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Adding a Bank Holiday on 

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.  

Locating the Setup of Statutory Holidays  
• To insert a new Statutory Holiday within CoolCare, you need to utilise the Lookups.  

• From the top right-hand corner of the screen where your name is  

• Click to open the menu  

• Choose Lookups from the list 

 

• From the Staff Lookups section, choose Statutory Holidays 

 



 
 

 
 

 

 T +44 (0) 113 385 3853 
W coolcare.co.uk 
E info@coolcare.co.uk 

 

 

 
2 

Here the list of all the Statutory Holidays for your homes will be shown. 

 

 

Create a Statutory Holiday Record 
• To create a new Statutory Holiday record, click Insert 

• Enter the date that the Bank Holiday takes place on  

• Enter a description, for example Christmas Day 2022 

 

 

 

Choose a special pay code from the dropdown menu. This 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.  

Click insert to add a 

new holiday 
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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. Check 

the bottom of this guide on information on adding pay codes. 

• Select from the menu the geographical location of the Home where the statutory holiday applies.. Note all 

Homes within the Group sharing the same geographical location will be attributed the Statutory Holidays 

created 

• Click Save 

Adding and Amending Pay Codes 

If your home doesn’t use Pay Rates and instead uses for example Sage CSV, you’ll be able to add pay codes to 

CoolCare. 

To add pay codes to CoolCare 

• Go to Home Setup 

• Staff positions 

• Choose your staff position and select codes 

The below picture demonstrates the pay code information held on the staff position. 

 

 

 


