Appendix 5.7: Bank Holiday Calculation Sheet
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BANK HOLIDAY CALCULATION SHEET

	Name:
	

	Job Title:
	

	Church/Circuit/District:
	

	Weekly Hours:
	

	Work Pattern:
	

	Annual Holiday entitlement: 
	

	Number of bank holidays: 
	


Step 1: Calculate employee’s total bank holiday allocation for the year 
Weekly hours              X       Number of bank holidays in a year   =
 _______
Full time equivalent
Step 2: Based on employee’s work pattern, calculate current allocation
Work pattern: ______________ 

Bank holidays falling on work pattern: ___________________

Step 3: Calculate the difference between steps 1 and 2. 

Step 1 less Step 2 = __________
If the result of ‘Step 3’ is preceded by positive (+) sign, the employee is currently getting less than their entitlement.  The additional days will be added onto the employee’s annual leave entitlement. 
If the result of ‘Step 3’ is preceded by a negative sign the employee is currently getting more than their entitlement.  The employee will need to liaise with their manager on how to make up the difference.  This can be done either through an adjustment to the employee’s annual leave entitlement, by working additional hours or having unpaid leave.
Note: 

At least four bank holidays will always fall on a Monday, one will always fall on a Friday and the other three can fall on any day of the week.

