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DISCLAIMER: This template is provided as a starting point only and does not constitute legal advice. Adapt it to your specific circumstances. If in doubt, seek advice from ACAS or an employment solicitor.

1. Purpose and scope
This policy sets out how bank holidays are treated as part of the annual leave entitlement at [Company name]. It applies to all employees and workers. The Working Time Regulations 1998 set the minimum paid leave entitlement; this policy cannot reduce it.
2. Bank holiday entitlement and treatment
Full-time employees working [five] days a week are entitled to [28] days paid annual leave per leave year, which [includes / is in addition to] the [eight] bank holidays for [England and Wales / Scotland / Northern Ireland] published annually on GOV.UK.
Drafting note: 28 days inclusive is the statutory minimum for a five-day week (5.6 weeks x 5 days). If you say 'is in addition to,' you are giving more than the statutory minimum. Choose one option and delete the other. Delete this note before issuing.
3. Part-time employees
Part-time employees receive a pro-rata bank holiday entitlement calculated as: (contracted working days per week / 5) x [number of bank holidays in the leave year]. Fractions are rounded up to the nearest half-day. Part-time employees may take their pro-rata bank holiday allocation on any of their contracted working days; they are not restricted to the actual bank holiday dates.
Drafting note: Required by the Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000. Most UK bank holidays fall on Mondays, so without this clause a part-timer who does not work Mondays would receive fewer effective bank holiday days. Delete this note before issuing.
4. Shift workers and irregular patterns
Employees working shift patterns or irregular hours receive a bank holiday entitlement expressed in hours: (contracted weekly hours / 40) x [8] bank holidays x [standard daily hours]. Where an employee is rostered to work on a bank holiday, they will receive [a day in lieu to be taken at a mutually agreed time / an alternative day off in the same pay period].
Drafting note: Choose one day-in-lieu option and delete the other, or remove the sentence if not applicable. Standard daily hours is typically the contracted daily hours (e.g., 8 hours). Delete this note before issuing.
5. Mandatory leave: bank holidays and shutdowns
Where the Company closes for a period that includes non-bank-holiday working days (for example, between Christmas and New Year), employees [may be / will be] required to use annual leave for those days. At least [number] weeks' notice will be given before any mandatory leave period. Mandatory leave cannot be required in a way that prevents employees from taking their full statutory entitlement of 5.6 weeks in the leave year.
Drafting note: Under Working Time Regulations 1998 Regulation 15(3), you may require workers to take leave on specific dates by giving notice at least as long as the leave required. Best practice is to give several weeks' notice, particularly for Christmas shutdowns. Specify your actual notice period and delete this note before issuing.
6. Bank holidays during sickness absence
Where a bank holiday falls during a period of sickness absence, the bank holiday entitlement accrues and may be carried forward to be taken at a later date in the same leave year [or, where that is not possible due to continued sickness, into the following leave year]. Employees should notify their manager as soon as practicable if they wish to reclaim a bank holiday that fell during sickness absence.
7. Bank holidays during family-related leave
Annual leave entitlement, including any bank holiday entitlement, continues to accrue throughout maternity leave, paternity leave, adoption leave, and shared parental leave. Any accrued entitlement that cannot be taken during the leave year must be carried forward and taken on return to work. This right cannot be waived by contract.
8. Working on bank holidays
Where the business operates on bank holidays, employees may be asked to work. Employees who work on a bank holiday will receive [a day in lieu / enhanced pay at [rate] / their normal pay if bank holidays are included in their standard rota]. The terms applicable to each role will be stated in the individual contract of employment.
Drafting note: Day in lieu is the most common arrangement for employees not contractually required to work bank holidays. Enhanced pay (time and a half or double time) is common in retail and hospitality. Choose one option and delete the others. Delete this note before issuing.
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