Appendix 1

Maternity Leave Curtailment Notice 
(To be given by the mother)

Dear [name/ role of person to whom notice should be given]

Maternity leave curtailment notice

I am writing to let you know that I want to bring my maternity leave to an end early.

I now want my maternity leave to come to an end on *dd/mm/yyyy. 
I understand that my maternity leave will end on that date and that it will not

be possible for me to revoke this notice once it has been given.**
EITHER:

I enclose with this letter a notice of entitlement and intention to take Shared Parental Leave

OR
I confirm that my partner has given his/ her employer a notice of entitlement and intention to take Shared Parental Leave and that I have consented to the amount of Shared Parental Leave that my partner is intending to take.

Yours sincerely

*This date must be 1) at least 8 weeks after the date of this letter, 2) after the end of your two week compulsory maternity leave period and 3) at least one week before the date on which your maternity leave would otherwise have ended.

**One exception to this rule would be if you give this notice before your baby is born, in which case you can change your mind and revoke the notice in writing in the six weeks after his or her birth. In that situation you would still be able to access Shared Parental Leave by serving another curtailment notice at a later date.

Appendix 2

Notice of Entitlement and Intention to take Shared Parental Leave – Mother

To be given by the mother

Dear [name/ role of person to whom notice should be given]

Notice of entitlement and intention to take Shared Parental Leave

I am writing to let you know that I am eligible for and that my partner and/or I intend to take a period of Shared Parental Leave.

I set out below the information that I am required to give you to confirm my entitlement to Shared Parental Leave.


* If you are giving this notice before your child is born you will need to provide us with your child’s date of birth as soon as reasonably practicable and before you take any leave.

** This is just to give us an initial indication of when you may want to take leave. It is not a formal request for Shared Parental Leave unless you tell us that you want us to treat it as a formal request. Otherwise you will need to complete a request for Shared Parental Leave at least 8 weeks before each period of leave you wish to take.

I confirm that:

1) I satisfy the following eligibility criteria for Shared Parental Leave or will have satisfied them at the date I take leave:

• I had been employed for 26 weeks at the 15th week before my child’s EWC and I will remain in the employment until the week before my first period of Shared Parental Leave

• I have main responsibility for the care of my child with the child’s father/ my partner

• I am entitled to statutory maternity leave and I have curtailed my period of maternity leave or have returned to work before the end of my maternity leave

• I have complied with the relevant notification requirements and provided any additional evidence requested

2) The information given in this notice is accurate; and

3) I will inform you immediately if I cease to care for my child

I enclose a declaration from my partner providing the further information he/ she is required to give.

Yours sincerely

Appendix 3
Father’s / partner’s declaration to accompany mother’s notice of entitlement

Dear [name/ role of person to whom notice should be given]

Declaration in relation to Shared Parental Leave

I confirm that:

1) I am [name of child]’s father and/ or married to, or the civil partner or partner of

[Name of employee]

2) Together with [name of employee] I have the main responsibility for the care of

[Name of child]

3) I satisfy the employment and earnings criteria that allow [name of employee]

to access Shared Parental Leave

4) I consent to [name of employee] taking the amount of leave set out in her Shared

Parental Leave Notice of Entitlement

5) I consent to you processing the information contained in this declaration for the purposes of [name of employee]’s application for Shared Parental Leave.

I set out below the further information I am required to give you:


Yours sincerely
Appendix 4

Notice of entitlement and intention to take Shared Parental Leave – Father (To be given by the child’s father/ mother’s partner)
Dear [name/ role of person to whom notice should be given]

Notice of entitlement  and intention to take Shared Parental Leave

I am writing to let you know that I am eligible for and that my partner and/or I intend to take a period of Shared Parental Leave.

I set out below the information that I am required to give you to confirm my entitlement to

Shared Parental Leave.


*This may be the dates of your partner’s maternity pay period if she is not entitled to maternity leave – if in doubt please discuss this with HR

**If you are giving this notice before your child is born you will need to provide us with your child’s date of birth as soon as reasonably practicable and before you take any leave

***This is just to give us an initial indication of when you may want to take leave. It is not a formal request for Shared Parental Leave unless you tell us that you want us to treat it as a formal request. Otherwise you will need to complete a request for Shared Parental Leave at least 8 weeks before each period of leave you wish to take

I confirm that:
1) I satisfy the following eligibility criteria for Shared Parental Leave or will have satisfied them at the date I take leave:
· I had been employed for 26 weeks at the 15th week before my child’s EWC and I will remain in the employment until the week before my first period of Shared Parental Leave

· I have main responsibility for the care of my child with the child’s mother

· I have complied with the relevant notification  requirements and provided any additional evidence requested

2) The information given in this notice is accurate;
3) I am [name of child]’s father, or married to or the civil partner or partner of [name of child]’s mother; and
4) I will inform you immediately if I cease to care for my child or if my partner informs me that she has revoked her decision to curtail her period of maternity leave or pay.

