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3.13 Shared Parental Leave 

This policy is about the statutory entitlement to shared parental leave and pay, 

available to both parents.    

The NICS is committed to being a diverse and inclusive employer with 
supportive family friendly policies that also meet business needs. All 
colleagues in their new parental role have equal access to the provisions set 
out in this policy, regardless of their sexual orientation, gender identity or their 
chosen path to parenthood.  

• The eligibility criteria are set out in Section 2 .

• The shared parental leave entitlement is explained in Section 3.

• The requirement to give notice of your entitlement and intention to take

shared parental leave is explained in Section 4.

• Booking a period of shared parental leave is explained in Section 8.

• Statutory shared parental pay is explained in Section 9.

• The arrangements for working shared parental leave in touch (SPLIT)

days are explained in Section 12

Further information 

This policy should be read in conjunction with the relevant sections of the 

following HR User Guide:  

 Maternity, Adoption  and Shared Parental Leave 

The shared parental leave forms (including a planner to assist you and your 
partner in planning your shared parental leave and statutory shared parental 
pay) are available to download in the  Leave and Attendance forms section of 
the portal.  

FAQs are available by clicking on the link below: 

Shared Parental Leave faqs  

You may also be interested in the following policies: 

3.02 Maternity Leave   

3.03 Paternity Leave 3.05 

Adoption Leave  

https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Leave%20and%20Attend/3.02%20Maternity%20Paternity%20Adoption%20and%20Shared%20Parental%20Leave
https://nics.service-now.com/kb?id=kb_search&t=policies&query=forms&spa=1&kb_category=05b40bf5db37130040c29785ca96199d
https://nics.service-now.com/kb?id=kb_search&t=policies&query=forms&spa=1&kb_category=05b40bf5db37130040c29785ca96199d
https://nics.service-now.com/kb?id=kb_search&t=policies&query=forms&spa=1&kb_category=05b40bf5db37130040c29785ca96199d
https://nics.service-now.com/kb?id=kb_search&t=policies&query=forms&spa=1&kb_category=05b40bf5db37130040c29785ca96199d
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https://nics.service-now.com/kb/kb?id=kb_search&t=policies&query=shared%20parental%20leave%20faqs
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=21d3c46ddb453c508f0d143b0b961907&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=21d3c46ddb453c508f0d143b0b961907&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=21d3c46ddb453c508f0d143b0b961907&table=kb_knowledge
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This policy is version 3.0  

  

  
This homepage is only a guide to the policy, not the policy itself. In the event of any 
discrepancy between the content of this homepage and the associated policy, the wording 
of the policy shall apply.      
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3.13 Shared Parental Leave   
  

 1.   Introduction   

  

1.1 This policy sets out the statutory rights and responsibilities of employees 

who wish to take statutory shared parental leave. (Employees may also be 

entitled to receive statutory shared parental pay).  

  



V3.0  

  

1.2  Shared parental leave enables eligible parents to choose how to share the 

care of their child during the first year of birth or adoption. Its purpose is to give 

parents more flexibility in considering how to best care for, and bond with, their 

child. All employees who satisfy the eligibility criteria (see Section 2 below) have 

a statutory right to take shared parental leave. There may also be an entitlement 

to some statutory shared parental pay (see Section 9 below).   

  

 1.3  In this policy  

  

• “mother” means  the person, regardless of gender, who gave birth to 

the child;“adopter” means, in relation to the child, the person with 

whom the child is, or is expected to be, placed for adoption or if a 

couple has been matched jointly, the member of that couple who has 

chosen to take statutory adoption leave and/or pay in respect of that 

child and/or a person who is entitled to receive statutory adoption pay 

in respect of the child;  

  

• “partner” means the father of the child, or the person who, at the date 

of the child's birth/placement for adoption, is married to, the civil 

partner of, or the partner of the mother/adopter. This includes 

someone, (whether of a different sex or the same  sex), who lives 

with the mother/adopter and the child in an enduring family 

relationship but who is not the mother/adopter's child, parent, 

grandchild, grandparent, sibling, aunt, uncle, niece or nephew.  

  

  

1.4 Shared parental leave and statutory shared parental pay may also be 

available to parents whose child is born through a surrogacy arrangement if 

they are entitled to statutory adoption leave and/or statutory adoption pay.  

  

1.5 Where the mother/adopter and their partner meet the eligibility criteria for 

shared parental leave, the mother/adopter can choose to end 

maternity/adoption leave and pay early, or commit to ending it at a future date, 

and share the untaken balance of maternity/adoption leave and pay as shared 

parental leave and pay.   

  

  

1.6 Shared parental leave should not be confused with ordinary parental leave 

(see HR policy 3.04 Ordinary Parental Leave ) which is not affected by shared 

parental leave.  Ordinary parental leave is the entitlement to up to 18 weeks’ 

unpaid leave.    

    

 2.  Shared parental leave - eligibility  

  

2.1   Shared parental leave can only be used by two people.  These are as 

follows:   

  

a. the mother or adopter and  

https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=159acc6e97714d108370f3e3f153afc5&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=159acc6e97714d108370f3e3f153afc5&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=159acc6e97714d108370f3e3f153afc5&table=kb_knowledge
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b. one of the following:  

i. the father of the child (in the case of birth) or  

ii. the spouse, civil partner or partner of the child's mother/ adopter.   

  

2.2 Both parties must share the main responsibility for the care of the child 

at the date of the birth/placement for adoption.   

  

2.3 Additionally, if you are seeking to take shared parental leave, you must 

satisfy all of the following criteria:   

  

a. the mother/adopter of the child must be/have been entitled to 

statutory maternity/adoption leave, or if not entitled to statutory 

maternity/adoption leave they must be/have been entitled to statutory 

maternity/adoption pay or maternity allowance, and they must have 

ended or given notice to reduce any maternity/adoption entitlements;  

  

b. you must pass the ‘continuity of employment test’ which requires 

you to have been continuously employed for a period of not less than 

26 weeks at the end of the 15th week before the expected week of 

childbirth (or, in the case of adoption, ending with the week in which 

you were notified of having been matched with the child) and you 

must still be working for the NICS at the start of each period of shared 

parental leave;  

  

c. your partner must satisfy the ‘employment and earnings test’ 

requiring them, in the 66 weeks leading up to the expected week of 

childbirth/matching date, to have worked for at least 26 weeks and 

have average weekly earnings of at least the maternity allowance 

threshold in any 13 of those weeks;  

  

d. you must correctly notify HRConnect of your entitlement (see Section 

4) and provide the evidence required.  

  

2.4 For a parental order parent in a surrogacy arrangement the continuity of 

employment test is the same which applies to birth parents, i.e. employed 

continuously for 26 weeks up to and including the 15th week before the week in 

which the baby is due to be born even though they get adoption leave and pay.  

  

  

 3.  The shared parental leave entitlement  

  

3.1   Eligible employees may be entitled to take up to 50 weeks’ shared parental 

leave during the child’s first year in their family. The number of weeks available 

is calculated using the mother’s/adopter’s entitlement to maternity/adoption 

leave, which allows them to take up to 52 weeks’ leave. If they reduce their 

maternity/adoption leave entitlement then they and/or their partner may opt-in 
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to the shared parental leave system and take any remaining weeks as shared 

parental leave.  

  

3.2  A mother/adopter may reduce their entitlement to maternity/adoption leave 

either by returning to work before the full entitlement of 52 weeks has been 

taken (see paragraph 9.5 of HR Policy 3.02 Maternity Leave , if you are the 

mother), or paragraph 9.4 of HR policy 3.05 Adoption Leave if you are the 

adopter) or, if they have not returned to work early,  by giving HRConnect at 

least 8 week’s notice to curtail their leave at a specified future date using the  

Shared Parental Leave Notice of Intention to Curtail Maternity Adoption leave 

(Downloadable Form) - form that is available on the ESP. Shared parental leave 

arises from the number of weeks of untaken maternity or adoption leave.  

  

3.3   If the mother/adopter is not entitled to maternity/adoption leave but is 

entitled to statutory maternity pay (SMP), statutory adoption pay (SAP) or 

maternity allowance (MA), they must reduce their entitlement to less than the 

39 weeks. If they do so, their partner may be entitled to shared parental leave. 

This is calculated by deducting from 52 the number of weeks of SMP, SAP or 

MA taken by the mother/adopter.    

  

3.4   Shared parental leave can commence as follows:  

  

a. The mother can take shared parental leave after taking the compulsory 

two week maternity leave period immediately following the birth of the 

child (four weeks if working in a factory).  

  

b. The adopter can take shared parental leave after taking at least two 

weeks’ adoption leave.  

  

c. The partner can take shared parental leave immediately following the 

birth/placement of the child, but may choose to exhaust any paternity 

leave entitlements first.  NOTE: The partner cannot take paternity leave 

or pay after they have taken any shared parental leave or statutory 

shared parental pay.  

