CHRISTMAS EMAILS TO STAFF
Templates for UK small businesses, from Book Time Off
Swap everything in [blue brackets] for your own dates and details, read the notes, then delete them before you send. The dates shown are for Christmas 2026 in England and Wales.
Document control
	Document
	Christmas emails to staff

	Applies to
	[All staff]

	Sent by
	[Your name]

	Last updated
	[Date]


1. The Christmas email to staff
Subject: Christmas plans - have a read and get your requests in by [31 October]
Hi all,
Here's the plan for Christmas so nobody's guessing.
We're open as normal up to [Wednesday 23 December] and we'll close at [1pm] on Christmas Eve. We're then shut until [Monday 4 January], when we're back as normal.
The days we're closed that aren't bank holidays ([29, 30 and 31 December]) come out of your holiday, so please keep [3] days back for them. The bank holidays ([25 and 28 December and 1 January]) don't come out of your holiday.
If you want any other time off in December, please get it booked by [31 October]. We can have [2] people off from each team on any one day and it's first come, first served. If it's a tie, whoever worked last Christmas gets first dibs.
December payday is [Friday 18 December]. That makes it a long wait until January's payday on [Friday 29 January], so just bear that in mind.
If anything urgent comes up while we're closed, ring [name] on [number].
Any questions, just give me a shout.
[Your name]
Note: Send in the first week of October. If you're staying open, use email 3 instead. Scotland has an extra bank holiday on Monday 4 January 2027, so Scottish staff come back on Tuesday 5 January.
2. Christmas closure email to staff
Subject: Christmas closure: [24 December] to [3 January]
Hi all,
Just confirming that we'll be closed for Christmas from [12pm on Thursday 24 December] until [Sunday 3 January]. We're back open on [Monday 4 January].
The working days we're closed ([Christmas Eve afternoon, 29, 30 and 31 December]) will come out of your annual leave - that's [3.5] days for a full-timer, less if you're part-time. The bank holidays on [25 December, 28 December and 1 January] don't come out of your holiday.
If you think you won't have enough holiday left to cover it, come and have a chat with me before [30 November] and we'll sort something out.
Thanks, and I hope you all have a proper break.
[Your name]
Note: The law says you must give at least twice as many days' notice as the holiday you're making people take (GOV.UK says twice plus one day). Sending this in October covers it easily. Part-timers only use holiday for closed days they'd normally work.
3. Christmas opening hours email to staff
Subject: Christmas opening hours and who's in
Hi all,
Here's how Christmas will work this year.
We're staying open apart from the bank holidays. Our hours will be:
[Thursday 24 December]: [9am to 1pm]
[Friday 25 December] and [Monday 28 December]: closed (bank holidays)
[29 and 30 December]: [10am to 4pm]
[Thursday 31 December]: [10am to 2pm]
[Friday 1 January]: closed (bank holiday)
From [Monday 4 January]: back to normal hours
We need [2] people in each day between Christmas and New Year. Holiday for those days is first come, first served until we hit that number, so if you want time off, book it by [31 October].
If you're working a bank holiday, you'll get [time and a half / a day off in lieu to take in January].
Any questions, just ask.
[Your name]
Note: Whether staff get extra pay for working a bank holiday depends on their contract. There's no legal right to it, so only promise what you actually do.
4. Christmas holiday request deadline email
Subject: Reminder: Christmas holiday requests by [31 October]
Hi all,
Quick reminder that Christmas holiday requests need to be in by [Friday 30 October].
[29 and 30 December] are already filling up in [team], so if you want them, don't hang about.
After the deadline it's still first come, first served, but we'll only say yes if we've still got the cover.
Thanks,
[Your name]
Note: Send about a week before your deadline.
5. Christmas payday email to staff
Subject: December payday
Hi all,
Just a heads up that December's pay will go in on [Friday 18 December] instead of the usual [last working day of the month], so you've got it before Christmas.
That does mean it's [six] weeks until January's payday on [Friday 29 January], so it's worth planning for that now.
If you get Universal Credit, don't worry - we report it to HMRC under the usual pay date, so it won't look like you've been paid twice in one month.
[Your name]
Note: If you pay early, HMRC lets you report the normal or contractual payday on your Full Payment Submission. Check with your payroll provider.
6. Back to work in January email
Subject: Back on [Monday 4 January]
Hi all,
Thanks for everything this year - it's been a busy one.
Just a reminder that we're back on [Monday 4 January] at the usual time. If you're poorly or something's come up, let [name] know before [9am] that morning.
Your new holiday allowance for [2027] is live from [1 January], so if you've got plans for the year, get them booked early.
Have a brilliant Christmas.
[Your name]
Note: Send on your last working day before Christmas or first thing on the day you reopen.
7. Christmas paragraph for your staff handbook
Christmas and New Year
Each year [we'll tell you by the end of October] whether we're closing over Christmas and New Year. If we close, any working days we're closed will come out of your annual leave and we'll tell you how many days to keep back. Bank holidays don't come out of your holiday.
If we stay open, holiday between [21 December] and [2 January] is first come, first served up to [the number of people each team can have off]. Requests for this period need to be in by [31 October].
Christmas Eve and New Year's Eve are normal working days unless we tell you otherwise.
Note: Optional. Most small teams only need the emails. A short paragraph in the handbook helps new starters know to keep holiday back for Christmas.
Disclaimer
These templates are general information for UK employers, not legal advice. Check your contracts, because they can change the notice rules and what staff get for bank holidays. For anything tricky, contact ACAS or an employment solicitor.