I enclose a declaration from my partner providing the further information she is required to give.

Yours sincerely
Appendix 5

Mother’s declaration to accompany father’s notice of entitlement

Dear [name/ role of person to whom notice should be given]

Declaration in relation to Shared Parental Leave

I confirm that:

1)
I satisfy the employment and earnings criteria that allow my partner to access Shared Parental Leave;

2)
Together with [name of child’s father/ mother’s partner] I have the main responsibility for the care of [name of child];

3)
I am entitled to statutory maternity leave, statutory maternity pay or statutory maternity allowance in respect of [name of child] and I have either returned to work or curtailed my maternity leave or maternity pay or maternity allowance period (and that period remains curtailed);

4)
I will immediately inform [name of child’s father/ mother’s partner] if I decide to revoke my decision to curtail my maternity  leave or maternity pay or maternity allowance period;

5)
I consent to [name of father/ mother’s partner] taking the amount of leave set out in his/ her Shared Parental Leave Notice  of Entitlement; and

6)
I consent to you processing the information contained in this declaration for the purposes of [name of father/ mother’s partner]’s application for Shared Parental Leave.

I set out below the further information I am required to give you:


Yours sincerely
Appendix 6

Request for Shared Parental Leave (To be given by parent who wants to take a period of leave)

Dear [name/ role of person to whom notice should be given]

Request for Shared Parental Leave
I refer to the Notice of Entitlement and Intention to Take Leave I gave you on [date].

I am writing to let you know that I would like to request a period of Shared Parental Leave from

[start date*] to [end date**].

[I would like to take a further period of Shared Parental Leave from [start date] to [end date].]***
Yours sincerely

*Must be at least 8 weeks after the date of this letter

**Shared parental leave must be taken before your child’s first birthday

***You can ask for more than one period of leave in a single request for leave notice. However, we are not obliged to agree to requests for discontinuous leave. 

Appendix 7 
Request to vary or cancel Shared Parental Leave (To be given by a parent who wants to cancel or vary an existing leave request)

Dear [name/ role of person to whom notice should be given]

Request to Vary or Cancel Shared Parental Leave*
I refer to the Request for Leave I gave you on [date]. I was intending to take Shared Parental Leave from [original start date] to [original end date].

I am writing to [cancel / vary] that request. I [will not now be taking Shared Parental Leave] OR [now want to take a period of Shared Parental Leave from [start date] to [end date] instead of on the dates I originally requested].

I understand that this cancellation/ variation counts towards the total number of requests for

Shared Parental Leave that I am entitled to make.

Yours sincerely
*We must have at least eight weeks’ notice of any request to cancel or vary an existing period of leave

My name�
�
�
My partner’s name�
�
�
My maternity  leave started on�
�
�
My maternity leave ended or will end on�
�
�
The total amount of Shared Parental Leave (in weeks) available to me and my partner is:�
�
�
The total amount of shared parental pay (in weeks) available to me and my partner is�
�
�
My child’s expected week of childbirth*�
�
�
My child’s date of birth�
�
�
How much Shared Parental Leave and shared parental pay I intend to take (in weeks)**�
�
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How much Shared Parental Leave and shared parental pay my partner intends to take (in weeks)�
�
�
The start and end dates of each period of Shared Parental Leave I intend to take and in which period or periods I intend to claim shared parental pay�
�
�









My name�
�
�



My address�
�
�



My national insurance number OR I confirm I do not have a national insurance number�
�
�
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My partner’s name�
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The start and end dates of my partner's maternity leave*�
�
�
The total amount of Shared Parental Leave (in weeks) available to me and my partner is�
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The start and end dates of each period of Shared Parental Leave I intend to take and in which period or periods I intend to claim shared parental pay***�
�
�









�
�
�
The start and end dates of each period


of Shared Parental Leave I intend to take and in which period or periods I intend


to claim statutory shared parental pay�
�
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My name�
�
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My address�
�
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My national insurance number OR I confirm I do not have a national insurance number�
�
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