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Equality Impact Assessment 

EQUALITY IMPACT ASSESSMENT 

 Yes No Explanatory Note if required  

EIA 1 - Does the proposed policy/procedure align 
with the intention of the NCG Mission and EDIB 
Intent Statement in Section 2? 

☒ ☐ The answer to this must be 
YES  

EIA 2 - Does the proposed policy/procedure in 
any way impact unfairly on any protected 
characteristics below? 

☐ ☐  

Age ☐ ☒ The answer to this must be NO 

Disability / Difficulty  ☐ ☒ The answer to this must be NO 

Gender Reassignment  ☐ ☒ The answer to this must be NO 

Marriage and Civil Partnership  ☐ ☒ The answer to this must be NO 

Race  ☐ ☒ The answer to this must be NO 

Religion or Belief  ☐ ☒ The answer to this must be NO 

Sex ☐ ☒ The answer to this must be NO 

Sexual Orientation ☐ ☒ The answer to this must be NO 

EIA3 -  Does the proposed policy/processes 
contain any language/terms/references/ phrasing 
that could cause offence to any specific groups of 
people or individuals? 

☐ ☒ The answer to this must be NO 

EIA4 - Does the policy/process discriminate or 
victimise any groups or individuals? 

☐ ☒ The answer to this must be NO 

EIA 5 - Does this policy/process positively 
discriminate against any group of people, or 
individuals? 

☐ ☒ The answer to this must be NO 

EIA 5 - Does this policy/process include any 
positive action to support underrepresented 
groups of people, or individuals? 

☐ ☒ The answer to this could be 
yes or no as positive action is 
lawful. However, an 
explanation must be provided 
for clarity. 

EIA 6 - How do you know that the above is 
correct? 

Consulted on as part of review process. 

 



  

1. SCOPE  

This policy does not form part of Colleague’s contract of employment and does 

not confer any contractual rights. It applies to the above divisions of NCG and 

colleagues who are employed either on a permanent or temporary basis.  

 

2. REFERAL TO AN ALTERNATIVE POLICY / PROCEDURE  

Where a concern relates to long term absence or an underlying health condition, 

then the matter will be managed in line with the NCG Sickness Absence Policy.   

Where absence is due to leave including maternity, adoptionl and parental leave 

the matter will be managed in line with the relevant NCG policy.  

Where concern relates to emergency time off work, then the matter will be 

managed in line with the NCG Authorised Absence Policy. 

Where a concern relates to a request to amend a colleagues working pattern, then 

the matter will be managed in line with the NCG Flexible Working Policy.  

  

3. SHARED PARENTAL LEAVE (SPL) 

SPL allows colleagues to choose how they split the available leave between them 

and their partner.  They can share up to 50 weeks of leave and up to 37 weeks of 

pay in the first year after their child is born or placed with them by an adoption 

agency or where a child is placed with a colleague and / or their partner as foster 

parents under a “fostering for adoption” or concurrent planning scheme. 

Colleagues must intend to share the main responsibility for the care of the child 

with their partner.  The birth mother / Primary adopter must take the first two weeks’ 

statutory maternity / adoption leave immediately after the birth / placement of the 

child.  

Colleagues can only start SPL and shared parental pay (ShPP) once the child has 

been born or placed for adoption. If both the colleague and the partner are eligible 

they can take leave in blocks separated by periods of work or take it all in one go. 

They can also choose to be off work together or to stagger the leave and pay.  



4. SHARED PARENTAL LEAVE (SPL) ELIGIBILITY 

To qualify for SPL, colleagues must:  

• Have a partner, sharing responsibility for the child. 

• Be entitled to:  

o Maternity / adoption leave.  

o Statutory maternity / adoption pay / maternity allowance.  

• Have curtailed, or given notice to curtail their maternity / adoption leave, pay / 

allowance.  

A parent who intends to take SPL must:  

• Be an employee.  

• Share the primary responsibility for the child with the other parent at the time 

of the birth or placement for adoption.  

• Have properly notified their manager of their entitlement and have provided 

the necessary declarations and evidence.  

In addition, colleagues must satisfy the 'continuity of employment test' and their 

spouse / partner must meet the 'employment and earnings test’ as follows:  

• Continuity of employment test  

Colleagues have worked for NCG for at least 26 weeks at the end of the 15th 

week before the child's expected due date / matching and is still working for 

NCG at the start of each leave period.  

