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This Help Card explains the process for claiming overtime for those working on site on Bank Holidays. 
 
When there is a valid claim, bank holiday rules will apply at the weekend rules for the division. 

 
Bank holiday working 
 
When you have opened the Job booking sheet for the month, your timesheet may look similar to the below. 
 

 
 

 
 

 

 

Note the days which are a bank holiday – they have an absence code bk 

 
 

 
 
It is advisable to update one day at a time, even if there are two bank holidays to complete, and ideally not to be 
completed in advance (to avoid booking errors). 
 
The steps to follow are similar to booking weekend overtime and are shown below:  
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Change the Start and Finish times from the usual times to the actual worked times (as applicable). 
Only input the hours worked, excluding travel time which is input later.  
 
Depending on the time of the shift you may get a message advising you are booking an alternative shift 
(e.g. if changing to a night shift).  If that appears then answer “OK” to log the new times. 

 

 *If your actual work times are the same as the usual Start and Finish times then you will still have to 
change at least one of these times then follow steps    for the bk to disappear and to save the 
page.  You can change the time back again once the bk absence has gone and the line updated. 

 

 

Enter the Job Number worked on 

 

 

 

The bank holiday absence code bk will disappear 

 

 
Click Update.  If you receive the error “Unable to update Job” See note   above. 
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Move Std Hrs to O/T Hrs 

 

 
Click Update again 

 

 
Next click on Advanced for the relevant date, to add travel time and claim any allowances. 

 
 

 
 

 

 

Enter the number of hours/minutes taken to Travel to work. 

 

 
Enter the number of hours/minutes of Break taken. 

 

 
Enter the number of hours/minutes taken to Travel from work. 

 

 
If you are claiming allowances, tick the relevant boxes. 

 

 
 

 
 
 

 
 
 

 

Click Save once everything for this day has been entered. The save button will go grey once saved. 

Caution: changes entered will be lost unless you save the page. 

At this point – go back into Job Booking if you need to make any changes to clock in, clock out, job 
start, job end or Job number 

 
 
The rules in GaneTime will use the information keyed in and work out the rules of what is payable. 
The Monthly Timesheet Checking Report will show any guaranteed hours applicable and how much is payable. 
 

See Help Card GAN004 – Monthly Timesheet Report 


