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CHAPTER 1

cintra

THE FRIENDLY FACE
OF HR & PAYROLL

About Shared Parental Leave and Pay

Working parents of a baby due or an adoptive child placed on or after 5 April
2015 may be eligible for Shared Parental Leave (ShPL) and/or Shared
Parental Pay (ShPP)

Under ShPL and ShPP, Main Carers, also know as primary carers,
(mothers/adopters) can choose to end their maternity/adoption leave and pay,
early (at any point from two weeks after the birth/placement - four weeks if they
are factory workers), and share their untaken pay and leave with their partner.

Note: A Main Carer's partner is considered to be either their husband, wife,
civil partner or joint adopter, the child’'s other parent or their live-in partner.

This chapter describes the following:

More about Shared Parental Leave and Shared Parental Pay
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More about Shared Parental Leave and Shared Parental
Pay

ShPL and ShPP can be stopped and started and parents can be off at the same time, if they
wish. Parents will be able to take their leave in phases, for example 20 weeks for the
mother/adopter, followed by 20 weeks for the father/partner, followed by 10 weeks for the
mother/adopter. So it may be the case that statutory parental pay is paid over one or two
discontinuous periods. This is at the employer's discretion.

IMPORTANT! Parents must notify their employers of their plans to undertake ShPL 8
weeks before the leave starts, and all shared leave and pay must be taken between the
birth/placement and the child’s first birthday.

The ShPL and ShPP functionality enables employers to track an employee's shared parental

leave and shared parental pay.

Note: The Take-On window, Payroll Analysis Summary or Payroll Analysis Grouped
Reports and P32 Report have been updated to include Shared Parental Pay.
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Background Information

This chapter explains the background of Shared Parental Leave (ShPL) and
Shared Parental Pay (ShPP).It is divided into the following sections:

®= Shared Parental Leave (FAQ) This section gives an overview of
ShPL . For more information, see HMRC.

®* Shared Parental Pay (FAQ) This section gives an overview of ShPP.
For more information, see HMRC.

®* Shared Parental Leave and Shared Parental Pay within Cintra iQ
(FAQ) This section answers questions you may have that pertain to the
ShPL and ShPP functionality within Cintra iQ.

For further information about these sections, see:
Shared Parental Leave (FAQ) ... ... . 4
Shared Parental Pay (FAQ)

Shared Parental Leave and Shared Parental Pay within 1Q (FAQ) ....10
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Shared Parental Leave (FAQ)

Note: For the purposes of this section, Shared Parental Leave is referred to as ShPL and
Shared Parental Pay as ShPP.

How does an employee qualify for ShPL?
The Main Carer must be eligible for either
* Maternity leave or pay
®* Maternity Allowance (Job Centre)
* Adoption leave or pay
AND
®* Livein England, Scotland or Wales.
AND

The employee must have worked for your company continuously for at least 26 weeks by the
end of the 15th week before the due date (or date they are matched with their adopted child)
and still be employed by the company while they take ShPL.

When can an employee start ShPL?

If the employee qualifies for ShPL, it can be taken when their baby is due on or after 5 April
2015 or when they are placed with a child on or after 5 April 2015.

When must the employee take ShPL and/or ShPP?

ShPL and ShPP must be taken between the baby’s birth and first birthday (or within 1 year of
adoption).
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How can the employee's partner be eligible for ShPL?

The partner is eligible for ShPL if during the 66 weeks before the bay is due, the following has
occurred:

* They worked for at least 26 weeks (the weeks do not need to be consecutive).

®* They earned at least £30 a week on average in 13 of the 66 weeks.

[Note: An employee's partner can be employed, self-employed or an agency worker. ]

What is the Main Carer's ShPL entitlement?

As long as an employee is eligible and they or their partner end their maternity/adoption leave
(or Maternity Allowance) early, they are entitled to:

® take the rest of the 52 weeks of leave (up to a maximum of 50 weeks) as ShPL.

® take the rest of the 39 weeks of pay (up to a maximum of 37 weeks) as ShPP.

Note: A mother must take a minimum of two weeks’ maternity leave following the birth (four
if she works in a factory).

When does the Main Carer start their ShPL?

The Main Carer can start their ShPL once they have performed one of the following:

®* Ended their maternity/adoption leave by returning to work

Note: A mother must take a minimum of two weeks’ matemity leave following the
birth. Four, if she works in a factory.

* Notified you in advance of the date in which they’ll end their maternity/adoption leave.

Note: This notice is binding, which means that the decision cannot normally be
changed. For more information, see How can an employee cancel their

decision to end their maternity or adoption leave early?.

®* Ended their maternity pay or Maternity Allowance (if they’re not entitled to matemnity
leave, e.g. they’re an agency worker or self-employed).

CHAPTER 2 | Shared Parental Leave & Pay Page 5
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What is a Binding Notice?

A binding notice is when an employee has given advance notice of at least eight weeks of
when she is going to end her leave (or pay if they are not entitled to leave.).

Note: Agency workers must give advanced notice of when they are going to end their pay as
they are paid in lieu instead of days off.

How much notice does a Main Carer have to give?
The employee must give at least eight week's notice for any type of leave they wish to take.
When can a Partner start ShPL?

As long as the Main Carer has given a binding notice to you stating when the
maternity/adoption leave ends, the partner can go on ShPL as soon as the baby is born or
placed, while the Main Carer is still on leave.

How does the employee prepare for taking ShPL and ShPP?
An employee must give you in writing, notice of their entitlement. This includes the following:
®* Their partner's name.
®* Maternity/adoption leave start and end dates.
®* How much they and their partner intend to take.
®* That they’re sharing childcare responsibility with their partner.
* A signed declaration from the partner stating:
®* their name, address and National Insurance number.
®= that they qualify as well as the employee to take ShPL and ShPP.

= that they agree to the other person taking ShPL and ShPP.
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What other information can | ask from employee in preparation
for taking ShPL or ShPP?

Although not mandatory, you have 14 days once you have received the employee's notice of
entitlement, to ask for the following:

®* The name and address of their partner's employer

®* Adoption placement evidence

[Note: As employee, they have 14 days to supply you with the information. ]

How can an employee cancel their decision to end their
maternity or adoption leave early?

The main carer can change their decision if the following occurs:
®* The planned end date hasn’t passed
®* They haven't already returned to work

And either the following has occurred:

* The employee finds out during their eight week notice that neither they nor their partner
are eligible for ShPL or ShPP.

®* The Main Carer’s partner has died.

®* The mother tells her employer less than 6 weeks after the birth (and she gave notice
before the birth).

CHAPTER 2 | Shared Parental Leave & Pay Page 7
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How many SPLIT and KIT days is an employee and their
partner entitled to?

An employee and their partner are entitled to work up to 20 Shared Parental Leave In Touch
(SPLIT) days during ShPL.

The Main Carer is also eligible for 10 Keeping In Touch (KIT) days, for those who are on
maternity/adoption leave.

Note: As the SPLIT and KIT days are optional, both you and the employee must agree to
them.