• Employment and earnings test  

In the 66 weeks leading up to the baby's expected due date / matching date, 

their partner has to have worked for at least 26 weeks and earned an average 

of at least £30 a week in any of those 13 weeks.  

 

5. SHARED PARENTAL PAY (ShPP) 

ShPP is paid at the current prescribed rate set by the government or 90% of 

normal earnings, whichever is lower. It will be paid into a colleague’s normal bank 

account.  

If the mother / adopter curtails their entitlement to maternity / adoption pay or 

maternity allowance before they have used their full entitlement, then ShPP can 

be claimed for any remaining weeks outstanding.  



To qualify for ShPP a parent must pass the continuity of employment test (as 

above) and have earned an average salary of the lower earnings limit for the 8 

weeks' prior to the 15th week before the expected due date or matching date. The 

other parent in the family must meet the employment and earnings test (as above).  

Parents receive the same leave entitlement even if they have more than one baby, 

for example twins or more than one child in the same adoption placement. 

 

6. ENDING MATERNITY LEAVE OR ADOPTION LEAVE 

Colleagues must give at least 8 weeks written notice to end their maternity / 

adoption leave (curtailment notice). The curtailment notice is binding and cannot 

usually be revoked. Colleagues can only revoke a curtailment notice if maternity / 

adoption leave has not yet ended and one of the following applies: 

• If a colleague realises that neither they nor the other parent are eligible for 

SPL of SHPP  

• If a colleague gave the curtailment notice before giving birth, they can revoke 

it up to 6 weeks after the birth (maternity leave only)  

• Or if the other parent has died  

The colleague will need to complete curtailment notice form (Appendix A) and 

submit to their manager.   

Where maternity leave ends and a colleague opts for SPL, this is classed as the 

colleague returning to work.     

 

7. NOTIFICATION OF SHARED PARENTAL LEAVE 

Colleagues, who are the birth mother, should refer to the NCG Maternity Policy for 

notification of their pregnancy. Colleagues intending to take SPL, must give a 

minimum of 8 weeks’ notice. Colleagues can give up to a maximum of 3 separate 

notices for a block of SPL. For each block of leave they must give eight weeks’ 

notice before the leave is due to start. Each notice can be for a continuous block 

of leave, or for a pattern of  



"discontinuous" leave involving different periods of leave, outlined below. SPL 

must be taken in blocks of at least 1 week.  

• Continuous block of leave 

A continuous block of leave is where a colleague requests one period of SPL 

regardless of the duration. Where this is requested, a colleague is entitled to 

the continuous block of leave, as set out in their notice.  

• Discontinuous block of leave 

A discontinuous block of leave is where a colleague makes one request 

including a pattern of taking intermittent periods of SPL, with periods of work 

in between. Where a colleague requests a discontinuous block of leave, their 

manager will consider the request and can refuse it. Where this is the case 

discussions will take place and the colleague may be required to take the leave 

in the notice, in a single continuous block.   

Where a discontinuous block of leave has been refused, a colleague can 

withdraw their notification on or before the 15th calendar day after the 

notification was originally made and it will not count as one of their three 

notifications. If not, a colleague must take the total amount of leave notified in 

one continuous block. A colleague can choose when this leave period will 

begin, within 19 days of the date they gave the notification to their manager, 

but it cannot start sooner than the initial notified start date. If not, the leave will 

begin on the start date stated in their original notification.  

Colleagues will need to complete the relevant forms and submit them to their 

manager, as follows:  

• Curtailment of maternity leave and pay (for birth parent’s employer) - Appendix 

A   

• Notification that birth parent or mother is intending to take SPL (for their 

employer) - Appendix B  

• Notice confirming that partner is taking SPL but Birth parent / mother / primary 

adopter is not (for birth parents / mother / Primary Adopters employer) – 

Appendix C  

• Notification that Partner Is intending to take SPL (for partners employer) - 

Appendix D  



The manager should send the documentation alongside the agreed dates to HR. 

A confirmation letter will be sent to the colleague. If a colleague would like to make 

any changes to their Shared parental leave date(s), they should inform their 

manager in writing. The manager should send the updated information to HR.  

