Sample Booking Notice – Continuous block of leave
Note: you need to complete the information in square brackets

[DATE]
Dear [employer],
My entitlement to Shared Parental Leave (SPL) is [NUMBER] weeks. This notice is to book a period of [NUMBER] weeks of SPL.
I will be taking a continuous period of leave from [DATE] to [DATE].
My entitlement to Statutory Shared Parental Pay (ShPP) is [NUMBER] weeks.
During my period of SPL I would like to receive [NUMBER] weeks ShPP.
I would like this paid from [DATE] to [DATE].
I understand this counts as 1 of my 3 notices to book leave and I have [NUMBER] notices remaining.
Yours sincerely,

[SIGNATURE]
[Name]

