How To Do — Booking a Bank Holiday

NB: If you are a full time employee who works 7.24 Monday-Friday, you do not need to book bank
holidays as they will automatically be booked for you by the system. You will see a zero balance.

If you are Part Time or do not work 7.24 Monday - Friday

On the new My View system you will now be able to see an entitlement for bank holidays within the
My Leave section.

If a bank holidays falls on your normal working day, you will need to book these days as bank holiday
leave.

To book a bank holiday, please click ‘Request’ on the Leave Management widget.
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Now choose ‘Bank Holidays’ to request this leave.
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Select the type of leave you would like to book.
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Bank holidays are booked the same way as Annual Leave.

You can enter a comment and select the date you wish to book off.
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Once you have entered the dates click on ‘Confirm planned work time’. Here you will need to
confirm your working pattern for the week applicable to your leave.
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Press ‘Save’ then ‘Submit’ when this option appears.
This will then be submitted to your Manager for approval.



