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Parent(s): one of two people who will share the main responsibility for the child’s upbringing (and who may
be the mother, the pr
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maternity/adoption pay or maternity allowance and must have ended or given notice to reduce any ma-
ternity/adoption entitlements;
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https://intranet.uos.ac.uk/media/1186

OShPP is only paid if the employee is receiving ShPP for the same period and will be paid at the same time
as ShPP becomes due. The maximum entitlement to pay received in any week is equivalent to the employee’s
normal full pay, made up of ShPP and the balance as OShPP.
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8. ENDING MATERNITY/ADOPTION LEAVE

If you are the child's mother/primary adopter and have commenced maternity/adoption leave, and you have
not previously submitted a notice for SPL you must give us at least eight weeks' written notice using the
Shared Parental Leave Natification Form to end your maternity/adoption leave before either parent can take
SPL. The notice must state the date your maternity/adoption leave will end. In the case of birth, you can give
the notice before or after you give birth, but you cannot end your maternity leave until at least two weeks af-
ter birth. In the case of adoption, you can give notice before or after adoption leave starts, but you must take
at least two weeks of adoption leave.

At the same time as the notice to end maternity/adoption leave, you must also give us a notice to opt into the
SPL scheme using the Shared Parental Leave Notification Form or a written declaration that the other parent
has given his or her employer an opt-in notice and that you have given the necessary declarations in that no-

tice.

The notice to end maternity/adoption leave is binding and cannot normally be revoked, however it is possible
to revoke the notice if maternity/adoption leave has not yet ended and one of the following applies:

(a) If you realise that neither you nor the other parent are in fact eligible for SPL or ShPP, you can
revoke the notice to end maternity/adoption leave by advising us in writing up to eight weeks
after it was given;
(b) Inthe case of birth, if you gave notice to end maternity leave before giving birth, you can revoke
the notice in writin itID 63BDC q0100000887F1 9.9ETQQNI000008871 0 595.32 841.92 relW*nBTIF1 9.96 TfIIO
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9. CONTINUOUS AND DISCONTINUOUS SHARED PARENTAL LEAVE

Each notification of the intention to take parental leave (‘a booking notice’) should be submitted via the
Shared Parental Leave Notification Form and may notify a single, continuous block of leave or request dis-
continuous periods of leave. The minimum period of leave (and pay, where ShPP is also applied for) is one
week.

If your booking notice gives dates for a single continuous block of SPL, you will be entitled to take the leave
set out in the notice as this cannot be refused by your employer.

You can submit up to three booking notices in order to book leave or to vary a previously agreed pattern of
leave via the Shared Parental Leave Notification Form. Eight weeks’ notice must be given for each period of
leave.

Notice can be given to end a period of leave earlier or later than previously notified, or to aggregate a num-
ber of discontinuous weeks in a single block. This ‘variation notice’ must be given at least eight weeks before
the variation occurs.

A variation notice counts towards the total maximum allowable number of three notifications, unless it is with-
drawn prior to the end of the discussion (see below).

10. PROCEDURE FOR REQUESTING SHARED PARENTAL LEAVE
In general, a booking notice should set out a single continuous block of leave.

The employee must submit a booking notice setting out the requested pattern of leave at least eight weeks
before the requested start date via the Shared Parental Leave Notification Form.

Provided the employee submits no more than three separate booking notices; and requests a single block of
continuous leave in each booking notice, giving eight weeks’ notice of each period of leave, then the em-
ployer must agree to these periods of leave.
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14. KEEPING IN TOUCH

We may make reasonable contact with you from time to time during your SPL although we will keep this to a
minimum. This may include contacting you to discuss arrangements for your return to work.

You may ask or be asked to work (including attending training) on up to 20 "shared parental leave in touch"
days (SPLIT days) during your SPL. The employer has no right to demand that any such SPLIT work is un-
dertaken and the employee has no right to expect to undertake such work. However such days will be for an
agreed and specific purpose related to work. This is in addition to any KIT days that the mother/primary
adopter may have taken during maternity/adoption leave. KIT days are also not compulsory and must be dis-
cussed and agreed with your line manager.

You will be paid your normal contractual pay for time spent working on a KIT or SPLIT day according to the
hours you actually work on that day and this will be inclusive of any shared parental pay entitlement. Hours
worked must be claimed on an additional hours claim form, authorised by the line manager and submitted to
POD for payment on the next pay date.

15. RETURNING TO WORK

Employees returning from any combination of relevant statutory leave that includes Shared Parental Leave
and any of Maternity, Paternity or Adoption Leave will be entitled to return to the same job if the leave totals
26 weeks or less in aggregate. Periods of Unpaid Shared Parental Leave of more than four weeks will be
excluded from this calculation.

Employees returning from any combination of relevant statutory leave that includes Shared Parental Leave
and any of Maternity, Paternity or Adoption Leave will be entitled to return to the same job or, if it is not rea-
sonably practicable for the employer to permit the employee to that job, to another job which is both suitable
and appropriate for the employee, if the leave totals more than 26 weeks in aggregate. Periods of unpaid
shared parental leave of more than four weeks will be excluded from this calculation.

If you want to end a period of SPL early, you must give us eight weeks' prior notice of the return date in writ-
ing.
If you want to change your hours or other working arrangements on return from SPL, you are required to

make a request under the Flexible Working Policy. It is helpful if such requests are made as early as possi-
ble.

If you decide you do not want to return to work, you should give notice of resignation in accordance with your
contract.
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