
 

 

ENTITLEMENT TO BANK HOLIDAYS AND CLOSURE DAYS: 
GUIDANCE NOTE FOR PART TIME WORKERS 

 
To ensure fair and equitable treatment of all staff and in accordance with statutory requirements, your 
conditions of service provide that leave entitlement for part time staff, including Bank Holiday and 
Closure Days, is proportionate to the number of hours you are contracted to work - ie your Full Time 
Equivalent hours (FTE). 
Your FTE is expressed as the number of hours you are contracted to work as a proportion of the 
normal full time working hours (36.5 hours per week). 
Annual leave entitlement is detailed in your terms and conditions of employment and whilst this is 
straightforward for full time staff, it can be more complicated for part time staff, particularly where the 
work pattern includes different numbers of hours worked on different days. 
For part time staff whose work pattern either involves working the same number of hours each day or 
which only involves working full/half days, it is easier to continue to calculate and record annual leave 
in days/half days. Annual entitlement is based on a 5 day working week therefore holiday entitlement 
is calculated on a pro rata basis according to how many days you are contracted to work. Leave can 
only be granted in full or half days. 
However, where part-time staff spread their work over several days with a different number of hours 
being worked on different days it can be difficult to establish what should be deducted for a day's 
leave as the length of each working day can vary significantly. In these situations it is fairer to 
calculate and express leave for part time staff in hours. For each day/half day taken as leave, the 
number of hours deducted from the total entitlement should be the equivalent of how many hours the 
employee was contracted to work on that day. The number of hours taken must still equate to the 
equivalent of a full/half day and leave cannot be taken in odd hours. 
To help you calculate your annual leave there is a ready reckoner available on the Personnel website 
(follow the link for "Terms and Conditions"). This will give you an annual leave entitlement which 
includes your "normal" leave and your pro-rata entitlement to Bank Holiday and Closure Days. 
Where a Bank Holiday and Closure Day falls on a day you are contracted to work and you do not 
work that day (because it is a Bank Holiday or Closure Day), that day should be deducted from your 
total leave entitlement. Where holiday is being calculated in hours, the number of hours you were 
contracted to work that day would be deducted. If a Bank Holiday and Closure Day falls on a day you 
were not contracted to work no deduction is made. 
To establish the amount of discretionary leave you have available to take in the holiday year, after 
allowing for deductions in respect of bank holiday/closure days, you will need to : 

• Calculate your total annual leave entitlement in days/hours as appropriate for the holiday year, 
including bank holiday and closure days; 

• Deduct from this the days/hours you would have worked on the Bank Holiday and Closure Days 
which fall on your working days. 

• The remaining days/hours of leave are then free for you to arrange as normal annual leave 
subject to the usual requirement to seek the approval of your manager. 

Notes 
These arrangements only apply to part-time staff who work all year; for staff working term time only, 
their annual salary includes their pro rata paid leave entitlement, to be taken on unspecified days 
during the vacation periods. Leave may not be taken during term time. 



 

Example 1 
For an employee with the following work pattern and an annual leave 
entitlement of 37 days in 2007 (ie 23 days plus Bank Holidays and Closure 
Days): 
Monday: all day (7.3 hours) 
Tuesday: all day (7.3 hours) 
Wednesday: half-day, morning only (3.65 hours) 
Since this employee works in whole days and half days, it is easier to continue to calculate and 
record annual leave in days.  
Calculation 
Total hours per week 18.25
FTE 0.50
Pro-rata entitlement of 23 days – normal annual leave (days) 11.50
Pro-rata entitlement of 6 Closure Days (days)  3.00
Pro-rata entitlement of 8  Bank Holidays (days)  4.00
Total pro-rata leave entitlement (days) 18.50
 

2007 Bank Holidays and Closure Days Deduction
(days)

Monday 1 January (New Year’s Day) 1.0
Friday 6 April (Good Friday) No deduction – not a working 

day
Monday 9 April (Easter Monday) 1.0
Tuesday 10 April (Easter Closure Day) 1.0
Wednesday 11 April (Easter Closure Day) 0.5
Thursday 12 April  (Easter Closure Day) No deduction – not a working 

day
Monday 7 May (Bank Holiday) 1.0
Monday 28 May (Bank Holiday) 1.0
Monday 27 August (Bank Holiday) 1.0
Monday 24 December (Christmas Closure Day) 1.0
Tuesday 25 December (Christmas Day Bank Holiday) 1.0
Wednesday 26 December (Boxing Day Bank Holiday) 0.5
Thursday 27 December (Christmas Closure Day) No deduction – not a working 

day
Friday 28 December (Christmas Closure Day) No deduction – not a working 

day
Monday 31 December (Additional Christmas Closure 
Day – 2007 only) 

