Form SPL3 – (Maternity/Paternity)
Booking Notice to take a period of Shared Parental Leave
To be completed by University employees

	Your Details


	Surname:

	

	First name(s):

	

	Contact details
	Tel:
Email:

	Employee Number (on payslip)

	

	Information to be provided by employee 


	Further to my Notice of Entitlement and Intention to take Shared Parental Leave (SPL) (Form SPL1): 

	Amount of SPL (in weeks) available to me and my partner (i.e. 52 weeks less the weeks taken as Maternity Leave) 
	
Total available:

Number of weeks I am requesting to take:


	Of the above SPL weeks available how many weeks qualify for Statutory Shared Parental Pay


	Total available:

Number I am requesting to take:



	I request to take a continuous period of SPL on the following dates 

	Dates from - to:

	I request to take a discontinuous period of SPL on the following dates (include the start and end dates for each period of leave up to a max of three periods)
	Period one: Dates from - to:


Period two: Dates from – to:  


Period three: Dates from – to: 



	I authorise the University to deduct any overpayment of SShPP or OShPP from my salary as stated in the Shared Parental Leave Policy.

	Signed
	Date

	Notes

	
Copies of completed form to be sent to your Line Manager and People Services, at least 8 weeks before the date you wish to start Shared Parental Leave.
To inform People Services: 
· Submit the form via the Connect Portal:  People Services - General Request Form 
· In the request details select “Time Off & Absences” and then “Parental or Carer Responsibilities”
· Upload the SPL3 form
· People Services will process your request, issuing any confirmation letters



Alternatively, paper copies can be submitted to the reception desk on the 2nd Floor of the Simon Building between 9.30am – 3pm.

Keep a copy of this form in case you should you need to cancel or vary this request in future – to do so you will need to complete the section below

If you are requesting a period of discontinuous leave you have 2 weeks within which to discuss this with your Line Manager. Please do so as soon as possible as you will need his/her agreement to take this leave.

Gov.UK ready reckoner: https://www.gov.uk/pay-leave-for-parents

	Cancellation or variation of the above request.


	I understand that this notice will count as one of the three Booking Notices I can submit.

	I wish to cancel the leave requested above


	Dates from – to




	I wish to vary the leave requested above. I now wish to take leave as follows (please provide details)




	New dates from – to


	Signed
	Date

	Notes

	
Copies of completed form to be sent to your Line Manager and People Services ( via Connect), as follows:
1. to cancel a period of leave you must submit this form at least 8 weeks before the start date in the SPL Booking Notice. 
2. to change the start date for a period of leave, or the length of the leave, you must submit this form at least 8 weeks before the original start date and the new start date.
3. to change the end date for a period of leave you must submit this form at least 8 weeks before the original end date and the new end date.
4. to combine split periods of leave into a single continuous period of leave you must submit this form at least 8 weeks before the start date of the first period.
5. to request that a continuous period of leave be split into two or more discontinuous periods with periods of work in between. We will consider any such request as set out in the policy.


	Withdrawing a request for discontinuous leave – see section 9.15 in the policy

	I wish to withdraw my request above for discontinuous leave and I confirm that I am within 15 days of the original request.
	Yes /No

	I wish to take the period of discontinuous leave requested as one continuous period.

	Dates from - to

	Signed
	Date

	Notes

	
1. You may withdraw request for discontinuous leave at any time up to and including the 15th calendar day after submitting it. In these circumstances the withdrawn form will not count towards the cap of 3 SPL Booking Notices; or. 
2. If you have not withdrawn the notice, you will be required to take the total amount of leave requested in one continuous block. You have 5 calendar days at the end of the 2 week discussion period in which to specify the date on which the leave will start. The leave cannot start within 8 weeks of the date that the SPL Booking Notice was submitted.
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