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Calculating Part Time Workers Holiday 
 
Most employees who work 5 days a week are entitled to 5.6 weeks holiday per year which 
includes bank holidays.  This is calculated to days as follows – number of days worked per week 
x 5.6 = ? days holiday per year.   So for a normal full time employee = 5 x 5.6 = 28 days. 
 
If employees work part time their entitlement may need to be pro rata – see the examples 
below. 
 
Part time Employee 1 – works 5 days a week but only 5 hours a day (25 hours a week) 
 
If an employee works five days a week but only works five hours a day they are still entitled to 
28 days holiday.  As above, number of days worked per week (5) x 5.6 = 28 days holiday per 
year.    
 
They would just get paid their ‘day equivalent’ so no need to pro rata the holiday. 
 
Part time Employee 2 – works 4 days a week either 4 or 8 hour days 
 
If an employee works four days a week at either 4 or 8 hour days (the same hours all days), 
their entitlement will need to be pro rata.  So their entitlement would be 4 x 5.6 = 22.4 (round 
up = 22.5).   
 
Again, it doesn’t matter what their hours are during the day as they will just be paid their ‘day 
equivalent’. 
 
Part time Employee 3 – works 2 days a week 6 hour days 
 
If an employee works two days a week again their entitlement needs to be pro rata.  They are 
entitled to 5.6 weeks holiday off of their normal working pattern.  So they would be entitled to 
11.5 days leave.  (2 x 5.6 = 11.2 = 11.5) 
 
Part time Employee 4 – works 4 hours Monday, 8 hours Tuesday & Wednesday and 5 hours 
Thursday (25 hours a week) 
 
If someone has different hours every day it is easiest to work their holiday out in hours.  If you 
do it in days you can normally guarantee that they would always aim to take their longest days 
off! 
 
To calculate in hours you simply calculate the number of hours worked per week by 5.6.  So for 
this example, 25 x 5.6 = 140 hours holiday entitlement.  When the employee takes a day off – 
depending on their working hours for the day they take that from their allowance. 
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Things to remember: 
 

 Even if someone doesn’t work Mondays they are still entitled to a pro rata allowance 

for bank holidays! 

 If someone only works Mondays and Friday (when most bank holidays fall) their 

allowance will again be pro rata.  It may mean that their bank holiday entitlement 

doesn’t cover what they need to take for bank holidays but they have to take the 

remainder out of their general allowance   

 If someone changes hours throughout the year their holiday should be recalculated 

 If someone starts part way through the year they are not entitled to the full allowance 

– it should be pro rata to the length of holiday year left too 

 If you are unsure, you can check your calculations by going to 

https://www.gov.uk/calculate-your-holiday-entitlement 

 Holiday calculations should always be rounded up to the nearest half a day – you can’t 

round holiday down 

 If someone works 6 or 7 days a week they are still only entitled to the statutory 

minimum of 28 days – although if you are a nice employer you may wish to offer more! 

 If your employees get paid overtime, commission or bonuses on a regular basis you 

must include these payments in at least 4 weeks of the paid holiday allowance 

 If you are not sure please run it passed us before you commit allowances to your 

employees! 
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