 

8. ANNUAL LEAVE 

Colleagues will continue to accrue their full annual leave entitlement during their 

period of shared parental leave including bank / public holidays. Any accrued 

annual leave carried over into the following year should be taken immediately up 

on their return from shared parental leave.  

For teaching colleagues in Newcastle Sixth Form College, any statutory leave 

accrued during SPL leave is offset against periods of College closures.  

  

9. REASONABLE CONTACT 

The manager will maintain reasonable contact with colleagues whilst they are on 

SPL, which will be agreed with the colleague prior to SPL commencing.  

 

10. SHARED PARENTAL LEAVE IN TOUCH DAYS (SPLIT) 

Colleagues will be able to undertake up to 20 SPLIT days during their SPL, without 

bringing their SPL to an end. This is in addition to any KIT days colleagues may 

have taken during maternity or adoption leave. Colleagues will be paid their normal 

basic rate of pay and this will be inclusive of any ShPP entitlement.    

There is no obligation for the manager to provide work and there is no obligation 

for a colleague to carry out such work. SPLIT days must be arranged by mutual 

agreement and the purpose agreed in advance. Where a colleague works part of 

a day, this would still count as one keeping in touch day.   

 

11. EARLY BIRTHS, STILL BIRTHS, MISCARRIAGES AND NEONATAL DEATH 

A premature birth is considered to be a birth before the 37th week of pregnancy. If 

a colleague’s child is born early (before the beginning of the EWC) and they had 



booked to take SPL within the first eight weeks of the due date, they may take the 

same period of time off after the actual birth without having to provide eight weeks’ 

notice. They will need to notify their manager of the change in writing as soon as 

is reasonably practicable. This would not count as one of the colleagues three 

notifications.   

Any leave arranged after the first eight weeks of the due date is still bound by the 

eight-week notice required to vary leave.   

If a colleague’s child is born more than eight weeks before the expected due date 

and they have not submitted a notice to book SPL, then there is no requirement 

to give eight weeks’ notice before the period of leave starts. The notice for the 

period of leave should be given as soon as is reasonably practicable after the birth.   

In the event of a still birth, should this occur after the 24th week of pregnancy, or 

a neonatal death, before a colleague has submitted a notice of entitlement to take 

SPL, they cannot opt into SPL because a qualifying condition is caring for a child. 

The mother / adopter may remain entitled to maternity / adoption leave and their 

partner could still qualify for statutory paternity leave.   

If the child requires neonatal care, the colleague may be eligible for Neonatal Care 

Leave as outlined in the Authorised Absence Policy. 

If a colleague has opted into SPL and has booked leave, they will still be entitled 

to take the booked leave. No further notice booking leave can be submitted and 

only one variation notice can be given to reduce a period of leave or to rearrange 

a discontinuous leave arrangement into a single block of leave.   

In any event, the manager will endeavour to offer all possible support to the 

colleague.    

 

12. RIGHTS ON RETURN 

Where a colleague returns to work following a period of SPL, they are entitled to 

return to the same job if their combined leave period, comprising of maternity / 

paternity / adoption and shared parental leave, totals 26 weeks or less.   



Where the number of weeks of maternity / paternity / adoption and SPL exceeds 

26 weeks in aggregate, or a colleague has taken SPL consecutively with more 

than 4 weeks of parental leave, if it is not reasonably practical for a colleague to 

return to the same position, they may be offered another suitable and appropriate 

job on terms and conditions not less favourable.  

 

13. REDUNDANCY 

In the event of a redundancy situation and a colleague has begun SPL, the 

manager will assist in trying to find a suitable alternative vacancy. Where a suitable 

alternative vacancy is found, colleagues on SPL will be given first refusal.   If the 

colleague takes less than 6 weeks leave the protected period ends on the last day 

of the of the block of leave.  If the colleague takes 6 weeks or more of continuous 

leave the protected period ends 18 months from the date of the child’s birth. 

NCG will not select any colleague for redundancy for a reason connected to their 

shared parental leave.   

 

14. VARIATIONS TO THIS POLICY / PROCEDURE   

This policy is intended as an overview of how shared parental leave is managed, 

however, it may need to be adapted to suit the needs of each situation.   

 

15. STATEMENT ON IMPLEMENTATION  

Upon approval, this policy will be uploaded to the policy portal and communicated 

to staff via The Business Round-Up. 

