Calculating annual leave into hours.

Stage 1
Answer A

Divide employees’ working hours by full time hours for their job.





Stage 2
Answer B

Divide Full time hours by 5. Multiply this by number of days annual leave for a full time employee.  This will give you the total number of hours a full time employee would be entitled to.





Stage 3
Answer C

Multiply Answers A and B.


Example.

A&C staff currently working 25 hours per week (different hours on different days).

Full time staff would usually work 37 hours and be entitled to 23 days leave plus bank holidays.

Stage 1
=
25 divided by 37 


= 
0.675

Stage 2
=
37 divided by 5 


= 
7.40 hours




23 multiplied by 7.40

= 
170.20 hours

Stage 3
=
170.20 multiplied by 67.5%
=
115 hours (rounded 

to nearest hour)

