SPL
	Complete this if you want to book a period of SPL that is taken in one block. Your line manager must accept this, although they can discuss it with you.

	Notice booking a period of discontinuous SPL
	Complete this if you want to book in a single notice SPL weeks that are arranged around some weeks where you want to work and some weeks where you want to take SPL. Your line manager can refuse this or discuss it with you. However, if you do not reach an agreement with your line manager, please speak to your HR Adviser as there are default provisions you can read about in the Acas guidance.


· You will need to edit your letter where the text is in bold. You will need to add in dates, personal details or delete parts that do not apply to you.

· If you don’t want to claim ShPP for this particular notice, or if you don’t qualify for ShPP, delete the parts in the letter that are about pay.

· You can only make notifications when you have confirmed your eligibility and entitlement to SPL and/or ShPP with both your own employer and the employer of the person you are sharing this entitlement with.

· You can usually make up to 3 separate statutory notifications

· You must give 8 weeks’ notice of any SPL or ShPP you want to take

· To find out more about the points above and SPL and ShPP in general go to www.acas.org.uk/spl
· Parents and employers should keep a copy of any completed notices
· Some employers may provide their own standard notices for employees to use

[INSERT YOUR ADDRESS]
[INSERT THE DATE YOU PRINT OR SEND THE LETTER]
Dear [INSERT THE NAME OF YOUR EMPLOYER]
Notice booking a period of continuous Shared Parental Leave (SPL)
My current remaining entitlement to SPL is [INSERT THE TOTAL NUMBER OF WEEKS OF SPL YOU HAVE LEFT] weeks.
This is my [INSERT ‘FIRST’, ‘SECOND’ OR ‘THIRD’ AS APPROPRIATE] statutory notification to book leave.

This notice is to book a period of [INSERT THE NUMBER OF WEEKS SPL YOU WANT TO TAKE] weeks of SPL. 

I will be taking a continuous period of leave from [INSERT WHEN YOU WANT TO START YOUR SPL] to [INSERT WHEN YOU WANT TO END YOUR SPL].
My current remaining entitlement to Statutory Shared Parental Pay (ShPP) is [INSERT THE TOTAL NUMBER OF WEEKS OF SPL YOU HAVE LEFT] weeks.

During my period of SPL I would like to receive [INSERT THE NUMBER OF WEEKS SHPP YOU WANT TO TAKE] weeks ShPP.

I would like this paid from [INSERT WHEN YOU WANT TO START YOUR SHPP] to [INSERT WHEN YOU WANT TO END YOUR SHPP].
If applicable:

STATEMENT IN RESPECT OF SUPERANNUATION CONTRIBUTIONS (only applicable to employees in Lothian Pension Fund)

For the unpaid period of my Shared Parental Leave: (please tick appropriate box)
I wish to continue to pay superannuation contributions (Payroll will write to you on your return to work explaining your options and how to apply)  FORMCHECKBOX 
 

I do not wish to pay superannuation contributions for any period of unpaid Shared Parental Leave  FORMCHECKBOX 

Yours sincerely

[INSERT YOUR NAME AND SIGNATURE]
[INSERT YOUR ADDRESS]

[INSERT THE DATE YOU PRINT OR SEND THE LETTER]
Dear [INSERT THE NAME OF YOUR EMPLOYER]
Notice booking a period of discontinuous Shared Parental Leave (SPL)

My current remaining entitlement to SPL is [INSERT THE TOTAL NUMBER OF WEEKS OF SPL YOU HAVE LEFT] weeks.

This is my [INSERT ‘FIRST’, ‘SECOND’ OR ‘THIRD’ AS APPROPRIATE] statutory notification to book SPL.

This notice is to book a period of [INSERT THE NUMBER OF WEEKS SPL YOU WANT TO TAKE] weeks of SPL. 

I would like to take a discontinuous period of leave. I propose that I take the following weeks as SPL:

· from [INSERT WHEN YOU WANT TO START YOUR SPL] to [INSERT WHEN YOU WANT TO END YOUR SPL]

· from [INSERT WHEN YOU WANT TO START YOUR SPL] to [INSERT WHEN YOU WANT TO END YOUR SPL]

· from [INSERT WHEN YOU WANT TO START YOUR SPL] to [INSERT WHEN YOU WANT TO END YOUR SPL]

I understand that you do not have to agree to this proposal and that if agreement is not reached within 14 days of the date on which I gave this notice to you (the Notice Date) I must either withdraw the notice 15 days after this Notice Date or take the total amount of SPL requested in this booking as one continuous period. I understand that my leave will begin on the start date of the first period of leave I requested UNLESS I notify you within 19 days of the Notice Date of a different start date.  A new start date must be at least 8 weeks after the Notice Date.  
My current remaining entitlement to Statutory Shared Parental Pay (ShPP) is [INSERT THE TOTAL NUMBER OF WEEKS OF SPL YOU HAVE LEFT] weeks.

During my period of SPL I would like to receive [INSERT THE NUMBER OF WEEKS SHPP YOU WANT TO TAKE] weeks ShPP.

If the proposed period of SPL is agreed I would like to be paid ShPP:

· from [INSERT WHEN YOU WANT TO START YOUR SHPP] to [INSERT WHEN YOU WANT TO END YOUR SHPP]

· from [INSERT WHEN YOU WANT TO START YOUR SHPP] to [INSERT WHEN YOU WANT TO END YOUR SHPP]

· from [INSERT WHEN YOU WANT TO START YOUR SHPP] to [INSERT WHEN YOU WANT TO END YOUR SHPP]

If applicable:

STATEMENT IN RESPECT OF SUPERANNUATION CONTRIBUTIONS (only applicable to employees in Lothian Pension Fund)

For the unpaid period of my Shared Parental Leave: (please tick appropriate box)
I wish to continue to pay superannuation contributions (Payroll will write to you on your return to work explaining your options and how to apply)  FORMCHECKBOX 
 

I do not wish to pay superannuation contributions for any period of unpaid Shared Parental Leave  FORMCHECKBOX 

Yours sincerely

[INSERT YOUR NAME AND SIGNATURE]
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