How many blocks of leave is an employee entitled to?

An employee has the right to book three separate blocks of leave within the ShPL entitlement.
They can take the leave at different times from their partner or at the same time.

Note: It is up to the discretion of the company to allow more than three blocks of leave to be

taken.
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Shared Parental Pay (FAQ)

Note: For the purposes of this section, Shared Parental Leave is referred to as ShPL and
Shared Parental Pay as ShP.

Who can receive ShPP?

In order to receive ShPP, an employee must qualify for either of the following:
® Statutory Maternity Pay or Statutory Adoption Pay.
AND

The employee must have worked for your company continuously for at least 26 weeks by the
end of the 15th week before the due date (or date they are matched with their adopted child)
and still be employed by the company while they take ShPL.

OR

®= Statutory Paternity Pay and have a partner who qualifies for Statutory Maternity Pay or
Matemity Allowance or Statutory Adoption Pay.

How much is the ShPP?

An employee is entitled to £139.58 a week from 5 April 2015 or 90% of their average weekly
earnings;depending on which is lower.

How much notice must a Main Carer give to end their
maternity/adoption pay (or Maternity Allowance)?

The Main Carer must give you the minimum of eight weeks notice (or Job Centre Plus if they
get Maternity Allowance).

CHAPTER 2 | Shared Parental Leave & Pay Page 9
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Shared Parental Leave and Shared Parental Pay within
IQ (FAQ)

Note: For the purposes of this section, Shared Parental Leave is referred to as ShPL and
Shared Parental Pay as ShPP unless there are references to specific windows within
Cintra iQ.

How do | create a ShLP record if the employee is the Mother
(Main Carer)?

Before you begin, you must have a Statutory Maternity Pay (SMP) record available to link to
a ShPL record. This record forms the basis from which the ShPL record is created.

1.

2.

3.

4.

Ensure the SMP record is updated with the necessary information.

Create the ShPL record.

Link the SMP record to the ShPL record.

Enter the ShPL weeks.

How do | create a ShPL record if my employee is the Partner?

1.

2.

Page 10

Update the Statutory Paternity Pay (SPP) record, if the record is available.

Create the ShPL record.

Link the SPP record to the ShPL record, if the SPP record is available.

Note: If the SPP record is not available, you must enter the information into the
ShPL record manually.

Enter the ShPL weeks.
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How do | create a ShPL record if my employee is the Adopter?

1. Ensure the Statutory Adoption Pay (SAP) record is updated with the necessary

information.

2. Create the ShPL record.

3. Link the SAP record to the ShPL record.

4. Enter the ShPL weeks.

How do | create a ShPL record if my employee is the Partner
(Adopter)?

You would carry out the same procedures for the employee who is the adopter's partner
regardless of gender ,as you would if the person was the biological father.

1. Update the Statutory Paternity Pay (SPP) record, if the record is available.

2. Create the ShPL record.

3. Link the SPP record to the ShPL record, if the SPP record is available.

Note: If the SPP record is not available, you must enter the information into the
ShPL record manually.

4. Enter the ShPL weeks.

How do | enter a ShPL calendar event?

Normally you create absence events through the Calendar, but ShPL absences are created
through the Calendar of Leave tab in the Shared Parental Leave Record window, so that
you can create more than one block of ShPL at a time.

How do | view ShPL?

Once a ShPL event is created, you can see it as an entry in the Calendar.

CHAPTER 2 | Shared Parental Leave & Pay Page 11
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How do | modify the number of ShPL weeks that are to be
paid?
1. Return to the Calendar of Leave tab of the Shared Parental Leave Record window
2. Click the ShPL Weeks button. The Shared Parental Leave Weeks window appears.
3. Uncheck any of the weeks that are to be paid..

4. Click the OK button. The Weeks Booked Main Carer/Partner: Payable field is
updated.

How do | check the ShPL payment details?

Return to the Calendar of Leave tab of the Shared Parental Leave Record window and
click the Payment Details button. The ShPL Payment Details window appears.

How do | check the weekly earnings for either the employee's
SMP, SPP or SAP?

Return to the Calendar of Leave tab of the Shared Parental Leave Record window and
click the Relevant Earnings button. The Relevant Earnings (System Calculated) window
appears.

How do | assign a parental leave KIT day for the Mother?

For more information, see Assigning a KIT Day.

How do | assign a parental leave SPLIT day for the Partner?

For more information, see Assigning a SPLIT Day.
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Where do | see the details of the employee’'s ShPP Pay?

You can see the details in the following locations:

®* Return to the Shared Parental Leave tab in the Statutory Payments window. |t now

reflects the details that were created in the Shared Parental Leave Record window.

e, s Pe. —.u--o.u.'—---—-o.-u hatutery Adsgtes By Shared Parental Leave

Event Event Date Main Carer Active ShPL Weeks ShPL Money ShPL Recov.

NIC Con|

Birth 06/04/2015 I v 0.57 79.76 73.38

0.

D

®* (Openthe Payslip's Payslip & Period Summary window and the SMP/SPP/SAP

and ShPP payments appear on the following tabs:

®* Gross to Net Summary

m

P —t e R ] et Bty Foomgraca
Gross to Net Summary tgme  eteed Fe. e e e e
Py D PR/94/ 1% Povret Poradt (10751 Marey lampie Compery Sree, o]
. e— —y Shen Ferwegn b S Perwd Sere i |
B
S Sobary b e Feeb AP FY
£ SHPP 79.76
27/04/2015 to 30/04/2015 79.76
= SMP 732.64
06/04/2015 to 19/04/2015 732.64
IECE " LA
et
" Cal Vaw Pasd . as
| maray ' -
O ek "
LT i
T et B v
Vot (b bamma nre
- ey
St Py Lere e
by parety wt s be prted = pevees e [es Fevees
Laae ] -
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®= Statutory Benefits

P e togm e e cees

e el R T =
oy Dame /0408

R e
Ty Mg oy (AT

e e
Statutory Benefits [ISre—"

[ESNFPNY TS Ty vy p———— _-J

Ferug weees Cwtee

3

R e A b e e

A W— A W -
Statutory Maternity Pay (SMP)

SMP Money 732.64 SMP Recovered 674.03

SMP Weeks 2.00 SMP NI Compensation 0.00
i Pty Par e

o — e Rt e

S — N p—— e
Statutory Shared Parental Pay (SHPP)

SHPP Money 79.76 SHPP Recovered 73.38

SHPP Weeks 0.57 SHPP NI Compensation 0.00

Tty Sk Pey (W)

VP By .
—tn lers Fereen
- -
Name Description
SHP Money Statutory Shared Parentalmoney as pay.
SHP Weeks Number of weeks paid.
SHPP Recovered Rebate from money due to HMRC.

SHP NI Compensation

How do | delete a ShPL week?

Compensation from money due to HMRC.

1. Return to the Calendar of Leave tab of the Shared Parental Leave Record window.

2. Double-click on the desired week. The Shared Parental Leave Dates window

appears.

