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Mission Statement

All policies are written in line with our Trust Mission statement:

“Inspired by faith through love, friendship and joy.”

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one
another, creating nurturing environments where everyone feels valued and loved. We foster
a deep sense of love for God, self, and others, empowering our pupils to make positive
contributions to society.

We recognise the importance of relationships and the power of friendship in shaping lives.
Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections
with their peers, teachers, and the wider community. We promote inclusivity, understanding,
and empathy, cultivating an environment where diversity is embraced and friendships are
built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as
they become compassionate leaders who forge lasting friendships rooted in faith.

We believe that joy is a reflection of God's presence in our lives. Our schools are places where
joy abounds, where pupils are encouraged to find joy in learning, discovering their talents,
and building meaningful relationships. Through engaging and innovative teaching, we inspire
a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the
world around them. We celebrate achievements, milestones, and special moments, ensuring
that joy permeates our school communities.
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1. Introduction

1.1 The Academy Trust is supportive of parents who wish to take shared parental leave in
accordance with the statutory provisions. Shared parental leave legislation applies where
a baby is due to be born on or after 5 April 2015, or where a child is placed for adoption on
or after 5 April 2015 where the qualifying criteria have been met.

1.2 Shared parental leave enables working parents to share leave in the year after their child’s
birth or placement for adoption and to take leave in a more flexible way. Eligible employees
will be able to stop and start their shared parental leave and return to work between
periods of leave. They will be able to take it in turns to have periods of leave to care for the
child, and/or take leave at the same time as each other. No employee will suffer any
detriment due to:

® taking, seeking to take or make use of the benefits of Shared Parental Leave;
® the Academy Trust believing that the employee is likely to take Shared Parental Leave;

® undertaking, considering undertaking or refusing to undertake work as allowed for by
the provision of Shared Parental Leave In Touch (SPLIT) days (see 6. below).

2. When and how can Shared Parental Leave be taken

2.1 Anemployee must give at least 8 weeks’ notice of each period when they want to take ShPL
(an employee can give up to 3 notices of leave or to vary leave).

2.2 ShPL must be taken in blocks of complete weeks with a minimum period of 1 week (a week
can commence on any day of the week).

2.3 The mother can take ShPL after she has taken the legally required 2 weeks of maternity
leave immediately following the birth of the child.

2.4 The main adopter can take ShPL after taking a minimum of 2 weeks adoption leave.

2.5 The father/spouse or partner can take ShPL immediately following the birth/ placement of
the child but may choose to first use their paternity leave entitlements.

2.6 It must be taken in the period from the day the child is born to the day before the child’s
first birthday (or from the date of placement for adoption to the day before the first
anniversary of the placement of an adopted child).

2.7 It can be taken as one continuous period or (if agreed by the employee’s manager) in
discontinuous blocks.

2.8 It is possible for both parents to be on leave at the same time, for example one parent to
take ShPL at the same time that the other parent is on Maternity or Adoption leave (if the
mother or adopter has already given notice to curtail their Maternity/ Adoption
entitlement), or at the same time that the other parent is also taking ShPL.

2.9 If an employee requests a single block of leave in their period of leave notice, then as long
as the eligibility criteria have been met and the leave requested is a valid period as in the
points above, then it cannot be refused.

4|Page
Trust Shared Parental Leave Procedure 2026 - 2027



The Bishop Konstant

+ Catholic Academy Trust

Learning Comemunilies, Inspined by Faith

2.10 An employee can use a single period of leave notice to request a number of discontinuous
blocks of leave. There is no statutory entitlement for the employee to be able to take the
leave in discontinuous blocks on one notice. In this case there is a discussion period of 2
weeks from the Academy Trust receiving the notice for the Academy Trust to discuss with
the employee and decide whether to consent to the leave, propose alternative dates or
refuse the dates. If agreement is not reached about the timing of discontinuous leave the
employee has 5 days from the end of this 2-week period to specify a date from which they
will take the leave as a continuous period (must be at least 8 weeks after the date the notice
was originally given to the Academy Trust).