 

16. STATEMENT ON EQUALITY AND DIVERSITY   

NCG is committed to providing equality of opportunity. Further details or our aims 

and objectives are outlined in our Equality Diversity Inclusion and Belonging 

Strategy. 

This policy has been assessed to identify any potential for adverse or positive 

impact on specific groups of people protected by the Equality Act 2010 and does 

https://www.ncgrp.co.uk/media/bxsnvy5t/ncg-equality-diversity-inclusion-and-belonging-strategy.pdf
https://www.ncgrp.co.uk/media/bxsnvy5t/ncg-equality-diversity-inclusion-and-belonging-strategy.pdf


not discriminate either directly or indirectly. In applying this policy, we have 

considered eliminating unlawful discrimination, promoting equality of opportunity 

and promoting good relations between people from diverse groups.  

 

17. STATEMENT ON FREEDOM OF SPEECH 

NCG is committed to upholding the principles of freedom of speech as enshrined 

in UK law. This policy is designed to ensure that all members of our college 

community, including students, staff, and visitors, can express their views and 

ideas freely and without fear of censorship or reprisal, provided that such 

expressions are within the law. 

We affirm that this policy does not, in any way, diminish or undermine the rights of 

individuals under existing Freedom of Speech legislation.  

 

18. STATEMENT ON CONSULTATION  

This policy / procedure has been reviewed in consultation with members of the 

Policy Review Council. 

 

 

VERSION CONTROL 

Version 

No. 

Documentation 

Section/Page No. 

Description of Change and Rationale Author/Reviewer Date 

Revised 

1  First iteration of policy  Jan 2021 

2 Section 7 Where maternity leave ends and a colleague opts 

for SPL, this is classed as the colleague returning 

to work.     

 Feb 2023 

3 Section 6 

 

Section 13 

6. Inserted same entitlement if twins or more than 

one child adopted. 

13. Inclusion of special protection if less than 6 

weeks and longer than 6 weeks [Since 6 April 2024] 

 Mar 2025 

     

     

 

 



Appendix A-D: Shared Parental Leave Forms 

  

Template forms for the birth parent or mother and their partner to confirm Shared 

Parental Leave (SPL) and Shared Parental Pay (ShPP) entitlement with their 

employers.  

  

Forms below that need to be completed if…   

  both parents want to 

take SPL  

just the birth parent 

wants to take SPL  

just the partner 

wants to take SPL  

Appendix A  Yes  Yes  Yes  

Appendix B  Yes  Yes  No  

Appendix C  No  No  Yes  

Appendix D  Yes  No  Yes  

  

• See advice on SPL and ShPP at www.acas.org.uk/spl  

• Parents can use the calculator at www.gov.uk/pay-leave-for-parents  

• Parents and employers should keep a copy of any completed forms.  

• Employers might have their own SPL forms for employees to use.  

• If the birth parent is getting Maternity Allowance (MA), they need to notify 

Jobcentre Plus to curtail this entitlement.  

  

Abbreviations used in these forms:  

  

SPL   Shared Parental Leave  

ShPP Statutory Shared Parental Pay  

SMP  Statutory Maternity Pay  

MA     Maternity Allowance  

  

  

  

  

 

  

  

http://www.acas.org.uk/spl
http://www.acas.org.uk/spl
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents
http://www.gov.uk/pay-leave-for-parents


Appendix A: Curtailment of maternity leave and pay (for birth 

parent's employer – must be completed by birth parent / mother)  

  

SECTION A:  

General (must be completed)  

Please accept this as my notice to curtail my maternity leave and / or Statutory 
Maternity Pay (SMP). This form is accompanied by notification that either I or my 
partner intend to take SPL and / or ShPP.  
  

I understand my maternity leave will end on the date given in Section B and my 
SMP will end on the date given in Section C. I understand that I can only reinstate 
my maternity leave if I revoke this notice before the curtailment date given in 
Section B.  
  

I understand that I can only reinstate any SMP that I am eligible for if I revoke this 

notice before the end date given in Section C.  