  

3.5 Provided that the mother/adopter has given notice to curtail their 

maternity/adoption entitlements on a future date, the mother/adopter’s partner 

can take shared parental leave while the mother/adopter is still using their 

maternity/adoption entitlements.  

  

3.6 If you are eligible to receive statutory shared parental pay, it will be paid for 

some, or all, of the shared parental leave period (see Section 9).  

  

3.7 Shared parental leave must end no later than one year after the 

birth/placement of the child.  Any shared parental leave not taken by the first 

birthday or first anniversary of placement for adoption is lost.  

  

https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=21d3c46ddb453c508f0d143b0b961907&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=21d3c46ddb453c508f0d143b0b961907&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=6e999bc6dba88910132997f2f396195b&table=kb_knowledge
https://nics.service-now.com/kb/kb?id=kb_article_view&sys_kb_id=6e999bc6dba88910132997f2f396195b&table=kb_knowledge
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
https://nics.service-now.com/kb?sys_kb_id=63bfa97fdb7fa450b5f803c3ca961922&id=kb_article_view&sysparm_rank=10&sysparm_tsqueryId=b1da47159710d150590bb79fe153afbd
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 4  Notice of entitlement and intention to take shared parental leave  

  

4.1 If you are entitled to, and intend to take, shared parental leave, you must 

give HRConnect written notice of your entitlement and intention to take shared 

parental leave at least eight weeks before the start of the first period of leave 

that you wish to take, by using the Notice of Entitlement and Intention to take 

Shared Parental Leave form that is available on the HRConnect portal.  

  

4.2  This notice must set out  

  

a. your name;  

  

b. the name of the other parent (see paragraph 2.1);   

  

c. the start and end dates of any maternity/adoption leave taken by the 

mother/adopter in respect of the child (or, where the mother/adopter is 

not entitled to maternity/adoption leave, the start and end date of SMP,  

MA or SAP);  

  

d. the total amount of shared parental leave available to be taken;  

  

e. the child’s expected week of birth and the actual date of birth or, in the 

case of an adopted child, the child’s expected and actual placement 

date;  

  

f. the amount of shared parental leave you and your partner each intend 

to take;  

  

g. a non-binding indication of when you intend to take the leave, including 

start and end dates for each period of leave.   

  

4.3  This notice must be accompanied by a signed declaration stating  

  

a. that you meet, or will meet, the individual eligibility conditions and are 

entitled to take shared parental leave;  

  

b. that the information you have given is accurate;  

  

c. if you are not the mother/adopter, that you are either the father of the 

child or the spouse, civil partner or partner of the mother/adopter;   

  

d. that should you cease to be eligible you will immediately inform 

HRConnect.  

  

4.4 You must also provide HRConnect with a signed declaration from your 

partner confirming   
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a. their name, address and national insurance number (or a declaration that 

they do not have a national insurance number);   

  

b. that they are the mother/adopter of the child or they are the father of the 

child or are the spouse, civil partner or partner of the mother/adopter;   

  

c. that they satisfy the ‘employment and earnings test’ (see paragraph 2.3  

c), and had at the date of the child’s birth or placement for adoption the 

main responsibility for the child, along with you;  

  

d. that they consent to the amount of shared parental leave that you intend 

to take;   

  

e. that they consent to HRConnect processing the information contained in 

their declaration; and   

  

f. (where your partner is the mother/adopter), that they will immediately 

inform you should they cease to satisfy the eligibility conditions.   

  

4.5  The required content of the notice of intention to take shared parental leave 

and the accompanying declarations are included within the Notice of 

Entitlement and Intention to take Shared Parental Leave form, which is 

available on the HRConnect portal.  

  

 5.  Supplementary evidence of eligibility   

  

5.1 HRConnect may, within 14 days of the shared parental leave entitlement 

notice, request the following:  

  

  

• In the case of biological parents, a copy of the child's birth certificate (or, 

where one has not been issued, a declaration confirming the time and 

place of the birth).  

  

• In the case of an adopted child, documentary evidence of the name and 

address of the adoption agency, the date on which you were notified of 

having been matched for adoption with the child and the date on which 

the agency expects to place the child with the adopter.  

  

5.2  In order to be entitled to shared parental leave, you must produce this with 

14 days of the request from HRConnect.    

