There is nothing in legislation about bank and public holiday entitlements for part time staff and so it is left up to employers to decide what to offer.  Legislation does however state that part timers must not be treated less favourably than their full time equivalents. Staff who would normally work on a Bank Holiday Monday for example would therefore have a day’s PAID leave whereas staff who do not work this day HAVE to have the day off but for them this is UNPAID.  
In order to make this fairer, all staff are given a pro rata holiday allocation, whether they work them or not.  This will not be to the detriment to full-time workers, but will allow for part-timers to receive their full share of bank-holiday paid holiday time i.e., if you work half the contracted hours of a full-time post, you are entitled to half the annual leave and half the bank holidays.

The formula for working this out is as follows:

A is your contracted hours averaged over 5 days = contracted hours per week

                                                                                             5
A x ………… hours annual leave entitlement per year
= ……………hours
A x 8( statutory bank holidays                                       
= ……………. hours
Example 1 – full-timer

A:  37.5 = 7.5
        5

7.5 x 20 days annual leave entitlement per year
= 150 A/L hours

7.5 x 8 statutory bank holidays


           = 60 B/H hours

Example 2 – part-timer

A:  22.5 = 4.5
        5

4.5 x 20 days annual leave entitlement per year
=  90 A/L hours

4.5 x 8 statutory bank holidays


           =  36 B/H hours

Working Example for Christmas 2005


Christmas Day falls on Sunday 25th December so Monday and Tuesday are Bank Holidays. 

If you have a part timer who works 22½ hours Tues to Fri (as per example 2 above) they need to put in a leave slip to request that 4½ Bank Holiday hours are deducted from their annual leave entitlement for the day they would normally be working, i.e. Tuesday but not for Monday, remembering that these hours have already been added to their leave entitlement.  That means that they still have 4½ hours additional holiday for the Monday which they can then take on another day.  It is of course possible, depending on their working pattern, that they will need to add some of their annual leave entitlement to these hours in order to take a full day.  It is best to keep bank holiday and “normal” annual leave entitlement separate so staff do not think they have more holiday to take than they actually have.   It is helpful also to ask staff, who have BH hours to take, to use these as soon as possible after the bank holiday falls, so they do not accrue too much leave before the year end.
( 8 Bank holidays if holiday year runs from January to December – will vary if the holiday year is from April to March, depending on where Easter falls, i.e. For leave year April 2005 to March 2006 there are only 6 Bank Holidays as Easter falls in March 2005 and April 2006.





