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	Keep In Touch Days


This form is to be completed when notifying Employment Services of one or more Keeping in Touch days. Whilst on Maternity or Adoption Leave an employee is entitled to 10 Keeping in Touch days.  Please document then number of hours or day worked. If you document 12 hours then 12 hours will be paid, if you document 3 hours then3 hours will be paid but it will still count as 1 KIT day. If you document 1 day this will equate to 7.5 hours  unless specified otherwise.

*Mandatory Field (if you do not complete all mandatory fields your request will not be processed and you will be asked to complete again) please email these through to SBS-S.WorcsAcute@nhs.net 
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Employee Details*

Trust* (VPD)

Employee No.*

Surname*

Forename(s)*

Keep In Touch Days*

Keep in Touch Day 

Begins

orHours to be Paid

Example - - HH MM

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

DD-MMM-YY

Employee Signature

Employee Signature*

Date*

Manager Signature

Authorised Signature*
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Days to be Paid
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