1.0

Taken on Statutory/Closure days 10.0
To be taken at employee’s discretion 8.5  
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Example 2  
For an employee with the following work pattern and an annual 
leave entitlement of 37 days in 2007 (ie 23 days plus Bank 
Holidays and Closure Days): 
Monday - Wednesday (5 hours per day) 
Since this employee works the same number of hours each day, it 
is easier to continue to calculate and record annual leave in days – 
as a pro-rata entitlement based on 3/5ths of the normal holiday 
entitlement, with each day being 5 hours.  
Calculation 
Total hours per week 15.00
FTE 0.41
Pro-rata entitlement of 23 days – normal annual leave (days) 9.40
Pro-rata entitlement of 6 Closure Days (days)  2.50
Pro-rata entitlement of 8  Bank Holidays (days)  3.30
Total pro-rata leave entitlement (days) 15.20 (ie 15.2 x 5 hour days)
 
2007 Bank Holidays and Closure Days Deduction

(days)
Monday 1 January (New Year’s Day) 1.0
Friday 6 April (Good Friday) No deduction – not a 

working day
Monday 9 April (Easter Monday) 1.0
Tuesday 10 April (Easter Closure Day) 1.0
Wednesday 11 April (Easter Closure Day) 1.0
Thursday 12 April  (Easter Closure Day) No deduction – not a 

working day
Monday 7 May (Bank Holiday) 1.0
Monday 28 May (Bank Holiday) 1.0
Monday 27 August (Bank Holiday) 1.0
Monday 24 December (Christmas Closure Day) 1.0
Tuesday 25 December (Christmas Day Bank Holiday) 1.0
Wednesday 26 December (Boxing Day Bank Holiday) 1.0
Thursday 27 December (Christmas Closure Day) No deduction – not a 

working day
Friday 28 December (Christmas Closure Day) No deduction – not a 

working day
Monday 31 December (Additional Christmas Closure Day 
– 2007 only) 

1.0

Taken on Statutory/Closure days 11.0
To be taken at employee’s discretion 4.2  
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Example 3 
For an employee with the following work pattern and an annual leave 
entitlement of 37 days in 2007 (ie 23 days plus Bank Holidays and 
Closure Days): 
Monday: 7 hours 
Tuesday: 5 hours  
Wednesday: 5 hours  
Since this employee works a different number of hours on different 
days, it is simpler to calculate and express leave in hours. 
Calculation 
Total hours per week 17.00
FTE 0.4658
Pro-rata entitlement of 23 days - normal annual leave 
(hours)  
(ie 23 x 7.3 = 167.9 hours x 0.4658 FTE) 

78.20

Pro-rata entitlement of 6 Closure Days (hours)  
(ie 6 x 7.3 = 43.8 hours x 0.4658 FTE) 

20.40

Pro-rata entitlement of 8  Bank Holidays (hours)  
(ie 8 x 7.3 = 58.4 hours) 

27.20

Total pro-rata leave entitlement (hours) 126.00
 
2007 Bank Holidays and Closure Days Deduction

(hours)
Monday 1 January (New Year’s Day) 7.0
Friday 6 April (Good Friday) No deduction – not a 

working day
Monday 9 April (Easter Monday) 7.0
Tuesday 10 April (Easter Closure Day) 5.0
Wednesday 11 April (Easter Closure Day) 5.0
Thursday 12 April  (Easter Closure Day) No deduction – not a 

working day
Monday 7 May (Bank Holiday) 7.0
Monday 28 May (Bank Holiday) 7.0
Monday 27 August (Bank Holiday) 7.0
Monday 24 December (Christmas Closure Day) 7.0
Tuesday 25 December (Christmas Day Bank Holiday) 5.0
Wednesday 26 December (Boxing Day Bank Holiday) 5.0
Thursday 27 December (Christmas Closure Day) No deduction – not a 

working day
Friday 28 December (Christmas Closure Day) No deduction – not a 

working day
Monday 31 December (Additional Christmas Closure Day 
– 2007 only) 

7.0

Taken on Statutory/Closure days 69.0
To be taken at employee’s discretion 57.0  
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