3. Modify the Absent To: date.

4. Click the OK button. A message appears stating: You have entered a new absence to

date. If you continue, this will recalculate the Shared Parental Weeks. Do you wish

to continue?

5. Click the Yes button. The record for that week is deleted from the Shared Parental

Leave Dates window.

6. Click the OK button. The modification is saved. The Calendar of Leave tab is

updated.

[Note: You can also extend the leave through the Absence To: field. ]
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How do | delete a ShPL period?

1. Return to the Calendar of Leave tab.

2. Right-click on the ShPL period. A menu appears.

Mav 2015 June 2015

S MTWTUFS S MTWTTF S
1 2 2 3 4 5 8

3 4 5 6 7 8 9 7 8 9 10 11 12 13

10 11 12 ) 20

17 18 19 Q QOpen ShPL Leave Period 27

24 25 26

31 #¢  Delete ShPL Leave Period

Septem

s M I Mark as SPLIT Day g

6 7 8 10

13 14 15 i = 17

30 21 20 jj: Show/Hide Grid S

27 28 29 5o [t e s e e s i

3. Select Delete ShPL Leave Period. The period of leave is deleted except for the start
date,

Where do | see the employee’'s ShPL?

Return to the Calendar. The view now reflects both the Maternity/Paternity/Adoption Leave
and ShPL taken by the employee.

Current View
©)Year  @Month ()4 Weeks  ()2Weeks () Week Display From:|<| 01/04/2015
Calendar
Wednesday  Thursday Friday Saturday d day T day
Apr1/2015 2 3
20 21
22 23 24 27 28
Shared Parental | Shared Parental
FL] 30
Shared Parental | Shared Parental |

CHAPTER 2 | Shared Parental Leave & Pay Page 15



cintra

THE FRIENDLY FACE
OF HR & PAYROLL

Page 16



CHAPTER 3

cintra

THE FRIENDLY FACE
OF HR & PAYROLL

Establishing Shared Parental Leave for
the Employee (Mother)

Note: For the purposes of this chapter, Shared Parental Leave is referred to
as ShPL and Shared Parental Pay as ShPP unless there are references to
specific windows within Cintra iQ.

You must have a Statutory Maternity Pay (SMP) record available to link to a
ShPL record. This is so that you can see at a glance how much leave the
employee is taking and calculate their pay accordingly.

In the case where the mother is the Main Carer, the maternity record forms the
basis from which to create a ShPL record.

This chapter describes the following:

Updatingthe SMP record . ... ... ... 18
Creatingthe ShPLrecord ... ... . . 20
Linking the SMP record to the ShPLrecord .. ... ... ............._. 22
Enteringthe ShPLWeeks ... ... . .. ... 23
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Updating the SMP record
Ensure the SMP record is updated with the necessary information pertaining to ShPL.

To update the SMP record

1. From Forms, select Statutory Payments. The Statutory Payments window

appears.

2. Select the Statutory Maternity Pay tab. The previously created SMP record is

displayed.

Bhatutery Sk By | Statutory Maternity Pay | ey Sutsesty Sy | Siatutery Adaptan fuy | ewl e ee see

Claims for Statutory Maternity Pay (SMP)
Leave Start Leave End MPP Start MPP End SMP Weeks SMP Money SMP Recov.

06/04/2015  19/04/2015  06/04/2015 19/04/2015
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3. Double-click the record. The SMP Claim window appears.

-

Note: You can also right-click and select Open from the menu to access the SMP
Claim window.

(.

€ SMP Claim (06/04/2015 to 19/04/2015) e [

i Maternity Leave Dates & KIT Days I gt by Sy Py, -

Maternity Leave Dates

Maternity leave requested: 12/12/2014

MAT Bl received: I/ * Evidence is required to pay SMP
Expected date of birth: I/ *ou must enter the expected date of birth
Qualifying week starts: I/

Qualifying week ends: i

Actual date of birth: I

Stillbirth date: I/

Maternity leave start 06/04/2015

Motified of return to work: [ /

Maternity leave end: 19/04/2015
Keeping In Touch (KIT) Days
aromsues o

[ OK H Cancel H Apply

4. Inthe Maternity Leave Dates & Kit Days tab, enter the required dates.

Name Description
MAT B1 received Enter the date the form was received, to pay SMP.
Expected date of birth Enter the date the baby is expected.

5. Click the OK button. The information is saved.You are ready to create the ShPL
record.

CHAPTER 3 | Shared Parental Leave & Pay Page 19
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Creating the ShPL record

Normally you create absence events through the Calendar, but ShPL absences are created
through the Calendar of Leave tab in the Shared Parental Leave Record window, so that

you can create more than one block of ShPL at a time.

To create the ShPL record

1. Inthe Statutory Payments window, select the Shared Parental Leave tab.

@ Statutory Payments (8650, Hartley, Sarah Jane) EI@

Pattery Bak Py | Satutery Sameesty Py | Stery Femeeety Pay | Betutery Afegtee bgy  Shared Parental Leave

Event Event Date Main Carer Active ShPL Weeks ShPL Money ShPL Recov. NIC Con

4 L} 3

2. Right-click in the tab's pane. A menu appears.

T [P —
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3. Select New. The Shared Parental Leave window appears.

4. Choose Birth as the Leave Type.

@ Shared Parental Leave

Choose Type

Birth @
Adoption ®
Employee is the Main Carer:

Main Carer = Mother/Main Adopter

[ cancel | [ ok}

the Mother, therefore Main Carer.

cintra
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5. Ensure the Employee is the Main Carer check box is checked as the employee is

Note: If the Employee is the Main Carer check box is left unchecked, a window
entitled Shared Parental Leave Record(Birth) (Employee is the Partner)
appears instead. For more information, see Establishing Shared Parental Leave

for the Employee (Partner).

6. Click the OK button. The Shared Parental Leave Record window appears.

Shared Parental Leave Record (Birth) (Employee is the Main Carer]

-

I Details!

| calendar of Leave
SMP Related Period

[ 7]

SMPEnds: / / | SMPWeeksleave: 0 Paid: 0

Expected Date of Birth: * You must enter the expected date of birth or the baby born date.
Baby Born Date: I/
Binding Notice Held: O

Date Binding Natice given to Emp\ayer:
Curtailment Date:

Revocation Date:

Date of Notice of Entitlement:

Date of Notice to Book Leave: Notification of Ineligibility Date:

Mo Longer caring for Child Date:

Date of Death of Main Carer:

Date of Desth of Partner:

Partner First Name: :' You must must enter the partner's first name.
Partner Surname: [ You mustmustenter the partner's sumame.
Partner NI Number: ]

ShPL Wks Booked by Partner  Leave: ] Paid: T You must must enter the partner's SPL Leave and Paid Weeks.

Is Record Active: Apply | [ cancel ][ ok

CHAPTER 3| Shared Parental Leave & Pay
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Linking the SMP record to the ShPL record

The SMP information forms the basis of the ShPL record.

