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Booking Notice For A Period Of Shared Parental Leave
	Section A – To be completed by member of staff

	Name

	Job Title

	Department/Ward

	Employee Number

	Contact Details (i.e. address/email address/phone number)



	Details of Leave – Continuous Period

Dates

No of weeks

Signed                                                                                                     Date

	Details of Leave – Discontinuous Period

Dates

Pattern

No of weeks

Signed                                                                                                     Date



	Section B – To be completed by manager

	Continuous period accepted (Note - A single, continuous period must be authorised)

Date member of staff notified:

	Discontinuous period declined 

Date member of staff notified (Note - must be within 14 days)

Where applicable: Details of alternative arrangements agreed?

Period of leave to be taken as continuous period starting from

Date confirmed to member of staff in writing


