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KIT Day claim form
This form is to be completed if you require Human Resources to reimburse you for any KIT days that you have carried out on behalf of The Charter Schools Educational Trust. For clarification on KIT day rules and entitlements please speak to HR before submitting a claim. All claims for additional work undertaken must be submitted by 25th day of the month and will be paid a month in arrears through payroll by BACS only.

Form that are NOT signed by the Headteacher/Deputy and or Line Manager & Employee will NOT be actioned.

	Name:
	
	Payroll No.:
	

	School:
	
	Department:
	

	Position:
	
	For payroll month:
	



	Date
	From
Time if not full day
	To
Time if not full day
	Reason for KIT Day i.e. INSET, meeting, etc.,

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Previous KIT days taken
	
	Date submitted:
	

	
	In Pension 
	Yes / No


Please note: One hour will be deducted for the lunch break If appropriate

	Authorisation Signatures - I certify that this claim has been check and that the hours were necessary and correctly calculated
	Date

	Employee
	
	

	Line Manager/B Lead
	
	

	Headteacher 

	
	



Please note: You will be paid for the time that you work at your normal rate, but any amount of work undertaken on a KIT day uses up one day from your entitlement to KIT days.  For example, if you come in for a one-hour training session and do no other work that day, you will only receive pay for one hour and will have used up one of your KIT days.

Office use only:  Please separate cost codes if appropriate:
	Date  entered on NeoPeople
	
	COST CODE
	



Registered Office: Red Post Hill, London SE24 9JH Tel: 020 7346 6600 
The Charter Schools Educational Trust is a company limited by guarantee and registered in England and Wales. Company No: 07338707.
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