To link the records

1. Inthe Details tab, select the SMP Related Period from the drop down list. The SMP
Ends date and SMP Weeks Leave and Paid entitlements automatically appear.

-

(.

Note: Because the SMP record is linked, the SMP related dates and entitlements
are automatically transferred to the Shared Parental Leave Record window.

Shared Parental Leave Record (Birth) (Employee is the Main Carer)

Details | Calendar of Leave |

SMP Related Period

EHP From 08/04/2015 T SMP Ends: 20/04/2015| SMP WeeksLeave: 2 Paid: 2
Expected Date of Birth: 06/04/2015

Baby Born Date: T

Binding Netice Held:

Date Binding Notice given to Employer: / /

Curtailment Date: It

Revocation Date: s

Date of Notica of Entitlement: i

Date of Notice to Book Leave: I’ Notification of Ineligibility Date: I

No Longer caring for Child Date: I

Date of Death of Main Carers i

Date of Death of Partner: I

Partner First Name: * You must must enter the partner's first name.
Partner Surname: * You must must enter the partner's surname.
Partner NI Number:

ShPL Wks Booked by Partner Leave:  Paidi  * You must must enter the partner's SPL Leave and Paid Weeks.

Is Record Active:

Apply | [ cancel | [ ok

2. Enter the following required fields:

Name

BabyBorn Date
Partner First Name
Partner Surname
Partner NI Number:

ShPL Wks Booked by Partner

Description

Enter the date the baby was born.

Enter the first name of the main carer's partner.

Enter the last name of the main carer's partner.

Enter the National Insurance numbe of the main carer's partner.

Enter the the partner's ShPL Leave and Paid weeks.

[Note: Entering a Curtailment Date ends the SMP record at that date. ]

3. Click the Apply button. The Details tab is updated. Now you are ready to enter the
ShPL weeks for the employee.
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Entering the ShPL Weeks
This is where you enter what weeks the employee is going to be off.
To enter the ShPL weeks

1. Inthe Shared Parental Leave Record window, select the Calendar of Leave tab.
The date on which the baby is expected to be born is highlighted.

Shared Parental Leave Record (Birth) (Employee is the Main Carer} — -

Details Ea"i'eﬁd'éE"'of'"L'éa'?j-é"|

April 2015 May 2015 June 2015 July 2015
MTWTFS SMTWTFS SMTWTFS SMTWTTFS
1 2 3 4 1 2 1 2 3 4 5 6 1 2 3 4
sl 8 9 1011 3 4 5 6 7 8 9 7 8 9 10111213 5 6 7 & 9 10 11

12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25

26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31
31
August 2015 September 2015 October 2015 November 2015
MTWTFS SMTWTFS S5 M FS§ SMTWTTFS
1 1 2 3 45 1 2 3 1 2 3 45 6 7

2 3 45 6 7 8 67 8 9101112 4 5 6 7 8 9 10 8 9 1011 12 13 14

]

9 10 11 12 13 14 15 13 14 15 16 17 18 15 11 12 13 14 1516 17 15 16 17 18 19 20 21
16 17 18 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28

23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 31 29 30
30 31

December 2015 January 2016 February 2016 March 2016
SMTWTFS SMTWTFS SMTWTFS SMTWTTFS

1 2 3 4 5 12 1 2 3 4 5 86 12 3 4 5
6 7 8 9101112 3 4 5 6 7 8 9 7 8 9 10111213 6 7 8 9 10 11 12
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 13 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 20 21 22 23 24 25 26

27 28 29 30 31 24 25 26 27 28 29 30 28 29 27 28 29 30 31
31
Weeks Available Weeks Booked Main Carer Weeks Booked Partner SPLIT Days
Leave: 46 Leave: 0 Leave: 2 Available: 0 I Payment Details ]

Payable: 33 Payable: [1] Payable: 2 Taken: 0 Relevant Earnings
ShPL Weeks SPLIT Days Take On Details

[ Apply ][ Cancel ][ 0K ]

2. Highlight the dates you wish to apply to the employee's leave.

s B

Note: The calendar week must begin and end on a whole week, e.g. Monday to
Sunday or Tuesday to Monday, otherwise a warning message appears stating:
The Shared Parental Period (x days) selected a part week. The Employee
may lose leave and pay benefit. Do you wish to continue?

To select a block of dates, press Shift on your keyboard and click the start date
and end date of the leave period. The period becomes highlighted
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3. Right-click anywhere on the highlighted dates. A menu appears.
|

[E]  New shPL Period

I Show/HideGrid

”» Lo il
fF 3 Aam TR Y FSE B

4. Select New ShPL period. The Shared Parental Leave Dates window appears.

@ Shared Parental Leave Dates L d u
Absent From:  27/04/2015 Absent To:  10/05/2015
Week FromDate ToDate To Be Paid SHPP Due Derived Override
1 27/04/2015  03/05/2015 |-
2 04/05/2015  10/05/2015 r
There are 33 ShPL payable weeks available to take.

5. Check the To Be Paid checkbox for each week to be paid.

Note: You can see how many weeks are available at the bottom of the window,
which mirrors the number of Payable Weeks Available in the Calendar of Leave
tab.

6. Click the OK button.The window is closed. The Weeks Booked by Main Carer
section in the Calendar of Leave tab is automatically updated.

7. Continue to book off the desired weeks until the employee's allocation is finished.

Note: You can book up to three blocks of shared parental leave within a
Maternity/Adoption Leave entitlement, or more depending on the company's
discretion.

8. Click the OK button. The window is closed and the information is saved.
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Establishing Shared Parental Leave for
the Employee (Partner)

Note: For the purposes of this chapter, Shared Parental Leave is referred to
as ShPL and Shared Parental Pay as ShPP unless there are references to
specific windows within Cintra iQ.

In the case where the employee is the partner of the Main Carer, a Statutory
Paternity Pay (SPP) record may be available and can be linked to the ShPL
record. If no SPP record is available, you must manually enter the necessary
information into the ShPL record.

This chapter describes the following:

Updatingthe SPP record ........... ..o, 26
Creatingthe ShPLrecord ... ... . 28
Linking the SPP record tothe ShPLrecord ... . ... .. ........... 30
Enteringthe ShPLWeeks ... ... ... 31
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Updating the SPP record

Ensure you've updated the SPP record before you can create the Shared Parental Leave
record as this forms the basis from which to create the ShPL record.

Note: Although these procedures pertain to both Birth and Adoption, for the explanation
purposes, Birth information is used to illustrate the screen shots. Adoption information is

displayed as text within the steps.

To update an existing SPP record

1. From Forms, select Statutory Payments. The Statutory Payments window

appears.

2. Select the Statutory Paternity Pay tab. The previously created SPP record is
displayed.

Wiy Bk Sy | Sty Sasmnty fuy  Statutory Patermiity Pay | Sy Adustes Suy | Shared Sasassl Lasve

Claims for Statutory Paternity Pay (SPP)
Type Leave Start Leave End PPP Start PPP End SPP Weeks  SPP Money  SP

Ordinary 06/04/2015 22/04/2015 06/04/2015 22/04/2015

1 LIS 3
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3. Double-click the record. The Ordinary Paternity Pay Claim window appears.

