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Keeping in Touch Days 

This form should be completed by the line manager of the member of staff on maternity/additional paternity/adoption leave and forwarded to Payroll after each Keeping in Touch Day (KIT) so that prompt payment can be made.  
	Staff Member Full Name:
	

	Job Title:
	

	School/Department:
	


	Date of KIT day
	Hours worked
	No: of KIT days taken to date

	
	
	

	
	
	

	
	
	

	
	
	


I confirm that this is an instruction to payroll to pay for the day(s) listed above as a Keeping in Touch day and that no more than 10 KIT days have been worked.
	Line Managers Name:
	

	Signature:
	

	Date:
	


Notes on KIT Days
· KIT days are defined as any day during the maternity/additional paternity/adoption leave period where work-related activity is undertaken for a period up to the staff member’s normal hours of work.  

· Because KIT days are not compulsory, the individual cannot be required to work them and the University cannot be required to agree to them being worked.

· A maximum of 10 KIT days can be taken during the maternity/additional paternity/ adoption leave period provided they do not occur within the 2 weeks following childbirth.

· The timing of KIT days should be agreed by the staff member and their line manager.

· Managers should keep their own record of how many days have been taken and are responsible for instructing Payroll to make appropriate payments.

· Payment for KIT days will be made for a full day regardless of the hours worked.

· The total payment will not exceed full pay.  Therefore, where an individual is still on full pay, no additional payment will be made for KIT days and when an individual’s maternity pay is below full pay, a “top up” payment will be made. 

· If the hours worked on a KIT day exceed the normal hours worked in a day, then the additional hours can be paid at the appropriate overtime rate, provided the member of staff is eligible for overtime.

· KIT days may be taken as single days or as blocks of two or more days.
· Staff who work one of their 10 KIT days during a week will still receive maternity pay (at the appropriate rate) for the remainder of the week.

· Once the 10 KIT days have been worked, staff will lose maternity pay for the whole of any week in which any further work is undertaken.