3. Notification Requirements for Shared Parental Leave/Pay
3.1 Curtailment of Maternity/ Adoption Leave and Pay

3.1.1 In order to have ShPL the mother or adopter must end the entitlement to maternity leave
or adoption leave before using their full entitlement. It must be ended at least 1 week
before the end of the full statutory maternity or adoption leave period. It cannot be ended
until after the compulsory maternity leave period following the birth of the child (2 weeks)
or until at least 2 weeks of adoption leave have been taken. Where the mother or adopter
isan Academy Trust employee the entitlement to maternity or adoption leave can be ended
either by:

e Giving 8 weeks notice before returning to work early or:

e Giving a leave curtailment notice in writing which states the future date on which the
mother or adopter will end this leave (see ShPL1 or ShPL2 Form). This notice is
accompanied by a notice of entitlement to shared parental leave (see ShPL3 or ShPL6
Form) or a declaration of entitlement and consent for the partner’s leave (see ShPL5 or
ShPL8 Form). This notice must be provided at least 8 weeks prior to the first period of
ShPL being taken.

3.1.2 For either partner to have any entitlement to ShPP the mother or adopter must provide a
written notice to curtail the entitlement to maternity or adoption pay with 8 week’s notice.
If the mother or adopter has already returned to work early from maternity or adoption
leave there is still a requirement to provide a pay curtailment notice for there to be an
entitlement to ShPP. The period of ShPP available is 39 weeks less the number of weeks of
maternity or adoption pay taken up to the return-to-work date.

3.1.3 If the mother or adopter is eligible for maternity pay or adoption pay, but not leave then
she will have to provide a pay curtailment notice — giving 8 weeks’ notice - to end her pay
so that the partner may take ShPL (if eligible). If the mother claims maternity allowance
from Jobcentre Plus, she must curtail this by notifying Jobcentre Plus.

3.2 Revoking a Leave Curtailment Notice

3.2.1 There are limited circumstances in which the mother or adopter may change their mind
about ending their maternity or adoption leave:

e |tisdiscovered following the curtailment notice that neither of the parents are entitled
to ShPL or ShPP and the mother or adopter withdraws the notice within 8 weeks of
giving the notice; or
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e The mother/adopter gave their maternity/adoption leave curtailment notice before the
birth/placement of the child, in which case she has 6 weeks from the date of
birth/placement to change their mind and revoke the end of their maternity/adoption
leave and they may subsequently give another leave curtailment notice; or

e The partner/spouse of the mother or adopter dies.

3.2.2 Where one of these circumstances apply the mother or adopter must provide written
notification before the curtailment date to state that they revoke their leave curtailment
notice and should give the date of death of their partner/spouse if applicable. It is not
possible to give another leave curtailment notice after having revoked a previous notice,
except where the mother had given the original notice before the birth and then changed
her mind after the birth.

4. Notification of an entitlement to Shared Parental Leave (and
Shared Parental Pay where applicable)

4.1 An employee entitled and intending to take ShPL must give their line manager notification
of their entitlement and intention to take to ShPL, (ShPL4 or ShPL7 Form) at least eight
weeks before they can take any period of ShPL.

4.2 Ifthe employee is entitled to receive ShPP they must give notice of this entitlement at least
8 weeks before taking ShPP and therefore to avoid duplication where there is an
entitlement to ShPP the employee should include this as part of the notification of
entitlement to take ShPL. The employee must also provide the Academy Trust with a signed
declaration from their partner confirming:

e their name, address, and national insurance number (or a declaration that they do not
have a national insurance number);

e 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;

e that they satisfy the eligibility criteria for ShPL and ShPP

e that they consent to the amount of ShPL (and ShPP where applicable) that the
employee intends to take;

e that they consent to the Academy Trust processing the information contained in the
declaration form;

e (in the case of the mother or adopter where the partner is taking ShPP), the date on
which their maternity or adoption pay period or maternity allowance period began and
the number of weeks by which it will be reduced; and

e (in the case where the partner is the mother/adopter), that they will immediately
inform their partner should they cease to satisfy the eligibility conditions, for example
if they have not reduced their maternity/ adoption leave (and where applicable, pay)
period.

4.3 Variation of the number of weeks each parent takes The notification of entitlement gives a
non-binding indication of how much ShPL and ShPP each of the parents are intending to
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take and when. The employee can give any number of variation notices to cancel or vary
how much leave (and pay if applicable) they intend to take and the periods during which
they intend to take it. Such variations are only an indication and are not binding.

