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ANNUAL LEAVE RECORD
Staff holiday planner
Almost all workers are entitled to 5.6 weeks of paid holiday a year, which is 28 days for a five-day week, and the 28 days can include bank holidays. Part-time workers get the same entitlement pro rata. GOV.UK, Holiday entitlement.
	Field
	Entry

	Name
	

	Role
	

	Works (days per week)
	

	Leave year from
	

	Leave year to
	

	Entitlement, days
	

	Includes bank holidays?
	

	Carried in
	

	Bought or sold
	

	Total this year
	



LEAVE TAKEN AND APPROVED
Requests, in date order
	From
	To
	Working days
	Type
	Requested on
	Approved by
	Approved on
	Balance

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



The four weeks under regulation 13 of the Working Time Regulations 1998 are taken in the leave year unless sickness or family leave prevented it. The extra 1.6 weeks under regulation 13A can be carried into the next leave year by agreement. A worker gives notice of at least twice the length of the leave asked for, unless the contract says otherwise (regulation 15(4)). Irregular hours and part-year workers accrue leave at 12.07% of the hours worked in each pay period (regulation 15B).


TEAM PLANNER
Quarter one: who is off, week by week
Write the days off in the week, or a code: A annual leave, S sick, U unpaid, T time off in lieu, B bank holiday worked.
	Name
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8
	Wk 9
	Wk 10
	Wk 11
	Wk 12
	Wk 13
	Days used

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





TEAM PLANNER
Quarter two: who is off, week by week
Write the days off in the week, or a code: A annual leave, S sick, U unpaid, T time off in lieu, B bank holiday worked.
	Name
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8
	Wk 9
	Wk 10
	Wk 11
	Wk 12
	Wk 13
	Days used

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





TEAM PLANNER
Quarter three: who is off, week by week
Write the days off in the week, or a code: A annual leave, S sick, U unpaid, T time off in lieu, B bank holiday worked.
	Name
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8
	Wk 9
	Wk 10
	Wk 11
	Wk 12
	Wk 13
	Days used

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





TEAM PLANNER
Quarter four: who is off, week by week
Write the days off in the week, or a code: A annual leave, S sick, U unpaid, T time off in lieu, B bank holiday worked.
	Name
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5
	Wk 6
	Wk 7
	Wk 8
	Wk 9
	Wk 10
	Wk 11
	Wk 12
	Wk 13
	Days used

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





BANK HOLIDAYS
The 2026 and 2027 bank holidays, by nation
From GOV.UK on 18 October 2026. A substitute day is the weekday given when the holiday falls on a weekend. Whether a bank holiday is paid leave, extra leave or a working day depends on the contract, not on the law.
	England and Wales
	Scotland
	Northern Ireland

	1 Jan 2026 New Year’s Day
	1 Jan 2026 New Year’s Day
	1 Jan 2026 New Year’s Day

	3 Apr 2026 Good Friday
	2 Jan 2026 2nd January
	17 Mar 2026 St Patrick’s Day

	6 Apr 2026 Easter Monday
	3 Apr 2026 Good Friday
	3 Apr 2026 Good Friday

	4 May 2026 Early May bank holiday
	4 May 2026 Early May bank holiday
	6 Apr 2026 Easter Monday

	25 May 2026 Spring bank holiday
	25 May 2026 Spring bank holiday
	4 May 2026 Early May bank holiday

	31 Aug 2026 Summer bank holiday
	15 Jun 2026 World Cup bank holiday
	25 May 2026 Spring bank holiday

	25 Dec 2026 Christmas Day
	3 Aug 2026 Summer bank holiday
	13 Jul 2026 Battle of the Boyne (substitute day)

	28 Dec 2026 Boxing Day (substitute day)
	30 Nov 2026 St Andrew’s Day
	31 Aug 2026 Summer bank holiday

	1 Jan 2027 New Year’s Day
	25 Dec 2026 Christmas Day
	25 Dec 2026 Christmas Day

	26 Mar 2027 Good Friday
	28 Dec 2026 Boxing Day (substitute day)
	28 Dec 2026 Boxing Day (substitute day)

	29 Mar 2027 Easter Monday
	1 Jan 2027 New Year’s Day
	1 Jan 2027 New Year’s Day

	3 May 2027 Early May bank holiday
	4 Jan 2027 2nd January (substitute day)
	17 Mar 2027 St Patrick’s Day

	31 May 2027 Spring bank holiday
	26 Mar 2027 Good Friday
	26 Mar 2027 Good Friday

	30 Aug 2027 Summer bank holiday
	3 May 2027 Early May bank holiday
	29 Mar 2027 Easter Monday

	27 Dec 2027 Christmas Day (substitute day)
	31 May 2027 Spring bank holiday
	3 May 2027 Early May bank holiday

	28 Dec 2027 Boxing Day (substitute day)
	2 Aug 2027 Summer bank holiday
	31 May 2027 Spring bank holiday

	
	30 Nov 2027 St Andrew’s Day
	12 Jul 2027 Battle of the Boyne

	
	27 Dec 2027 Christmas Day (substitute day)
	30 Aug 2027 Summer bank holiday

	
	28 Dec 2027 Boxing Day (substitute day)
	27 Dec 2027 Christmas Day (substitute day)

	
	
	28 Dec 2027 Boxing Day (substitute day)



Not legal advice. Check it against GOV.UK and your own contracts and policies.
Free editable template from unibuild.co.uk/downloads/staff-holiday-planner-template/. Not legal advice: tailor it to the job and have it approved.




