Letter confirming a period of shared parental leave
[Insert name]

[Insert address]

[Insert date]

Dear [insert name],
Thank you for submitting your notice to take a period of shared parental leave (SPL). 
[OR]

Thank you for your notice to vary a previously submitted period of shared parental leave (SPL) request.

You have indicated that you would like to take leave on the following dates:

[Insert dates submitted on the period of leave notice]

[Optional] You have also confirmed that you wish to claim shared parental pay for the following dates: [Insert dates submitted on the period of leave notice] 
I can confirm that the dates you have given are binding [optional – and that you are entitled to the shared parental pay you have claimed for those dates]. 
You will continue to receive your usual contractual benefits during your SPL period (apart from remuneration). Your contractual holiday entitlement continues to accrue and your manager may discuss appropriate arrangements for taking your holiday entitlement with you before your SPL starts.

You may be asked to attend work on occasional days during your SPL period. These days could be for training, to attend department meetings, or just for ‘keeping in touch’. You may work for up to 20 days without bringing the SPL to an end, but work during SPL will not have the effect of extending your SPL period. If you do work, you will be paid your normal rate of pay inclusive of any shared parental pay entitlement. You are under no obligation to work during SPL, and the company is under no obligation to offer work.
If you wish to return early from SPL, or extend the period of your SPL, you must notify the company at least eight weeks’ before both the original end date and the new end date.

Please remember to give at least eight weeks’ notice of any additional period of leave requests, or any requests to vary periods of leave.

Further details of the company’s shared parental leave policy are available from the HR Department.

Please contact me if there is anything you would like to discuss in more detail.

Yours sincerely,
[Insert name]

[Insert job title]
 
This document is provided as guidance only and is not intended to be a substitute for specific legal advice. 