Birth parent / mother’s last name     

  

Birth parent / mother’s first name(s)    

  

Expected date of child’s birth    

  

Actual date of child’s birth (if born)    

  

SECTION B:  

Curtailing maternity leave (must be completed)  

  

Start date of statutory maternity leave    

  

End date of statutory maternity leave    

  

Total number of weeks of statutory maternity leave taken 

by the date statutory maternity leave ends  

  

SECTION C:  

Curtailing statutory maternity pay (SMP) (only if claiming ShPP)  

  

Start date of SMP  

  

  

End date of SMP    

  

Total number of weeks of SMP paid by date SMP ends    

SECTION D:  

Signature (must be completed)  



Signature of birth parent / mother    

  

Date signed    

  

 



Appendix B: Notification that birth parent or mother is intending to 

take SPL (for their employer) 

  

SECTION A:  

General (must be completed)  

Please accept this as notification that I (the birth parent / mother) am entitled to and 

intend to take SPL (and ShPP if section C is completed).   

Birth parent / mother’s last name    

  

Birth parent / mother’s first name(s)    

  

Partner’s last name    

  

Partner’s first name(s)    

  

Partner’s address  

  

  

Partner’s National Insurance number (put ‘none’ if no 

number is held)  

  

Expected date of child’s birth    

  

Actual date of child’s birth (if child not yet born, provide 

this as soon as possible after the birth and before taking 

SPL)  

  

  

SECTION B:  

Maternity entitlement details (all answers that apply must be completed)  

Start date of statutory maternity leave  

  

  

End date of statutory maternity leave  

  

  

Total number of weeks of statutory maternity leave that 

will have been taken at the date statutory maternity leave 

ends  

  

Start date of SMP or MA  

  

  

End date of SMP or MA  

  

  

Total number of weeks SMP or MA has been paid or will 

have been paid at date of curtailment  

  

Total number of weeks by which SMP or MA will be 

reduced (39 weeks less total number of weeks SMP or 

MA has been paid or will have been paid at date of 

curtailment)  

  



SECTION C:  

Amount of SPL available (must be completed)  

Total number of weeks of SPL created (52 weeks less 

total number of maternity weeks taken and any SPL from 

a previous notice and revocation)  

  

  

 

Total number of weeks of SPL I (the birth parent / 

mother) intend to take  

  

Total number of weeks of SPL my partner intends to take    

SECTION D:  

Birth parent / mother’s leave plans (must be completed but is not binding)  

I (the birth parent / mother) currently expect to take SPL as follows:  

  

  

  

  

[Note: It can help to answer this as ‘from…to…’]  

SECTION E:  

Amount of ShPP available (only if claiming ShPP)  

Total number of weeks of ShPP created (39 weeks less total 
number of SMP taken and any ShPP paid from a  
previous notice and revocation)  

  

  

Total number of weeks of ShPP I (the birth parent / mother) 

intend to take  

  

Total number of weeks of ShPP my partner intends to take     

I (the birth parent / mother) currently expect to take ShPP as follows:  

  

  

  

  

  

[Note: It can help to answer this as ‘from…to…’]  

SECTION F:  

Birth parent / mother's declaration (must be completed)  



The following points apply in all circumstances where a mother is entitled to 
maternity leave:  

• I am giving notice that I am entitled to and intend to take SPL.  

• I have, or will have, been continuously employed for 26 weeks at the end of the 
15th week before the week in which the child is due.  

• I will remain employed with this employer until any period of SPL that I intend to 
take.  

• I had (or will have) the main responsibility for the care of the child at the time of 

the child’s birth (along with my partner who has made the declaration below).   

• I am entitled to maternity leave, my maternity leave period is reduced and the 
remaining weeks are now available as SPL.  

• I will inform my employer immediately if I am no longer caring for my child.   

• I will give my employer a copy of my child’s birth certificate or a declaration of the 
date and place of the birth where no certificate is available if my employer asks 
for this within 14 days of the date of this notice.  

• I will give my employer the name and address of my partner’s employer or a 

declaration that they do not have an employer if my employer asks for this within 

14 days of the date of this notice.  

• The information provided in this declaration is accurate and meets the notification 
requirements for SPL.  
  

The following points only apply if Section E has been completed:  

• I am giving notice that I am entitled to and intend to take ShPP.  

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks 
leading up to the end of the 15th week before the expected week of childbirth.  

• I am entitled to SMP in respect of the birth of our child, my maternity pay period is 
reduced and the period that remains is available as ShPP.  

• I will be absent from work in each week in which I will be paid ShPP and I will be 
on SPL in those weeks (if entitled to SPL).  

