UNIVERSITY OF DUNDEE

NOTIFICATION OF ‘KEEPING IN TOUCH’ (KIT) AND/OR

 ‘SHARED PARENTAL LEAVE IN TOUCH’ (SPLIT) DAYS: 

NAME:  ……………………………………….………………………………………

SCHOOL/UNIT:  ….…………………………………………………………………

KIT:

basic entitlement
   10 days

SPLIT:
basic entitlement
   20 days

If you have agreed to come into work for a KIT or SPLIT day please in indicate whether the hours are to be paid (see guidance overleaf) or whether time off in lieu (TOIL) is to be accrued.
If you wish to be paid (see guidance overleaf), your line manager will record the days that you have worked and will submit these to Payroll for payment.
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Guidance

‘Keeping in Touch’ (KIT) and ‘Shared Parental Leave in Touch’ (SPLIT) days
‘Keeping in Touch’ (KIT) days

Employees on maternity/adoption leave can, if agreed, go into work for up to 10 days (separate or in block) without losing entitlement to maternity/adoption leave or pay.  KIT days are optional and can only take place if both the employer and employee agree. 

KIT days are paid but it should be noted that if maternity/adoption pay plus pay for KIT days exceed your weekly pay, pay will be capped at a normal week’s pay.  This means that if you are on half or nil pay you will receive additional pay however if you work KIT days during maternity/adoption leave on full pay you will not receive additional pay. 

If you work for less than your normal full day, this will count as one KIT day for the purposes of the maximum of 10 KIT days permitted, although payment will only be made (or time off in lieu accrued) for actual hours worked. It is not possible for you to receive more than a full day’s pay. 

Your line manager will record the dates that you attend work for a KIT day and submit these dates (and the hours worked) to Payroll once these days have been worked.  

Alternatively instead of receiving a payment for hours worked, by agreement with the manager, you may instead accrue time off in lieu for these hours. 
Shared Parental Leave in Touch days (SPLIT)
Shared Parental Leave in Touch (SPLIT) days will be available for parents taking shared parental leave. Up to 20 SPLIT days can be agreed between employer and employee. These will be in addition to the Keeping in Touch (KIT) days already available for women on statutory maternity/adoption leave. Arrangements will be similar to those in place for KIT days (See above).  
Your line manager will record the dates that you attend work for a SPLIT day and submit these dates (and the hours worked) to Payroll once these days have been worked.  

Alternatively instead of receiving a payment for hours worked, by agreement with the manager, you may instead accrue time off in lieu for these hours. 