5. Requesting evidence of eligibility

5.1 The Academy Trust will within 14 days of being given the notification of entitlement to
ShPL, request:

a) the name and business address of the partner’s employer (where the employee’s
partner is no longer employed or is self-employed their contact details must be given
instead);

b) in the case of biological parents, a copy of the child’s birth certificate (or, where one
has not been issued, a declaration which states this fact and provides the date and
location of the child’s birth). If the child has not yet been born when the request is made
then the birth certificate should be provided within 14 days of the birth;

c) inthe case of an adopted child, documentary evidence of the name and address of the
adoption agency, the date on which they were notified of having been matched with
the child and the date on which the agency expects to place the child for adoption.

5.2 If an employee fails to provide the evidence requested, the Academy Trust will not agree
to any requests for ShPL and depending on the circumstances may instigate an
investigation as to whether the request is legitimate.

6 Period of Leave Notice or Booking Notice

6.1 In addition to notifying the Academy Trust of entitlement to ShPL/ShPP an employee must
give the Academy Trust a notice to take leave. (See ShPL9 Form). This notice must be
provided at least 8 weeks before the first period of leave they wish to take under that
notice. In many cases the notice to take leave will be given at the same time as the notice
of entitlement to ShPL/ShPP.

6.2 An employee has a statutory right to submit up to 3 notifications to book or vary periods
of leave. Note that the following do not count towards the 3 notifications:

e anotice withdrawn within 15 days of providing it;
e anotice to vary leave due to a child being born earlier or later than the EWC;

e anotice tovary provided following a request from the employer that the employee vary
the period of leave. Each notification may contain either:

e asingle continuous period of full weeks of leave; or

e two or more weeks of discontinuous leave where the employee intends to return to
work between periods of leave.

6.3 If the notice is given before the child’s birth the start and end dates of leave may be
expressed in terms of a number of days following the birth (or in case of a father or partner
the start date may possibly be on the date of birth).
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6.4 If the notice is given before the child is placed for adoption the start and end dates may be
expressed as the number of days following the placement for adoption (or the start date
may be expressed as the day the child is placed for adoption).

6.5 Continuous and broken periods of leave

6.5.1 Where the notice is for one continuous period of leave the employee is entitled to take this
leave so long as it does not exceed the number of weeks available to them (specified in the
notice of entitlement), 8 weeks notice has been given and the dates requested are within
the period in which shared parental leave may be taken. An example of a continuous period
of leave would be an employee’s notice for 6 weeks leave to be taken in one single
unbroken block.

6.5.2 If the notice is for discontinuous periods of leave (an example would be where an employee
notifies 6 weeks leave as 6 weekly blocks over a 12-week period working every alternate
week) the manager will consider the notice but does not have to agree to it. The decision
could be:

e to consent to the pattern of leave;
e to propose an alternative pattern of leave; or
e to refuse the pattern of leave

6.5.3 Requests for discontinuous leave will be carefully considered on a case-by-case basis,
weighing up the potential benefits to the employee and to the Academy Trust against any
adverse impact to the service.

6.5.4 Agreement to one request will not set a precedent or create the right for another employee
to be granted a similar pattern of ShPL.

6.5.5 The employee will be informed of the decision within 2 weeks of giving the notice.

6.5.6 If the manager consents to the leave pattern requested or has agreed with the employee
alternative leave dates the employee is entitled to take the leave on the dates agreed.

6.5.7 If no agreement has been reached in 2 weeks from the date of the notice the employee is
entitled to take the total amount requested as a continuous block.

6.5.8 If the leave pattern is refused the employee may withdraw the notice within 15 days of the
notice being given, without it counting as 1 of the 3 notifications.

6.5.9 If after refusal of the leave pattern, the employee chooses to take the leave in a single
continuous block the employee has until the 19th day from the notice being given to specify
a date from which they will take the continuous period of leave (the date must be after the
required 8-week notice period). If the employee does not choose a date the default position
is that the leave will commence on the start date of the first period of leave requested.