• I intend to care for my child in the weeks I receive ShPP.  

• I will remain employed with this employer until before the date of my first period of 
ShPP.  

• I will immediately inform the person who will be paying ShPP if I revoke the 
curtailment of my SMP or MA.  

• The information provided in this declaration is accurate.  

Signature of birth parent / mother  

  

  

Date signed  

  

  

SECTION G:  

Partner’s declaration (must be completed)  



• I am the father of the child, or at the date of the birth I was (or will be) the 

mother’s spouse, the mother’s civil partner and / or the mother’s partner living 

with her and the child in an enduring relationship.  

• I had (or will have) the main responsibility for the care of our child at the time of 

the birth (along with the child’s mother).  

• I have been (or will have been) employed or self-employed in England, Scotland 
or Wales in 26 weeks of the 66 weeks before the expected week of birth.  

• I have (or will have) earned in total at least £… in 13 weeks of the 66 weeks 
before the expected week of childbirth.   

• I consent to the amount of SPL which the mother intends to take, as set out in 
Section D above.  

• I consent to the mother’s employer processing the information I have provided  

• I consent to the amount of ShPP which the mother intends to take, as set out in 
Section E above.  

• The information provided in this declaration is accurate.  

Signature of partner  

  

  

Date signed  

  

  

    



Appendix C: Notice confirming that partner is taking SPL but birth 

parent / mother is not (for birth parent / mother’s employer) 

  

SECTION A:  

General (must be completed)  

Please accept this as notification that I (the birth parent / mother) do not intend to 

take SPL (or ShPP where relevant) but that my partner will be.  

Birth parent / mother’s last name    

  

Birth parent / mother’s first name(s)    

  

SECTION B:  

Confirmation  

• I am either not entitled to SPL (or ShPP, where relevant), or I do not intend to 
take SPL (or claim ShPP, where relevant).  

• I declare that my partner has given notice to their employer to take SPL and / or 
ShPP.  

• I consent to my partner’s claim for SPL and / or ShPP.  

SECTION C:  

Signature (must be completed)  

Signature of birth parent / mother    

  

Date signed    

  

 



Appendix D: Notification that partner is intending to take SPL (for 

partner’s employer) 

  

SECTION A:  

General (must be completed)  

Please accept this as notification that I (the partner) am entitled to and intend to take 

SPL (and ShPP if section C is completed).   

Partner’s last name    

  

Partner’s first name(s)    

  

Birth parent / mother’s surname    

  

Birth parent / mother’s first name(s)    

  

Birth parent / mother’s address  

  

  

Birth parent / mother’s National Insurance 

number (put ‘none’ if no number is held)  

  

Expected date of child’s birth    

  

Actual date of child’s birth (if child not yet born I 

will provide this information as soon as 

reasonably practicable following birth and before 

I take any SPL)  

  

  

SECTION B:  

Maternity entitlement details (all answers that apply must be completed)  

Start date of birth parent / mother’s maternity 

leave (if applicable)  

  

End date of birth parent / mother’s maternity 

leave (if applicable)  

  

Total number of weeks of maternity leave taken 

(or that will be taken) when maternity leave ends  

  

Start date of SMP or MA (if applicable)    

End date of SMP or MA (if applicable)    

Total number of weeks SMP or MA has been 

paid or will have been paid at date of curtailment  

  

Total number of weeks SMP or MA will be 

reduced by (39 weeks less total number of 

weeks SMP or MA has been paid or will have 

been paid at date of curtailment)  

  



 

SECTION C:  

Amount of SPL available (must be completed)  

The total number of weeks of SPL created depends on the birth parent / mother’s 
leave and pay entitlements.  

• If the birth parent / mother was / is entitled to maternity leave and SMP / MA, the 
total created will be 52 weeks less any weeks maternity leave taken.  

• If the birth parent / mother was / is entitled to maternity leave but not to SMP or 
MA, the total created will be 52 weeks less any weeks maternity leave taken.  

• If the birth parent / mother was / is not entitled to maternity leave but was entitled 
to SMP / MA, the total created will be 52 weeks less any weeks of SMP / MA that 
was paid.  

• If the birth parent / mother previously revoked her curtailment notice any SPL that 

was taken by the partner must be deducted.  