-

Note: You can also right-click and select Open from the menu to access the
Ordinary Paternity Pay Claim window.

@ Ordinary Paternity Pay Claim (By Birth, D6/04/2015 to 22/04/2015) [

{ Paternity Leave Dates || paternity Leave Pay

Paternity Leave Dates

Paternity leave requested: 12/12/2014

SC3 received: ! * Evidence is required to pay SPP

Expected date of birth: * %ou must enter the expected date of birth
Qualifying week starts:

Qualifying week ends:

~| =] =~ =~
|~ =~ =~

Actual date of birth: * Date Of birth must be entered
Stillbirth date: I

Paternity leave start 06/04,/2015

Notified of return to work:  / J/

Paternity leave end: 22/04/2015

Mothers death date: i

OK ][ Cancel ][ Apply ]

4. Inthe Paternity Leave Dates tab, enter the required dates for Birth.

Name Description

SC3received Enter the date the form was received, to pay SPP.

Expected date of birth Enter the date the baby is expected.

Actual date of birth Enter the date of when the baby was borm

OR for Adoption

Name Description

Match notified Enter the date of when the match notification was received, to pay
SPP.

SC4/SC5 received Enter the date of when the evidence form was received, to pay SPP.

Child placed Enter the date of when the baby/child was placed.

5. Click the OK button. The information is saved. You are ready to create the ShPL
record.
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Creating the ShPL record

Normally you create absence events through the Calendar, but ShPL absences are created
through the Calendar of Leave tab in the Shared Parental Leave Record window, so that
you can create more than one block of ShPL at a time.

To create the ShPL record
1. Inthe Statutory Payments window, select the Shared Parental Leave tab.

2. Right-click in the tab's pane. A menu appears.

3. Select New. The Shared Parental Leave window appears.
4. Choose the Type of leave as Birth or Adoption.

5. Uncheck the Employee is the Main Carer check box as the employee is not the

Main Carer.

@ Shared Parental Leave u
Choose Type
Birth @
Adoption ®
Employee is the Main Carer:

Main Carer = Mother/Main Adopter

cancel | [ ok |

-

Note: If the Employee is the Main Carer check box is checked, a window
entitled Shared Parental Leave record (Birth/Adoption) (Employee is the
Main Carer)appears instead.

(.
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6. Click the OK button. The Shared Parental Leave Record window appears.

Shared Parental Leave Record (Birth) (Employee is the Partner) )
D il | Calendar of Leave
Related SPP Period
Return to Work: / / SMP Weeks Leave: 0 Paid: 0
Expected Date of Birth: I * You must enter the expected date of birth or the baby born date.
Baby Born Date: I/
Binding Notice Held: ]
Date Binding Notice given to Employer: /[ [
Curtailment Date: I
Revocation Date: I
Date of Notice of Entitlement: I
Date of Notice to Book Leave: I Notification of Ineligibility Date: I/
No Longer caring for Child Date: 7
Date of Death of Main Carer: I
Date of Death of Partner: I
Main Carer First Name: * You must must enter the carer's first name.
Main Carer Surname: * You must must enter the carer's surname.
Main Carer NI Number:
‘Weeks Booked by Carer: Leave: Paid: * You must must enter the carer's SPL+SMP Leave and Paid Weeks.
Is Record Active: Apply ] [ Cancel ] [ oK
B — |

OR for Adoption:

The window is exactly the same except for the following fields which replace
Expected Date of Birth and Baby Born Date.

Name Description
Match notified The date of when the match notifiication is received.
Child placed The date of when the baby/child is placed.
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Linking the SPP record to the ShPL record

The SPP information forms the basis of the ShPL record, if the record exists. Otherwise you

must enter the information manually.

To link the records

1. Inthe Details tab, select the SPP Related Period from the drop down list. The
information related to the SPP automatically appears.

-

(.

Note: Because the SPP record is linked, the SPP related dates and entitlements
are automatically transferred to the Shared Parental Leave Record window.

Shared Parental Leave Record (Birth) (Employee is the Partner)

Deta\‘Sl — ....|

SPP Related Period

SPP Ends:|23/04/2015) SPP Weeks Leave: 3 Paid: 0

iSPE From 06/04/2015 (Birth) i

Expected Date of Birth: 06/04/2015
Baby Born Date: 06/04/2015
Binding Notice Held: B

Date Binding Notice given to Employer: / /

Curtailment Date: 1
Revocation Date: e
Date of Notice of Entitlement: 1
Date of Notice to Book Leave: /it Natification of Ineligibility Date: /it
No Longer caring for Child Date: I
Date of Death of Main Carer: I
Date of Death of Partner: 17

Main Carer First Name:
Main Carer Surname:

Main Carer NI Number:

Weeks Booked by Carer: Leave: | Paid:

* You must must enter the carer's first name.

* You must must enter the carer's surname.

* You must must enter the carer's SPL+SMP Leave and Paid Weeks.

Is Record Active: [V]

Apply | [ cancel | [ ok

2. Enter the following required fields if not already filled:

Name

Expected Date of Birth/Match
Notified Date

Main Carer's First Name

Main Carer's Surname

Weeks Booked by Carer

Description
Enter the date of the expected birth or the date the baby/child was
matched.

Enter the first name of the Main Carer.
Enter the last name of the Main Carer.

Enter the Main Carer's Shared Parental Leave & SMP/SAP Leave and

Paid weeks.

3. Click the Apply button. The Details tab is updated. You are now ready to enter the

ShPL weeks for the employee.
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This is where you enter what weeks the employee is going to be off.

To enter the ShPL weeks

1. Inthe Shared Parental Leave Record window, select the Calendar of Leave tab.
The date on which the baby/child is expected to arrive is highlighted.

Shared Parental Leave Record (Birth) {Employee is the Partner)

April 2015 Mav 2015 June 2015 Julv 2015
M TWTFS SMTWTFS SMTWTFS M TWTF S
12 3 4 12 1 23 45 6 1 2 3 4
s@N7 8 91011 3 4 5 6 7 8 9 7 8 9 10111213 5 6 7 8 9 10 11
1213141516 17 18 10 11 12 13 14 1516 14 1516 17 18 19 20 12 13 14 15 16 17 18
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25
26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31
L August 2015 September 2015 October 2015 November 2015
SMTWTFS SMTWTF 5 M F S5 § TWTTFS
1 1 2 3 45 1 2 3 1 2 3 4 5 6 7
2 3 456 7 8 6 7 8 9101112 4 5 6 7 8 9 10 & 9 1011 12 13 14
9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 13 19 20 21
16 17 168 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28
23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 31 29 30
30 31
December 2015 January 2016 February 2016 March 2016
SMTWTFS SMTWTFS SMTWTFS SMTWTTFS
1 2 3 4 5 12 1 23 45 6 1 2 3 4 5
6 7 8 9 101112 3 4 5 6 7 8 9 7 8 9 10111213 6 7 8 9 10 11 12
13 14 15 16 17 16 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 13 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 20 21 22 23 24 25 26
27 28 29 30 31 24 25 26 27 28 29 30 28 29 27 28 29 30 31
Weeks Available Weeks Booked Main Carer Weeks Booked Partner SPLIT Days
Leave: 48 Leave: 2 Leave: 0 Awvailable: 0 [ Payment Details ]
Payable: 35 Payable: 2 Payable: 0 Taken: 0 Relevant Earnings

