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Keeping in Touch (KIT) Days and Shared Parental Leave In Touch (SPLIT) Days Form

This form should be completed by line managers to record Keeping in Touch/Shared Parental Leave In Touch days worked and request payment for days worked. Please refer to the guidance at the end of the form.  

Member of Staff on Maternity/Adoption Leave/Shared Parental Leave
	Name
	Click or tap here to enter text.	College Identifier (CID):
	Click or tap here to enter text.
	Dept/Div/Sch/Inst:
	Click or tap here to enter text.	Is member of staff part time?
	Yes ☐   No☐



For part-time staff only, please enter the number of hours normally worked in each of the days in a week:
	Mon
	Tue
	Wed
	Thurs
	Fri
	Sat
	Sun
	Total weekly hours

	
	
	
	
	
	
	
	



Keeping in Touch/Shared Parental Leave In Touch Days
	
Date
Worked

	Period Worked
	Status of Maternity/Adoption/
Shared Parental Pay
	TOIL
	Pay*

	
	Half
Day
	Full
Day
	Full
	SMP/
MA/
SAP/
ShPP*
	No Pay
	
	

	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☒	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐
	Click or tap to enter a date.	☐	☐	☐	☐	☐	☐	☐


*Payment will be at the rate of pay on the day the member of staff worked the KIT/SPLIT day.  Where a KIT day or SPLIT day is worked during a period when the member of staff is in receipt of a statutory payment, the payment made for the half or full day worked will be reduced by the amount of statutory payment the member of staff has already received.


Authorisation
	Name:
(Line Manager)
	Click or tap here to enter text.	Date
	Click or tap to enter a date.
	Faculty of Medicine only Name: Departmental Manager)
	Click or tap here to enter text.	Date
	Click or tap to enter a date.
	If payment is to be made:

	Account Code
	Click or tap here to enter text.
	Name: (Finance approval if F, G, L, N codes)
	Click or tap here to enter text.	Date
	Click or tap to enter a date.
	Name: (Research Services approval if P code)
	Click or tap here to enter text.	Date
	Click or tap to enter a date.




Guidance for completing the form:


During their maternity or adoption leave, a member of staff can attend work for up to a maximum of 10 KIT days.  

During their Shared Parental Leave entitlement period, a member of staff can attend work for up to a maximum of 20 SPLIT days.  

Subject to prior agreement by their manager, the member of staff will either receive a non-pensionable payment or time off in lieu (TOIL) for KIT/SPLIT days worked. 

KIT days or SPLIT days do not have to be worked consecutively, and working part of a day will be rounded up to the nearest half day or full day for the purposes of calculating the number of KIT/SPLIT days worked.

The amount of pay or TOIL is dependent on the status of the member of staff’s maternity/adoption leave or shared parental leave at the time each KIT/SPLIT day is worked.   

The table below summarises entitlement to pay/TOIL:

	Status of Maternity/ Adoption/ or Shared Parental Pay at the time the KIT/SPLIT Day(s) is worked
	Entitlement to Pay/TOIL

	
	Half Day worked
	Full Day worked

	Full Pay
	No
	No

	SMP/MA/SAP/ShPP[footnoteRef:1] [1:  SMP = Statutory Maternity Pay; MA = Maternity Allowance; SAP = Statutory Adoption Pay, ShPP = Statutory Shared Parental Pay
] 

	Entitled to half a days’ pay/half a days’ TOIL*
	Entitled to a full days’ pay/full days’ TOIL*

	No Pay
	Entitled to half a day’s pay/half a days’ TOIL*
	Entitled to a full day’s pay/full days’ TOIL*


*Payment will be at the rate of pay on the day that the member of staff worked KIT/SPLIT day.  Where a KIT day or SPLIT day is worked during a period when the member of staff is in receipt of one of the statutory payments, the payment made for the half or full day worked will be reduced by the amount of statutory payment the member of staff has already received

If payment is required, please complete the form and email for approval to your Finance Team or Research Services Office as appropriate as soon as possible after the KIT/SPLIT day has been worked.

Once approved, the form should be emailed directly to payroll so that payment can be made in the next available payroll. 
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