Total number of weeks of SPL created  

(50 max)  

  

  

Total number of weeks of SPL I (the partner) 

intend to take  

  

Total number of weeks of SPL the mother 

intends to take (if applicable)  

  

SECTION D:  

Partner’s leave plans (must be completed but is not binding)  

I (the partner) currently expect to take SPL as follows:  

  

  

  

  

[Note: It can help to answer this as ‘from…to…’]  

SECTION E:  

Amount of ShPP available (only if claiming ShPP)  

Total number of weeks of ShPP created (39 

weeks less total number of SMP / MA taken and 

any ShPP paid from a previous notice and 

revocation)  

  

  

Total number of weeks of ShPP I (the partner) 

intend to take  

  

Total number of weeks of ShPP the birth parent / 

mother intends to take  

  

I (the partner) currently expect to take ShPP as follows:  

  

  

  

  

[Note: It can help to answer this as ‘from…to…’]  

 



SECTION F:  

Partner’s declaration (must be completed)  

The following points apply in all circumstances:  

• I am giving notice that I am entitled to and intend to take SPL.  

• I am the father of the child, or at the time of the birth I was (or will be) the birth 

parent / mother’s spouse, civil partner and / or partner living with them and the 

child in an enduring relationship.  

• I have been (or will be) continuously employed for 26 weeks at the end of the 
15th week before the week in which the child is due.  

• I will remain employed with this employer until any period of SPL that I intend to 
take.  

• I had (or will have) shared responsibility for the care of our child at the time of the 

child’s birth (along with the child’s birth parent / mother who has made the 

declaration below).   

• I will give my employer a copy of my child’s birth certificate or a declaration of the 
date and place of the birth where no certificate is available if my employer asks 
for this within 14 days of the date of this notice.  

• I will give my employer the name and address of the birth parent / mother’s 
employer or a declaration that they do not have an employer if my employer asks 
for this within 14 days of the date of this notice.  

• I will inform my employer immediately if I am no longer caring for our child or if my 
partner revokes their notice to curtail her maternity leave or SMP / MA period.  

• The information provided in this declaration is accurate and meets the notification 
requirements for SPL.  

  

The following points only apply if Section E has been completed:  

• I am giving notice that I am entitled to and intend to take ShPP.  

• I have been (or will be) paid at least the Lower Earnings Limit in the 8 weeks 
leading up to the end of the 15th week before the expected week of childbirth.  

• I intend to care for my child in the weeks I receive ShPP.  

• I will be absent from work in each week in which I will be paid ShPP and I will be 
on SPL in those weeks (if entitled to SPL).  

• I will remain employed with this employer until before the date of my first period of 
ShPP.  

• The information provided in this declaration is correct.  

Signature of partner  

  

  

Date partner signed  

  

  

SECTION G:  

Birth parent / mother’s declaration (must be completed)  



The following points apply in all circumstances:  

• I had (or will have) the main responsibility for the care of the child at the time of 
the birth (along with my partner who has made the declaration above).  

• I am entitled to maternity leave and / or SMP or MA in respect of the child and I 
have curtailed (or will curtail) my entitlement to maternity leave (or I have returned 
to work) and / or my entitlement to SMP or MA.  

• I have, or will have, been employed or self-employed in England, Scotland or 
Wales in 26 weeks of the 66 weeks before the expected week of childbirth.  

• I have (or will have) earned in total at least £… in 13 weeks of the 66 weeks 
before the expected week of birth.  

• I will immediately inform my partner if I revoke my notice to curtail my maternity 
leave or, if I am not entitled to maternity leave, my SMP or MA entitlement.  

• I consent to my partner’s intended SPL as set out in Section D above.   

• I consent to my partner’s employer processing the information I have provided.  

• The information provided in this declaration is accurate and meets the notification 
requirements for SPL.  

  

The following points only apply if Section E has been completed:  

• I am entitled to SMP or MA, and I have reduced (or will reduce) the SMP or MA 
period and the remainder will be available as ShPP.  

• I consent to my partner’s intended ShPP as set out in Section E above.  

• I will immediately inform my partner if I revoke the reduction of my SMP or MA.   

• I consent to the person who will pay ShPP to my partner or the child’s father 
processing the information I have provided.  

• The information provided in this declaration is correct.  

Signature  

  

  

Date signed  

  

  

  

  
 


