
Mother/Adopter decides to curtail their right to  

maternity/adoption leave and/or pay and notifies their employer 

Entitlement to Shared Parental Leave (and pay if applicable) is created &  

parents discuss how to share this 

Employee declares SPL entitlement to the University 

Form —Declaration of Entitlement to Shared Parental Leave 

Employee requests a period of Shared Parental Leave 

Form —Request to Book (or Vary) Shared Parental 

Manager must respond within 14 days  

Leave Approved 

 

Leave Rejected 

(discontinuous requests only) 

Employee takes 

leave 

Employee Withdraws Request 

(within 15 days of submission) 

Employee decides to take leave 

as one continuous period 

Employee communicates leave 

start date (within 19 days of 

request submission) 

Employees can change the 

amount of Shared Parental 

Leave or Pay they intend to 

use at any point 

Form —Notification of 

Change of Shared Parental 

Leave (or Pay) Amount 

Employees can submit up 

to 3 requests to book or 

vary leave 

Process Diagram—Shared Parental Leave (SPL) 

This diagram is intended to provide a general overview of the process and is for illustrative purposes only. For more detailed 

information in relation to each area of the process, please read the Shared Parental Leave Policy. 

Employee takes up to 20 SPLIT Days 

(Optional), whilst on leave 

See Section 15—Shared Parental Leave Policy 

Manager may hold an informal meeting to discuss the leave 

request if appropriate (typically for requests for discontinuous 

leave) as per Section 10 of the Shared Parental Leave Policy 

 


