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HUMAN RESOURCES - PAYMENT FOR KEEPING IN TOUCH DAYS

__________________________________________________________________

AUTHORITY FOR PAYMENT FORM

Members of staff who are on maternity, adoption or additional paternity leave, may by mutual agreement with their Head of School/Service, come into work for up to 10
 days during their leave (with the exception of mothers who are unable to undertake work during the first two weeks after the baby is born), without it affecting their maternity, adoption or additional paternity pay.  This form should be used to claim payment for such days worked. It should be submitted on a monthly basis.
If you require this form in an alternative format (for example Braille, large print or e-text), please contact Human Resources at hr@leeds.ac.uk 
	Section 1. To be completed by the member of staff

	Name:
	School/Service:

	Payroll ID number:
	Total number of ‘KIT’ days worked to date:

	Dates of ‘KIT’ days worked this month:
…………………………………………..

…………………………………………..

…………………………………………..

…………………………………………..

…………………………………………..
	Number of hours worked on each ‘KIT’ day:

……………………………………………..

……………………………………………..

……………………………………………..

……………………………………………..

……………………………………………..

	Signed:
	Date:

	Section 2. To be completed by the Head of School/Service (or nominee)

	I confirm that the above named member of staff has worked the number of hours stated above, and authorise payment to be made at the appropriate rate.

	Signed:
	Date: 

	Name:
	Ext:


The form should be completed and returned to the Payroll Office, EC Stoner Building as soon as possible after the ‘KIT’ days have been worked each month.
� Any amount of work done on a KIT day counts as one KIT day e.g. if a member of staff attends a one hour training session and does no other work on that day, this will count as one KIT day.
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