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Shared Parental Leave & Pay checklist
Employee checklist
	
	ACTION REQUIRED
	BY WHEN
	PLEASE TICK 

	1
	Advise your manager of your intention to take shared parental leave in writing and discuss the amount of leave you think you may wish to take and whether this is continuous or discontinuous leave.  
	8 weeks prior to intended start date
	

	2
	Review the policy to understand your entitlement to shared parental leave and pay, raise any queries with your line manager or HR.  
	
	

	3
	If your request for discontinuous leave is refused discuss with your line manager alternative dates
	
	

	4
	Pass your original MATB1 / adoption matching certificate to your line manager
	As soon as you receive this
	

	5
	Complete your application for SPL and pass to line manager
	8 weeks prior to intended start date
	

	6
	Inform your manager of any proposed changes to your SPL leave start date
	Giving at least 8 weeks’ notice
	

	7
	Start SPL leave – this can commence  any time after the mother/adopter has taken the legally required 2 weeks but must end before the child’s first birthday/12 months after placement date.
	
	

	8
	Agree with your line manager any keeping in touch days, 20 paid days can be taken during the unpaid part of your SPL leave
	
	

	9
	Discuss with your line manager prior to your return to work any accrued annual leave you wish to take prior to your return
	As soon as possible
	

	
	
	
	












Managers checklist
	
	ACTION REQUIRED
	BY WHEN
	PLEASE TICK 

	1
	When an employee has informed you they intend to take shared parental, ask for confirmation in writing, the letter should include their proposed length of SPL and whether it is continuous or discontinuous leave.
	8 weeks before the intended leave starts
	

	2
	Consider whether you can accommodate requests for discontinuous leave and inform the employee of your decision in writing.  Requests for continuous leave cannot be refused.
	14 days after the leave request was made
	

	3
	If you were unable to support the initial request for discontinuous leave discuss other options with the employee.
	
	

	4
	Inform the employee they need to consider how long they would like to take for SPL and any annual leave they wish to take before they start their adoption leave
	
	

	5
	Support the employee to complete their application for and send to HR with the MATB1 / matching certificate
	6 weeks prior to leave starting
	

	6
	Discuss with the employee how you will keep in touch with them during their adoption leave and explain the process for KIT days
	
	

	7
	Complete a payroll change form and send to workforce team
	6 weeks prior to adoption leave starting
	

	8
	Employee starts SPL – this must be 2 weeks after the legally required 2 week leave following the birth of the baby. 
	
	

	9
	Complete a KIT form for any paid KIT days the employee completes during their SPL leave
	
	

	10
	If the employee changes their mind and wishes to return to work early, they must give you 8 weeks’ notice.  You will need to complete a payroll change form confirming the agreed return to work date.
	8 weeks prior to the proposed return date
	

	11
	Upon return to work a payroll change form must be completed to end the SPL
	6 weeks prior to the return to work
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