6.6 Meetings

6.6.1 When a period of leave notice is received, a meeting will usually be arranged with the
employee to discuss it. A meeting may not always be required if the request is for a single
period of continuous leave or where a request for discontinuous leave can be approved
without further discussion.
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6.6.2 The meeting to discuss the notice will take place in private and be arranged in advance. The
employee may, if they wish, be accompanied by a trade union representative or work
colleague. The purpose of the meeting will be to discuss in detail the leave proposed and
what will happen while the employee is away from work. Where the request is for a period
of discontinuous leave the discussion will consider how the leave proposal could be agreed,
whether a modified arrangement would be agreeable to the employee and the Academy
Trust and what the outcome may be if no agreement is reached.

6.7 All notices for continuous leave will be confirmed in writing within 2 weeks (14 calendar
days) of the notification being made. All decisions on discontinuous leave requests will be
communicated to the employee within 14 calendar days of the notice being given.

6.8 An employee may ask to vary or cancel an agreed and booked period of ShPL (and ShPP
where applicable) if the notice is given at least 8 weeks before the date of the variation.
This will usually count as one of the 3 allowed period of leave notices unless it is one of the
exceptional circumstances identified earlier in this section.

7. Child Born Early

7.1 The requirement to give 8 weeks’ notice to vary a period of leave or pay does not apply if
the child is born before the EWC and the parent is to take leave within 8 weeks of the birth.
If the parent wishes to amend the start date of the leave so that it starts the same length
of time following the birth as it would have done if the birth had been in the EWC then the
requirement is to provide notice to vary the leave as soon as is reasonably practicable after
the birth.

7.2 If the child is born more than 8 weeks before the EWC and the notification of entitlement
and the period of leave notice have not already been provided the requirements are
amended. If leave is to be taken within 8 weeks of the child’s birth the notices must be
provided as soon as reasonably practicable after the child’s birth.

8. Change in circumstances

8.1 Where, less than 8 weeks before, or during a period of ShPL a change in circumstances
means that an employee no longer meets the criteria for ShPL (for example the employee
is no longer caring for the child, or the mother or adopter has not curtailed their
maternity/adoption leave or pay), the Academy Trust may still require the employee to
take or continue such leave until the earlier of:

e the earliest time that the Academy Trust can accommodate a return to work; or

o weeks after the Academy Trust is notified of the change.

9. Returning to work after Shared Parental Leave

9.1 If the employee wishes to return to work earlier than the expected return to work
date, they may provide a written notice to vary the leave with at least 8 weeks’
notice. This will count as one of the 3 notifications. If the individual has already
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used their 3 notifications to book or vary leave then the Academy Trust does not
have to accept the notice to return early but may do so if it is considered to be
reasonably practicable to do so.

10. Annual Leave and Bank Holidays

10.1 The following guidance supplements the provisions included in the Shared Parental Leave
Policy.

10.2 The maximum amount of leave which can be carried forward to the following leave year
(where ShPL has prevented an employee from taking all of their statutory leave
entitlement) is 20 days (pro-rata for part time employees) if the employee has a separate
bank holiday entitlement, given the carry over of untaken bank holidays is treated
separately.

10.3 For teachers and other employees who don’t have a separate bank holiday entitlement the
maximum carry over of leave is 28 days (pro-rata for part time employees).

10.3 If leave is carried over in these circumstances, the maximum carry forward period is limited
to the end of the following leave year.

10.5 If an employee’s contract of employment terminates and they have been unable to take
their annual leave due to ShPL, they are entitled to payment in lieu of any untaken annual
leave accrued in the current leave year and, if applicable, for any untaken statutory holiday
entitlement which they had been permitted to carry over from the previous leave year.

10.6 Teachers accrue statutory holiday entitlement (up to 28 days per year, if full time, under
the Working Time Regulations) during a period of ShPL.

10.7 This statutory holiday entitlement can be offset by any school closure periods before or
after the period of leave. It is likely that there will be enough school closure periods in the
year outside of the period of ShLP to fit the holiday entitlement.

10.8 If the teacher has been unable to fit in the accrued entitlement then the balance of up to
28 days may be carried forward to the next year to be taken during periods of school
closure.

11. Monitoring and Review of this Policy

11.1 The Trust shall be responsible for reviewing this policy from time to time to ensure that it
meets legal requirements and reflects best practice.

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education. It is a company limited by
guarantee registered in England and Wales, company number 08253770, whose registered office is at
St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone WF7 6BD
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