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	Keeping In Touch (KIT) and Shared Parental Leave In Touch (SPLIT) Notification form

	

	Name:
	     
	Employee Number:
	     

	School/

Service:
	     
	Post title:
	     

	To be completed and signed by the Line Manager for ALL KIT or SPLIT days during the maternity/ adoption/shared parental leave period.


	Please note : Any work done on any day during the maternity/ adoption pay or leave period will count as a KIT day, up to the ten days maximum. 

Any work done on any day during the shared parental leave pay or leave period will count as a SPLIT day, up to the twenty days maximum.

e.g. if someone comes in for a one-hour training session it counts as one KIT/SPLIT day and they will receive one full days pay.

	Number of days worked
	     


	Date(s) of KIT/SPLIT being used
	     


	If you have made any prior claims for KIT/SPLIT days, what is the total amount of days used to date?
	Total number of days used       

	Full details of reason for KIT/SPLIT day e.g. normal work activity, conference, training or team meeting


	Please send completed form to payroll@napier.ac.uk by the 10th of the month following KIT/SPLIT day(s) being taken.

Signed ______________________________________  Date ___________________

             (Dean of School/Director of Service)

Authorised:          Days Paid    


	Human Resources Use Only

Input by:                                                                                                        Date:




