adding bank holidays to
coolcare.

This guide will enable the user to create statutory holidays within the annual calendar for your care home across the
UK. It is worth noting that not all statutory holidays apply to all countries within the UK, therefore we recommend you

check before making amendments.

statutory holidays lookup.

To insert a new Statutory Holiday within CoolCare, you need to utilise the Lookups:
e  Select your name in the top right corner of CoolCare
e Click to open the system menu
e Select Lookups from the list
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A Sam'’s Home ‘Sam Reynolds v

I LA+ Top Up (85% | 17 beds )
I NHS (5% | 1 peds)
Private { 10% | 2 beds )

Avg Fees: £950.00 Total Enquiries: 1 Total Waiting List: 1

Upceming Enquiry Tasks (Overdue: 0, Due Today. 0, Due Soon: 2) 0

Enquirer Status Task Due Date Resident Admission
Name Date

Neil Taylor Waiing List Asses...  Prepare for Admis 061112025

Neil Taylor Wating ListAsses...  Admission 07112025 Harvey Baylor 0711172025

# Dashboard System Configuration
Welcome Sam Reynolds
Manage Users
A Care Home Occupancy 20/20 (100%) New Enquiries Added
T Enquirer Funding Type  Care Type Assigned @170 User Groups
NewTayer  LaeTopUp  Rescemal  SamRem p ol
B Residents
Groy

Planned Admission (Overdue: 0, Due Today: 0, Due Soon: 1)

Funding Type  Care Typ: My Account

LA+ Top Up

Custom Reports

User Guides

Generale Portal Poster

Residentia 970"

In the lookups page, select Statutory Holidays under Staff Lookups.

General Lookups

A  Maintenance Assignees (] Enquiry Sources
Staff Lookups
Departments Professional Classification Training Delivery Methods

Ethnic Origin Reason For Absence Qualifications

Agency Details Reasons For Agency Reason For Leaving

Resident Lookups

1] Dependency Level B Funding Type -] Ledger ltem Types

o Billing Contract Terms B Permanency Type o Suppliers

Statutory Holidays

Day Periods

Nursing Band

Supplier Types
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This will open your statutory holidays lookup list and will have a list of previous bank holidays. To add a new one, press
the +Insert button at the top of the list.

Statutory Holidays
~ N
< + Insert Select Lookup v

”
Date Description Location
01/01/2026 New Years Day All [ ]
26/12/2025 Boxing Day All [
25/12/2025 Christmas Day All [ ]
05/05/2025 may day All [ ]
21/04/2025 Easter Monday All ]
18/04/2025 Good Friday All (]
26/12/2024 Boxing Day All [
25/12/2024 Christmas Day All [
26/08/2024 Summer Bank Holiday All [ ]
27/05/2024 Spring Bank Holiday All [
06/05/2024 Early May Bank Holiday All [
01/01/2024 New Year's Day All [

111(12)

Fill out the details required to create the statutory holiday:

e Date — Date of the bank holiday Statutory Holiday

e Description — The bank holiday’s name
(e.g. Christmas, easter, new year etc.,)

e Special Pay Code — How staff are paid
for working on this day (please see Date Rasuees
below). If staff would not be paid any
differently, use Standard Hours

e Geolocations — If the bank holiday only
applies to a certain region of the UK, you
can select it here. That way, only homes
within the region will use it as a bank
holiday Special Pay Code Required

e  Once all information is filled in, click = °
Save to create the bank holiday

Description requied

Geolocations Required

The Special Pay Code is used to determine what pay code or pay rate is used for that specific bank holiday (day). This
information links to the staff position and the associated rates for such days of the year. For example, if you pay your
staff a higher rate for working Bank Holidays, this will be set on their Staff Position in CoolCare. The code you assign to
the statutory holiday will correlate to the information held on the staff position.

Please Note: For more information on pay rates/codes and how they relate to bank holidays, please see our Complete
Payroll Guide.
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