
 
 
 

Shared parental leave application process flowchart 
 

 Member of staff submits notice to entitlement to SPL at 
least eight weeks prior to any leave being taken. They 

may also submit a notice to book leave at this time or at 
other time. Notice to book leave can be for either a 

continuous or discontinuous period 

Requested period of leave is a 
continuous block of leave 

Employer must agree and 
SPL begins on date specified 

in period of leave notice 

Requested period of leave is 
a discontinuous period 

Two week discussion period 
between manager and member of 

staff 

Manager agrees to 
SPL 

Manager 
proposes 
alternative 

pattern for SPL 

SPL starts on date 
specified/agreed 

Member of 
staff 

rejects 

Manager rejects 
application for 
discontinuous 

leave 

Member of staff 
withdraws notice 

within 15 calendar 
days of original 
notice and can 

submit new notice 

Member of staff does not 
withdraw notice. The default 
provisions will apply and SPL 
will be taken as a continuous 

block. They have five calendar 
days to specify start date 

Member of 
staff agrees 


