
How to adjust annual leave for part-time staff (start of leave year)  

You will need to make an adjustment to annual leave entitlement for part-time staff at the 

start of every annual leave year. This is because we operate two separate holiday schemes 

for annual leave entitlement and bank holiday entitlement (both in hours).  

Dependent on the working pattern for part-time staff, the bank holiday entitlement may be in 

debit or credit at the start of the leave year (1st April). You will need to correct the entitlement 

in the bank holidays so it reads zero – this requires moving hours to or from annual leave 

into or out of bank holidays. 

Search for the Person and click on their name 

 

Click on Absence then Holiday Entitlement Summary 

 

The first screen shows annual leave entitlement for the leave year.  

 

Click the drop down box 

Select Bank Holiday Entitlement 



 

The bank holidays for the entire leave year are automatically deducted by the system hence 

at the start of each leave year, you will see a credit or a debit here. 

A debit is shown as a minus figure. 

The 35.53 credit shown here is because the working pattern for this part-time worker hits 

only some of the bank holidays meaning 35.52 hours need to be credited to the annual leave 

entitlement. 

Holiday Absence Adjustment 

Click on the arrow here and then onto Holiday entitlement adjustment: 

 



This is the first screen. Select the new leave year: 

 

 

Based on the example above, you will need to add the credit of 35.53 hours into the annual 

leave entitlement: 

Select ADJUST here from drop down list 

Enter the figure here and reason as shown: 

 



SAVE 

To make the bank holiday entitlement zero: 

Change the scheme name to Bank Holidays in drop down list (ensure you have the 

correct year) 

 

Select Adjust in Adjustment type 

Enter the deduction (MINUS figure) and reason 

SAVE 

 

 

To check you have done it correctly, return to the Holiday Entitlement Summary for both 

schemes: 



 

The bank holiday entitlement should show zero: 

 

 

Any other adjustments to leave as an employee changing working hours part way 

through the year or returning from maternity leave, will be made by the HR team as 

requested via the normal notification process. 

 

 

 

 



 

 

 

 


