Shared Parental Leave

SHARED PARETNAL LEAVE IN TOUCH DAYS

Manager’s Record

	Eligibility

Employees on Shared Parental Leave may have up to 20 keeping in touch days or sessions during their leave period.  These may occur at any time during the 52 weeks leave period except the first two weeks of Maternity Leave, this being a compulsory leave period.  Managers should use this form to ensure that the employee does not attend for more than 20 days.

Payment

Payment for Shared Parental Leave in Touch Days is at the employees hourly contractual rate for the number of hours of each day/or session, less any payment received by way of maternity allowances (SMP/OMP/MA) for that day.  No session should last longer than the employee’s normal contractual day.
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	Each Keeping in Touch Day/Session should be claimed for by using the Claim Form.  This must be signed by the employee and manager and sent to Employment Support Services for payment to be made.
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