<<Please use either one of the following template letters to request Shared Parental Leave>>

Notice to request discontinuous Shared Parental Leave

Date:
Dear (line manager):
 My current remaining entitlement to shared parental leave (SPL) is
I would like to take discontinuous leave in the following blocks (please detail below):


I understand that you do not have to agree to this and that if we do not reach an agreement within 14 days of the above date, I must either withdraw the request or take the total amount of SPL requested in this booking as one block of continuous leave. 
I understand that my leave will begin on the start date of the first block of leave requested unless I notify you within 19 days of a different start date.  
My current remaining entitlement to Statutory Shared Parental Pay (ShPP) is:
During my SPL I would like to receive the following ShPP (in weeks):
If the proposed period of SPL is agreed I would like to be paid ShPP for the following dates:
I understand that this counts as 1 of my 3 notices to book leave and I believe that I have the following number remaining:  

Yours Sincerely











<<Please use either one of the following template letters to request Shared Parental Leave>>

Notice to request continuous Shared Parental Leave

Date:
Dear (line manager):
 My current remaining entitlement to shared parental leave (SPL) is
I would like to take the following continuous period of SPL  (please detail below):


My current remaining entitlement to Statutory Shared Parental Pay (ShPP) is:
During my SPL I would like to receive the following ShPP (in weeks):
I understand that this counts as 1 of my 3 notices to book leave and I believe that I have the following number remaining:  

Yours Sincerely

