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Becoming aware of a 

pregnancy or adoption 

match

Employee

· Decide if they wish to take 

SPL & identify whether they 

are eligible

· Consider what leave 

arrangements work best, and 

when maternity/adoption 

leave and pay (if applicable) 

will be curtailed

Manager

(if aware)

· Provide the employee with 

the policy, guidance and 

relevant forms

· Start early discussions with 

the employee around their 

intentions and other leave 

options

Step Two

Deciding to take SPL 

Step Three 

Notification of leave

Step Four

Outcome

Employee

· Provide 8 weeks notice to 

curtail maternity/adoption 

leave & pay (if applicable)

· Submit a Notification of 

Entitlement form 8 weeks 

prior to the first absence

Manager

· Start informal discussions 

with the employee around 

their intentions

· Consider the impact of the 

booking & how the absence 

will be covered.

· Keep a copy of the Notice to 

Curtail Leave & Notice of 

Entitlement & Intention (incl 

any variations) on local file

Employee

· Provide 8 weeks notice of a 

period of leave

(this must be repeated for each 

individual period of absence if 

discontinuous leave is agreed)

Discontinuous leave request

· Attend meeting with manager 

to discuss intentions & agree 

an outcome. 

· If unhappy with the outcome, 

withdraw notification no later 

than 15 days after the original 

request was submitted.

Manager

· If discontinuous leave

requested: Invite employee to 

a meeting within 10 working 

days to discuss intentions, 

agree an outcome & confirm 

outcome in writing

· If continuous leave requested: 

confirm the leave in writing

· Discuss intentions with the 

employee in regard to SPLIT 

days, reasonable contact 

during SPL, annual leave etc

· Notify EMSS using the SPL 

E-Form.

Employee

· Begin Shared Parental Leave

OR

· Provide 8 weeks notice to 

vary/cancel leave period (NB: 

this will count towards the 3 

notifications allowed)

Manager

· Ensure that cover is in place 

and/or handover has 

happened

· Maintain reasonable contact 

with the employee (as agreed 

in step 3)

OR

· Consider notification to vary/

cancel – if employee has 

used all 3 notifications then 

no obligation to agree.

· Notify EMSS of any variation

Shared Parental Leave Flow Chart
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Step One 
Becoming aware of a pregnancy or adoption match


Employee

Decide if they wish to take SPL & identify whether they are eligible
Consider what leave arrangements work best, and when maternity/adoption leave and pay (if applicable) will be curtailed




Manager
(if aware)

Provide the employee with the policy, guidance and relevant forms
Start early discussions with the employee around their intentions and other leave options


Step Two
Deciding to take SPL 


Step Three 
Notification of leave


Step Four
Outcome


Employee
Provide 8 weeks notice to curtail maternity/adoption leave & pay (if applicable)
Submit a Notification of Entitlement form 8 weeks prior to the first absence




Manager

Start informal discussions with the employee around their intentions
Consider the impact of the booking & how the absence will be covered.
Keep a copy of the Notice to Curtail Leave & Notice of Entitlement & Intention (incl any variations) on local file



Employee
Provide 8 weeks notice of a period of leave
(this must be repeated for each individual period of absence if discontinuous leave is agreed)

Discontinuous leave request
Attend meeting with manager to discuss intentions & agree an outcome. 
If unhappy with the outcome, withdraw notification no later than 15 days after the original request was submitted.




Manager
If discontinuous leave requested: Invite employee to a meeting within 10 working days to discuss intentions, agree an outcome & confirm outcome in writing
If continuous leave requested: confirm the leave in writing
Discuss intentions with the employee in regard to SPLIT days, reasonable contact during SPL, annual leave etc
Notify EMSS using the SPL E-Form.


Employee
Begin Shared Parental Leave 
OR
Provide 8 weeks notice to vary/cancel leave period (NB: this will count towards the 3 notifications allowed)




Manager
Ensure that cover is in place and/or handover has happened
Maintain reasonable contact with the employee (as agreed in step 3)
OR
Consider notification to vary/cancel – if employee has used all 3 notifications then no obligation to agree.
Notify EMSS of any variation


Shared Parental Leave Flow Chart



