
DOWN DISTRICT COUNCIL

PART-TIME WORKERS AND PUBLIC HOLIDAYS – POLICY AND PROCEDURE

	Introduction

	1.1
	These arrangements apply to all employees working on a part-time basis ie less than 37 hours per week.


	Objectives

	2.1
	To ensure that part-time employees are treated no less favourably than full-time employees.


	Procedure

	3.1
	Part-time employees will receive their entitlement to Public and Bank Holidays on an annual hourly basis.


	3.2
	The formula below should be used to calculate the annual hourly entitlement –
Hours worked ÷ 37 × 7.4 = hours per public holiday × 12 = total hours

Example
20 hour week worker
20 ÷ 37 × 7.4 = 4 × 12 = 48

25 hour week worker
25 ÷ 37 × 7.4 = 5 × 12 = 60

30 hour week worker
30 ÷ 37 × 7.4 = 6 × 12 = 72



	3.3
	If an employee was due to work on a Public/Bank Holiday they must deduct the respective hours from their entitlement.


	3.4
	If there is a debit of hours the employee will be required to make up the time eg deducting the hours from annual leave or flexi.


	3.5
	If there is a credit of hours the employee may take these hours subject to approval being given.


	3.6
	Debits and credits will vary year on year depending on the days such holidays fall compared to days worked.


	3.7
	An employee who is required to work on a Public/Bank Holiday as part of their normal working week will not be required to deduct hours from their entitlement for that day.


	3.8
	When an employee leaves employment and has taken more hours than were due to them they will be reimbursed by the employee (in the same way as annual leave).


	3.9
	When determining how many hours an employee is due at date of leaving, the actual number of Public/Bank Holidays that have occurred during that leave year will be considered only.


	Entitlement and Sickness Absence

	4.1
	If an employee is absent on a Public/Bank Holiday no substitute holiday will be given.  The employee must debit their hours for the day, even though they were off sick.


	Entitlement and Maternity Leave

	4.2
	A woman on ordinary maternity leave will continue to accrue leave for each Public/Bank Holiday that falls during this period.



	If at any stage there are any issues within the policy which are perceived by any party as conflicting with their rights, that party should bring these to the attention of the Director of Corporate Services or raise a grievance through the Grievance Procedure.
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