  

 6.  Fraudulent claims   

  

6.1 Where there is a suspicion that you may have provided fraudulent 

information, or where the NICS has been informed by HMRC that a fraudulent 
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claim was made, the matter will be investigated under the disciplinary 

procedures (see HR policy  6.03 Discipline   

 7.  Discussions regarding shared parental leave  

  

7.1 If you are considering taking shared parental leave, you are encouraged to 

contact your line manager to arrange an informal discussion as early as 

possible to talk about your plans.   

  

 8.  Booking shared parental leave   

  

Leave notifications  

  

8.1 In addition to notifying HRConnect of your entitlement to shared parental 

leave, you must also give notice to take the leave.  In many cases notice to take 

leave will be given at the same time as the notice of entitlement to shared 

parental leave.    

  

8.2  Before any shared parental leave or shared parental pay can be taken, 

maternity/adoption leave and pay must have ended or there must be a 

commitment to bring the maternity/adoption leave and pay to an end at a later 

date.  

  

8.3  You must book shared parental leave by giving notice to HRConnect, at 

least eight weeks before the date on which you wish to start the leave and (if 

applicable) receive shared parental pay.  You must do this using the. Shared 

parental leave booking form   

  

8.4 If you are eligible for shared parental leave, you have the right to submit a 

maximum of three notifications specifying leave periods you are intending to 

take (or variations to booked leave - see paragraph 8.8 below).  Each 

notification must contain a single unbroken period of leave (for example, 

six weeks in a row). Requests for discontinuous periods of shared parental 

leave will be refused.    

  

8.5 Shared parental leave can only be taken in complete weeks but may begin 

on any day of the week. For example, if a week of shared parental leave begins 

on a Tuesday, it will finish on a Monday.    

  

    

Responding to a shared parental leave notification  

  

8.6 Once HRConnect receives the shared parental leave booking notice, it will 

be dealt with as soon as possible.  However, a response will be provided to you 

no later than the 14th day after the leave request was made.  All notices will be 

confirmed in writing.  

  

https://nics.service-now.com/kb?id=kb_article_view&sys_kb_id=4e6bca97db6a6f0030352dcb0b961974&table=kb_knowledge
https://nics.service-now.com/kb?id=kb_article_view&sys_kb_id=4e6bca97db6a6f0030352dcb0b961974&table=kb_knowledge
https://nics.service-now.com/kb?id=kb_article_view&sys_kb_id=4e6bca97db6a6f0030352dcb0b961974&table=kb_knowledge
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https://nics.service-now.com/kb?sys_kb_id=07de782fdb37e050b5f803c3ca9619df&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=6c9d8f119750d150590bb79fe153af04
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https://nics.service-now.com/kb?sys_kb_id=07de782fdb37e050b5f803c3ca9619df&id=kb_article_view&sysparm_rank=1&sysparm_tsqueryId=6c9d8f119750d150590bb79fe153af04
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Changing or cancelling shared parental leave  

  

8.7 You are permitted to vary or cancel a booked period of shared parental 

leave, provided that you advise HRConnect in writing at least eight weeks 

before the date of any variation.  This must be done using the  Notice to Change 

or Cancel a Period of Shared Parental Leave form, which is available on the 

HRConnect portal. Any new start date cannot be sooner than eight weeks from 

the date of the variation request.   

  

8.8 Any variation or cancellation notification made by you, including notice to 

return to work early, will count as a new notification and will reduce your right 

to book/vary leave (see paragraph 8.4) by one. However, a change as a result 

of a child being born early, or as a result of your Head of Branch requesting a 

booked period of shared parental leave be changed and you being agreeable 

to the change, will not count as a further notification. Any variation will be 

confirmed in writing.   

  

 9.  Statutory shared parental pay   

  

9.1 Statutory shared parental pay may be payable during some or all of shared 

parental leave, depending on the length and timing of the leave. Eligible 

employees may be entitled to take up to 37 weeks’ statutory shared parental 

pay while taking shared parental leave. The number of weeks available will 

depend on the amount by which the mother/adopter reduces their 

maternity/adoption pay period or maternity allowance period.   

