[image: image1.wmf]


KIT/SPLIT Days Claim Form
Maternity and adoption regulations allow for an employee, who is away on maternity or adoption leave, to attend work for up to 10 days, these are known as Keep in Touch Days. The same principle applies to those who are away on shared parental leave, however they can attend work for up to 20 days. Employees who choose to use KIT/SPLIT days can do so without payment of statutory pay, occupational pay or maternity allowance being affected.

Managers should use this form to enable payment to be made if their payroll provider is Employment Support Services at North Yorkshire County Council. If you have a different payroll provider please contact them to obtain the correct form.
Payment will be made in accordance with the employee’s hourly rate at the time the Keep in Touch day occurred. The payment will be offset against the amount of parental pay paid for that day. 
	Employee Name


	

	Pay Reference


	

	Date of KIT/SPLIT day


	

	Hours to be paid


	

	Name of Authorising Officer
	

	Date


	


	For Payroll Office Use

	Hourly Rate


	

	Hours x Rate


	

	Daily Rate of SMP


	

	Balance to Pay


	

	Input by (payroll officer)


	

	Date


	


Once completed this form is to be sent through the NYES portal via the timesheet tile for ESS to process. 
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