ShPL Weeles *3PP Weeks taken are not included when Calculating ShPL weeks ava\\ablal SPLIT Days

| Take On Details ‘

[

Apply H Cancel ]I OK ]

———————1

2. Select the dates you wish to apply to the employee's leave.

-

Note: The calendar week must begin and end on a whole week, e.g. Monday to
Sunday or Tuesday to Monday, otherwise a warning message appears stating:

The Shared Parental Period (x days) selected a part week. The Employee
may lose leave and pay benefit. Do you wish to continue?
To select a block of dates, press Shift on your keyboard and click the start date
and end date of the leave period. The period becomes highlighted

CHAPTER 4| Shared Parental Leave & Pay
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3. Right-click on the selected dates. A menu appears.

[#]  New ShPL Period

I showfHideGrid

oy

e
fF 5 B R TE T F SR »

4. Select New ShPL period. The Shared Parental Leave Dates window appears.

@ Shared Parental Leave Dates M
Absent From:  27/04/2015 Absent To:  10/05/2015
Week From Date ToDate To Be Paid SHPP Due Derived Override
1 27/04/2015  03/05/2015 |-
2 04/05/2015  10/05/2015 |-
There are 35 ShPL payable weeks available to take.

5. Check the To Be Paid checkbox for each week to be paid.

Note: You can see how many weeks are available at the bottom of the window,
which mirrors the number of Payable Weeks Available in the Calendar of Leave

tab..

6. Click the OK button. The window is closed.

7. Continue to book off the desired weeks until the employee's allocation is finished.

Note: You can book up to three blocks of shared parental leave within a

Maternity/Adoption Leave entitlement, or more depending on the company's

discretion.
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Establishing Shared Parental Leave for
the Employee (Adopter)

Note: For the purposes of this chapter, Shared Parental Leave is referred to
as ShPL and Shared Parental Pay as ShPP unless there are references to
specific windows within Cintra iQ.

You must have a Statutory Adoption Pay (SAP) record available to link to a
ShPL record. This is so that you can see at a glance how much leave the
employee is taking and calculate their pay accordingly.

In the case where the adopter is the Main Carer, the SAP record forms the
basis in which to create a ShPL record.

IMPORTANT! Before you can link a SAP record to a ShPL record, the SAP
record must already be created .

This chapter describes the following:

Updatingthe SAP record ... ... ... . 34
Creatingthe ShPLrecord ... ... . . 36
Linking the SAP record tothe ShPLrecord ... ... .. ............ 38
Enteringthe ShPLweeks. ... ... . . . ... 39
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Updating the SAP record

Ensure the SAP record is updated with the necessary information pertaining to ShPL.

To create the SAP record

1. From Forms, select Statutory Payments. The Statutory Payments window

appears.

2. Select the Statutory Adoption Pay tab. The previously created SAP record is

displayed.

(€ Statutory Payments W g s

(o] ® s

e, bes “-[ - “ml—.—-“m EStEtUtDFVAdDDtiDﬂPEVE e e e wes s

Claims for Statutory Adoption Pay (SAP)

Leave Start Leave End APP Start APP End

SAP Weeks SAP Money SAP Recow.

06/04/2015  19/04/2015  06/04/2015 19/04/2015

4

LU}
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3. Double-click the record. The SAP Claim window appears.

-

Note: You can also right-click and select Open from the menu to access the SAP
Claim window.

(.

€ SAP Claim (06/04/2015 to 19/04/2015) — (]

i Adoption Leave Dates & KIT Days I Statutory Adoption Pay (SAP)

Adoption Leave Dates

Match notified: i/ * The match notified date is required to pay SAP

Adoption leave requested: 12/01/2015

Ewvidence received: ﬁ * Evidence is required to pay SAP

Child expected: T * Wou must enter either a date expected or placed
Child placed: T * “ou must enter either a date expected or placed
Adoption leave start: m

Placement cancelled: i

Placement ended: i

Child died: i

Notified of return to work:  / /

Adoption leave end: 19/04/2015
Keeping In Touch (KIT) Days

KIT Days Used: o KIT Days

ok ] [CCsnoei ] o]

4. Inthe Adoption Leave Dates & KIT Days tab, enter the required dates.

Name Description
» Enter the date of when the adopter was notified of a match. Thisis
Match notified )
required to pay SAP.
Evidence received Enter the date of the evidence that the adoption was received.
Child expected Enter the date of when the child is expected to live with the adopter.
Child placed Enter the date the child is placed with the adopter.

5. Click the OK button. The information is saved. You are ready to create the ShPL
record.
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Creating the ShPL record

Normally you create absence events through the Calendar, but ShPL absences are created
through the Calendar of Leave tab in the Shared Parental Leave Record window, so that

you can create more than one block of ShPL at a time.

To create the Shared Parental Leave record

1. Inthe Statutory Payments window, select the Shared Parental Leave tab.

Event Ewvent Date Main Carer Active ShPL Weeks ShPL Money ShPL Recov. NIC Con|

2. Right-click in the tab's pane. A menu appears.

- - wee|
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3. Select New. The Shared Parental Leave window appears.

4. Choose Adoption as the Leave Type.

€ shared Parental Leave u

Choose Type
Birth

® @

Adoption

Employee is the Main Carer:

Main Carer = Mother/Main Adopter

Cancel | [ oK

5. Check the Employee is the Main Carer check box as the employee is the Main
Adopter, therefore Main Carer.

Note: If the Employee is the Main Carer check box is unchecked, a window
entitled Shared Parental Leave Record (Adoption) (Employee is the Partner)
window appears instead. For more information, see Establishing Shared

Parental Leave for the Employee (Partner).

6. Click the OK button. The Shared Parental Leave Record window appears.

Shared Parental Leave Record (Adoption) (Employee is the Main Carer)

:B&.ﬁﬂsnél Calendar of Laavel
SAP Related Period

[ v SAP Ends: [ / SAP Weeksleave: 0 Paid: 0
Match Notified Date: I/ * You must enter the match notified date and the child placed date.
Child Placed Date: I
Binding Notice Held:

Date Binding Notice given to Employer: /[ /
Curtailment Date: i
Revocation Date: I/
Date of Naotice of Entitlement: I/
Date of Notice to Book Leave: ff Notification of Ineligibility Date: i/
No Longer caring for Child Date: Il
Date of Death of Main Carer: I/
Date of Death of Partner: i
Partner First Name: * You must must enter the partner's first name.
Partner Surname: * You must must enter the partner's surname.
Partner NI Number:
ShPL Wks Booked by Partner Leave:  Paid:  * You must must enter the partner's SPL Leave and Paid Weeks.

Is Record Active: Apply ] [ Cancel ] [ OK
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Linking the SAP record to the ShPL record
The SAP information forms the basis of the ShPL record.
To link the records

1. Inthe Details tab, select the SAP Related Period. The SAP Ends date and SAP
Weeks Leave and Paid entitlements automatically appear.

Note: Because the SAP record is linked, the SAP related dates and entitlements
are automatically transferred to the Shared Parental LeaveRecord window.

Shared Parental Leave Record (Adoption) (Employee is the Main Carer) -
Details | PR pp— ]
SAP Related Period
[SAF From 06/04/2015 T SAP Ends:|20/04/2015] SAP Weeksleave: 2 Paid: 2
Match Notified Date: 27/03/2015
Child Placed Date: 06/04/2015
Binding Notice Held: B
Date Binding Notice given to Employer: / /
Curtailment Date: T
Revocation Date: ﬁ
Date of Notice of Entitlement: g
Date of Notice to Book Leave: I Notification of Ineligibility Date: I/
No Longer caring for Child Date: o
Date of Death of Main Carer: T
Date of Death of Partner: I
Partner First Name: * You must must enter the partner's first name.
Partner Surname: T *You must must enter the partner's surname.
Partner NI Number:
ShPL Wks Booked by Partner Leave: | Paid: | *You must must enter the partner's SPL Leave and Paid Weeks.
Is Record Active: Apply | [ cancel ][ ok

2. Enter the following required fields:

Name Description
Partner First Name Enter the first name of the Main Carer's partner.
Patner Surname Enter the last name of the Main Carer's partner.

ShPL Wks Booked by Partner Enter the partner's ShPL and Paid weeks.

[Note: Entering a Curtailment Date ends the SAP record at that date. ]

3. Click the Apply button. The Details tab is updated. Now you are ready to enter the
ShPL weeks for the employee.
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Entering the ShPL weeks.
This is where you enter what weeks the employee is going to be off.
To enter the ShLP weeks

1. Inthe Shared Parental Leave Record window, select the Calendar of Leave tab.
The date on which the child is expected to be placed is highlighted.

Shared Parental Leave Record (Adoption) (Employee is the Main Carer) -

April 2015 May 2015 June 2015 July 2015

SMTWTFS SMTWTFS SMTWTTFS SMTWTFS
12 3 4 1 2 1 2 3 4 5 6 12 3 4
s5f@e7 8 51011 3 4 5 6 7 8 9 7 8 % 10111213 5 6 7 8 9 10 11
12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25
26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31
31
Auqust 2015 September 2015 October 2015 November 2015
SMTWTFS SMTWTFS SMTWTTFS SMTWTTFS

1 12 3 4 5 i 23 12 3 4567
234—56?86?891.0].1.12456?891.0891.01.1.].21314—
9 10 11 12 13 14 15 13 14 15 16 17 18 19 11 12 13 14 15 16 17 15 16 17 18 19 20 21
16 17 18 19 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28

23 24 25 26 27 28 29 27 28 29 30 25 26 27 283 29 30 31 29 30
30 31
December 2015 January 2016 February 2016 March 2016
SMTWTFS SMTWTFS SMTWTTFS SMTWTTFS
12 3 4 5 1 2 1 2 3 4 5 6 12 3 4 5

6 7 8 9 101112 3 4 5 6 7 8 9 7 8 9 10111213 6 7 & 9 1011 12
13 14 15 16 17 18 19 10 11 12 13 14 1516 14 15 16 17 18 19 20 13 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 20 21 22 23 24 25 26

27 28 29 30 31 24 25 26 27 28 29 30 28 29 27 28 29 30 31
31
Weeks Available ‘Weeks Booked Main Carer Weeks Booked Partner SPLIT Days
Leave: 48 Leave: 0 Leave: 2 Available: 0 [ Payment Details ]
Payable: 35 Payable: 0 Payable: 2 Taken: 0 | Relevant Earnings
shel Weeks [spurpays | Take On Detait |
[ Apply I l Cancel ] l OK ]

2. Highlight the dates you wish to apply to the employee's leave.

e N

Note: The calendar week must begin and end on a whole week, e.g. Monday to
Sunday or Tuesday to Monday, otherwise a warning message appears stating:
The Shared Parental Period (x days) selected a part week. The Employee
may lose leave and pay benefit. Do you wish to continue?

To select a block of dates, press Shift on your keyboard and click the start date

and end date of the leave period. The period becomes highlighted
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3. Right-click on the selected dates. A menu appears.
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Select New ShPL Period. The Shared Parental Leave Dates window appears.

@ Shared Parental Leave Dates

==

Absent From:  27/04/2015 Absent To:  10/05/2015

Week FromDate ToDate To Be Paid SHPP Due

Derived

Override

1 27/04/2015 03/05/2015 [
2 04/05/2015 10/05/2015 -

There are 33 ShPL payable weeks available to take.

Check the To Be Paid check box for each week to be paid.

Note: You can see how many weeks are available at the bottom of the window,

which mirrors the number of Payable Weeks Available in the Calendar of Leave

tab..

Click the OK button. The window is closed. The Weeks Booked by Main Carer
section in the Calendar of Leave tab is automatically updated.

Continue to book off the desired weeks until the employee's allocation is finished.

Note: You can book up to three blocks of shared parental leave within a

Maternity/Adoption Leave entitlement or more depending on the company's

discretion.

Click the OK button. The window is closed and the information is saved.
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More Information

This chapter contains further information about Shared Parental Leave and
Shared Parental Pay.

Note: For the purposes of this chapter, Shared Parental Leave is referred to
as ShPL and Shared Parental Pay as ShPP unless there are references to
specific windows within Cintra iQ.

This chapter describes the following:
Assigning a KIT Day ... . 42
Assigninga SPLIT Day ... . 44
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Assigning a KIT Day

KIT days are Keep In Touch days. This is so the employee can keep up with their work while
they are on matemity/adoption leave.

[Note: You can only assign KIT days during a maternity/adoption leave.

To assign a KIT day
1. From the Navigator, select the appropriate employee

2. From Forms, select Calendar. The employee's maternity/adoption leave and shared

parental leave is displayed.

Current View
) Year @ Month ) 4 Weeks ) 2 Weeks ) Week Display From: [ < | 01/04/2015
Calendar
Wednesday  Thursday Friday Saturday Sunday Monday Tuesday
Apri/2015 2 3
z0 21
22 23 24 27 28
Shared Parental | Shared Parental
29 30
Shared Parental | Shared Parental |
Close ] [ Legend ==
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3. Select the desired date and then right-click. A menu appears.