  

9.2  In addition to meeting the eligibility requirements for shared parental leave 

(see Section 2), if you are seeking to claim statutory shared parental pay, you 

must also further satisfy all of the following criteria:   

  

a) the mother/adopter must be/have been entitled to statutory 

maternity/adoption pay or maternity allowance and must have reduced 

their maternity/adoption pay period or maternity allowance period;  

  

b) you must intend to care for the child during the week in which statutory 

shared parental pay is payable;   

  

c) you must have average weekly earnings for the period of eight weeks 

leading up to and including the 15th week before the child’s expected due 

date/matching date of not less than the lower earnings limit in force for 

national insurance contributions;   

  

d) you must remain in continuous employment until the first week of 

statutory shared parental pay has begun;    

  

e) you must give proper notification in accordance with the rules set out 

below.  
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9.3 Where you are entitled to receive statutory shared parental pay, you must 

give HRConnect written notice advising of your entitlement to statutory shared 

parental pay at least eight weeks before receiving any shared parental pay 

using the relevant shared parental leave form. If possible, this should be 

included when giving notice of your entitlement to take shared parental leave.  

  

9.4 Any notice that advises of an entitlement to statutory shared parental pay 

must include  

  

a) the start and end dates of any maternity/adoption pay or maternity 

allowance;   

  

b) the total amount of shared parental pay available, the amount of shared 

parental pay you and your partner each intend to claim, and a non-

binding indication of when you expect to claim shared parental pay;  

  

c) a signed declaration from you confirming that the information you have 

given is correct, that you meet, or will meet, the criteria for shared 

parental pay and that you will immediately inform HRConnect should you 

cease to be eligible.  

  

9.5 This notice must be accompanied by a signed declaration from your partner 

confirming   

  

a) their agreement to you claiming shared parental pay and for the 

organisation to process any shared parental pay payments to you;   

  

b) (where your partner is the mother/ adopter) that they have reduced 

their maternity/adoption pay or maternity allowance;  

   

c) (where your partner is the mother/ adopter) that they will immediately 

inform you should they cease to satisfy the eligibility conditions.  

  

9.6  The required content of the shared parental pay notice and the 

accompanying declaration have been incorporated into the Notice of 

Entitlement and Intention to take Shared Parental Leave form, which is 

available on ESP.  

  

 10.  Terms and conditions during shared parental leave  

  

10.1 During the period of shared parental leave, your contract of employment 

continues in force and you are entitled to receive all your contractual benefits, 

except for salary.   
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 11.  Contact during shared parental leave   

  

11.1 Your Department may make reasonable contact with you from time to time 

while you are on shared parental leave in order, for example, to keep you 

informed of developments at the workplace or to discuss arrangements for your 

return to work.   

  

11.2 What constitutes “reasonable” contact will vary according to the 

circumstances. You may prefer to keep such contact to a minimum or you may 

not mind frequent contact. Therefore, before shared parental leave begins, you 

and your line manager should discuss arrangements for staying in touch. This 

should include agreement on the reasons for making contact, who will initiate 

contact, the way(s) in which contact will be made and how often, and the 

process for agreeing to work SPLIT days (see Section 12 below).   

  

 12.  Shared parental leave in touch (SPLIT) days   

  

12.1 You can agree to work for up to 20 days during shared parental leave 

without bringing the period of shared parental leave to an end or impacting on 

your right to claim shared parental pay for that week. These are known as 

"Shared Parental Leave In Touch" or "SPLIT" days and are in addition to the 10 

keeping in touch (KIT) days allowed during maternity or adoption leave. 

Although you may work a maximum of 20 SPLIT days, these need not be 

worked on consecutive days and working for part of a day will count as one of 

the 20 days. Any SPLIT days worked do not extend the period of shared 

parental leave.   

  

  

12.2 For the purposes of this arrangement, “work” means any work done for the 

employer and may include training or any activity undertaken by you for the 

purposes of keeping in touch with the workplace. For example, they could be 

particularly useful in enabling you to attend a conference or attend for a team 

meeting. Any SPLIT days worked under this provision must be by agreement 

between you and your line manager. Your line manager has no right to demand 

that any such SPLIT day is worked, nor have you any right to work a SPLIT day. 

The type of work that you undertake on SPLIT days is a matter for agreement 

between you and your line manager. Only line managers at SO level or above 

may agree a request to work a SPLIT day.  

  

Arranging to work a SPLIT day   

  

12.3   SPLIT days may only be worked by agreement. If you wish to take 
advantage of working a SPLIT day, you must contact your line manager (at 
SO level or above) who will consider the request.   
  

12.4   If your line manager wishes to offer you the opportunity to work a SPLIT 
day during your shared parental leave, for example, to attend a training 



V3.0  

  

activity, contact will be made with you through the agreed contact 
arrangements (see Section 11). As SPLIT days may only be worked by 
agreement, you are entitled to turn the offer down without suffering any 
consequences as a result.   
  

Payment for SPLIT days worked   

  

12.5 The payment of statutory shared parental pay is not affected by  

working any of the 20 permitted SPLIT days. Therefore, if you work a SPLIT 
day, you will continue to receive any statutory shared parental pay that is due 
for that day.  Where you are entitled to an additional payment (see paragraph 
12.6), it will be paid as basic pay. Although working for part of a day will count 
as one of the 20 SPLIT days, any entitlement to payment will be calculated 
using the net hours actually worked.   
  

12.6 The total of statutory shared parental pay and any additional payment 
due for working a SPLIT day will not exceed your contractual daily rate of pay. 
In practice, this means that:   
  

a) if you work a SPLIT day while receiving statutory shared parental pay*, 
you will receive payment for the net hours actually worked at your 
normal contractual rate of pay, in addition to statutory shared parental 
pay, within the overall limit of your contractual daily rate of pay; and  
   

b) if you work a SPLIT day while on unpaid shared parental leave, you will 

receive your contractual rate of pay for the net hours you work.   

  

* When calculating payment for working a SPLIT day, a notional daily 
rate of statutory shared parental pay, equivalent to one seventh of the 
appropriate weekly rate, will be used.   

  

12.7   When you work a SPLIT day, please refer to the  User Guide for process 

details, complete the appropriate form and pass it to your line manager (at SO 

level or above) for authorisation. The line manager must then send the 

completed form to HRConnect for processing.   

  

 13.  Pensions   

  

13.1 Paid shared parental leave, ie when you receive statutory shared parental 

pay, is reckonable service for pension purposes.    

  

13.2 Unpaid shared parental leave is not reckonable for pension purposes. 

However, where a SPLIT day is worked during a period of unpaid shared 

parental leave, that day will reckon for pension purposes.  

  

  

 14.  Returning to work after shared parental leave   
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14.1  You will have been advised in writing of the end date of any period of 

shared parental leave. You are expected to return on the next working day after 

this date, unless you notify your line manager otherwise. If you are unable to 

attend work due to sickness, the normal arrangements for sickness absence 

will apply. In any other case, late return without prior authorisation will be treated 

as unauthorised absence.   

  

14.2 If you wish to return to work earlier than the expected return date, you may 

provide a written notice to vary the leave and must give at least eight weeks’ 

notice in writing of the date of early return, using the Change or Cancel a Period 

of Shared Parental Leave  form. This will count as one of the three notifications 

mentioned in paragraph 8.3.   

  

14.3 On returning to work after shared parental leave, you are entitled to return 

to the same job, on the same terms and conditions of employment as if you had 

not been absent, if the aggregate total of statutory maternity/paternity/adoption 

leave and shared parental leave amounts to 26 weeks or less. The same job is 

the one you occupied immediately before commencing 

maternity/paternity/adoption leave and the most recent period of shared 

parental leave.   

  

14.4 If your maternity/paternity/adoption leave and shared parental leave 

amounts to 26 weeks or more in aggregate, you are entitled to return to the 

same job you held before commencing the last period of leave or, if this is not 

reasonably practicable, to another job which is both suitable and appropriate 

and on terms and conditions no less favourable.  

  

14.5  If you also take a period of unpaid parental leave of 4 weeks or less (under 

HR policy- 3.04 Ordinary Parental Leave policy), this will have no effect on your 

right to return and you will still be entitled to return to the same job as you 

occupied before taking the last period of leave if the aggregate weeks of 

maternity/paternity/adoption and shared parental leave do not exceed 26 

weeks.   

  

14.6  If you take a period of 5 weeks’ unpaid parental leave (under HR policy- 

3.04 Ordinary Parental Leave ), even if the total aggregate weeks of 

maternity/paternity/adoption and shared parental leave do not exceed 26 

weeks, you will be entitled to return to the same job you held before 

commencing the last period of leave or, if this is not reasonably practicable, to 

another job which is suitable and appropriate and on terms and conditions no 

less favourable.    

  

 15.  Special circumstances and statutory obligations  

  

15.1  In certain situations an employee’s rights and requirements regarding 

shared parental leave and shared parental pay may change. These include  

  

a) early birth,  
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b) partner no longer caring for the child,  

c) death of the child before or during birth, or within the first year, and  

d) death of a parent during the child’s first year.  

  

In these circumstances, or indeed any other circumstances not covered within 

this policy, the NICS will abide by any statutory obligations.  You are advised to 

clarify any issues or queries with NICSHR Employee Relations.  