T e . " T —— ) e T —— _-—L‘,mtm
- ——
| Wednesdey  Thursdey  Prebey - - ~—— -

New Calendar Event
Open Calendar Event

Delete CalendarEvent

£ % B E

View/Enter Appointments

Mark as NonWorking Day

Mark as KIT Day

Mark as NonKit Day

L L
e

e

I show/Hide Grid

4. Select Mark as KIT Day. The date is flagged as a KIT Day.

Coromt voe

v @ Cawesss  C IWests O ek Dastey B g LS4 8
eese

| Wednesdey  Thursdey  Fredey - . - e

16

KIT Day
Matarnity Leave

-

L

5. Click the Close button. The change is saved and the window is closed.
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Assigning a SPLIT Day

SPLIT days are Shared Parental Leave In Touch days. This is so the employee can keep up
with their work while they are on shared parental leave.

[Note: You can only assign SPLIT days during a shared parental leave. ]

To assign a SPLIT day
1. Returnto the Shared Parental Leave tab in the Statutory Payments window.
2. Right click on the ShPL record. A menu appears.
3. Select Open. The Shared Parental Leave Record window appears

4. Select the Calendar of Leave tab. The dates of the ShPL remain highlighted.

(Birth) (Employee is the Main Carer) - -

Details :
June 2015 July 2015

M TWTTF S SMTWTTFS
1 2 3 4 5 6 1 2 3 4
6 8§ 9 10111213 5 6 7 8 9 1011
12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 12 13 14 15 16 17 18
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 19 20 21 22 23 24 25

26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 26 27 28 29 30 31

31

Auqust 2015 September 2015 October 2015 November 2015

SMTWTFS SMTWTFS M TWTTF S

S MTWTFS 5
1 12 3 4 5 1 2 3 12 3 4 5 6 7
2 3 456 7 8 6 7 86 9101112 4 5 6 7 8 9 10 8 9 10 11 12 13 14
9 10 11 12 13 14 15 13 14 1516 17 18 19 11 12 13 14 15 16 17 1516 17 18 19 20 21
16 17 18 15 20 21 22 20 21 22 23 24 25 26 18 19 20 21 22 23 24 22 23 24 25 26 27 28

23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 31 29 30
30 31
December 2015 January 2016 February 2016 March 2016
SMTWTFS SMTWTFS SMTWTTFS SMTWTTFS
1 2 3 4 5 1 2 1 2 3 4 5 6 1 2 3 4 5

6 7 8 9101112 3 4 5 6 7 8 9 7 8 9 10111213 6 7 8 9 10 11 12
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 15 20 13 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 20 21 22 23 24 25 26
27 28 29 30 31 24 25 26 27 28 29 30 28 29 27 28 29 30 31

31

Weeks Available Weeks Booked Main Carer Weeks Booked Partner SPLIT Days

Leave: 44 Leave: 2 Leave: 2 Available: 20 Payment Details

Payable: 31 Payable: 2l Payable: 2 Taken: 0
| sPLIT Days |
[ Apply ] [ Cancel ] [ 0K

— S|
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5. Select the desired date and then right-click. A menu appears.
Shared Parental Leave Record (Birth) (Employee is the Main Carer) -
EI Calendar of Leave |
April 2015 May 2015 June 2015 July 2015
SMTWTFS SMTWTVFS SMTWTTFS S MTWTTFS
12 3 4 12 1 2 3 4 5 &6 i 2 3 4
5 6 7 8 9 1011 3 4 5 6 7 8 X 6 7 8 9 10 11
12 13 14 15 16 17 18 10 11 12 13 14 15| [ OpenShPL LeavePeriod 3 14 15 16 17 18
19 20 21 22 23 24 25 17 18 19 20 21 22 0 21 22 23 24 25
26 27 2812930 2425 26 27 22 29| §{  DeleteShPLLeave Perind 7 28 29 30 31
31
Auqust 2015 September 2015 lovember 2015
SMTWTFS SMTWTF Mark as SPLIT Day MTWTFS
1 12 3 4 P 3 4 5 68 7 .
2 3 4 5 68 7 8 6 7 8 9 10 11 ; : b 10 11 12 13 14 -=
5 10111213 14 15 13 14 15 16 17 13| HF Show/HideGrid 617 18 19 20 21
16 17 18 19 20 21 22 20 21 22 23 24 25 To-Trrrerrrrrrre—rr—23 24 25 26 27 28
23 24 25 26 27 28 29 27 28 29 30 25 26 27 28 29 30 31 29 30
30 31
December 2015 January 2016 Februarv 2016 March 2016
SMTWTFS SMTWTFS SMTWTTFS S MTWTTFS
1 2 3 4 5 1 2 1 2 3 4 5 6 1 2 3 4 5
6 7 8 9 101112 3 4 5 6 7 8 9 7 8 9 10111213 6 7 8 9 10 11 12
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 13 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 20 21 22 23 24 25 26
27 28 29 30 31 24 25 26 27 28 29 30 28 29 27 28 29 30 31
31
Weeks Available Weeks Booked Main Carer Weeks Booked Partner SPLIT Days
Leave: 46 Leave: 2 Leave: 2 Available: 20 [ Payment Details ]
Payable: 33 Payable: 2 Payable: 2 Taken: 0 | Relevant Earnings |
ShPL Weeks | SPLIT Days | | Take On Details |
[ Apply ] [ Cancel I [ oK I

Select Mark as SPLIT Day. The Available and Taken figures in the SPLIT Days

section are automatically updated.

Click the SPLIT Days button.The ShPL Keeping in Touch Days window appears.

This displays the SPLIT day(s) the employee is back to work.

€ ShPL Keeping in Touch Days

i

ShPL Week From ShPL Week To

SPLIT Day

04/05/2015 10/05/2015

04/05/2015

I

8. Click the OK button. The window is closed. You are returned to the Calendar of

Leave tab.

CHAPTER 6| Shared Parental Leave & Pay
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9. Click the OK button. The updates are saved.
10. Return to the Calendar in Forms.
11. Navigate to the desired date. The SPLIT day is now displayed.
B
O - Bmem Cawesss O Iwesss e l-.n-h]unlmniﬁi
 am—
| Weiey  Seteedey Sundey | Mesdey  Tessdey Wednesdey  Theesdey |
;PLIT Day
Shared Parzntal |
el
12. Click the Close button. The change is saved and the window is closed.
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Cc

Carer

Main Carer

D

DOB

Date of Birth

EWC

Expected Week of
Confinement/Childbirth

K

KIT Days

Keep In Touch days. These
days are only applicable to
Maternity/Adoption leave.
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Q

Qw

Qualifying Week

S

SAP

Statutory Adoption Pay

ShPL

Shared Parental Leave

ShPP

Statutory Shared Parental
Pay

SMP

Statutory Maternity Pay

SPL

Shared Parental Leave.
Also known as ShPL in
Cintra IQ.



cintra

THE FRIENDLY FACE
OF HR & PAYROLL

SPLIT days

Shared Parental Leave In Touch
days. These days are only
applicable to ShPL.

SPP

Statutory Paternity Pay

SSP

Statutory Sick Pay
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