Smartly
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Public holiday
payroll guide.

Public holidays can add complexity to payroll so, we've
put together the most common scenarios to help you pay
your people right.
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Working on a public holiday

To determine how your employee should be paid when they work on a public holiday,
you need to check if they usually work on this particular day.

« If the public holiday is their normal work day, the employee should be paid time and
a half for the hours worked plus they are also entitled to earn an Alt Public Holiday.

o If itis not their normal work day, the employee is only entitled to be paid time and
a half for the hours worked.

Running your pay

For employees who would usually work on a public holiday, but can't because
your business is closed.

1. Click on ‘Pay’ > ‘Run a Pay’ and then double-click on the correct employee to go to their pay
details screen.

2. Click ‘Add leave item.’
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3. Click on the leave type drop-down menu and select ‘Statutory holiday taken’.
4. Enter the date of the public holiday

5. Click ‘Ok’ and continue processing your payroll as normal.
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For employees who are working on a public holiday.

1. Click on ‘Pay’ > ‘Run a Pay’ and then double-click on the correct employee to go to their pay
details screen.

2. Click ‘Add leave item’.
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3. Click on the leave type drop-down menu and select ‘Public Holiday Worked (1.5)’.

4. If your employee would normally work on this day, they are entitled to earn an alternate
public holiday. To do this, click on ‘Add leave item’ and select ‘Alt Public Holiday Earned’.

Note: The employee should get a full Alt Public Holiday regardless of how many hours they
worked on this day.

5. Click OK and continue processing your payroll as normal.
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Mondayisation and how it works

When a public holiday falls on the weekend, it's Mondayised. Check out the common employee
scenarios below. In the scenarios below, we're using Waitangi Day 2022 as an example.

Scenario 1:
An employee who normally works on weekends, and works on the 6th of February, for example,

should be paid time and a half for the hours worked. They're also entitled to earn an alternate
public holiday for the day worked.

1. Head to the ‘Run a Pay’ screen, select the correct employee and click ‘Add leave item’.
2. Under the leave drop down, select ‘Public Holiday Worked (1.5)’.
3. Click ‘+Add another leave item’, and select ‘Alt. Public Holiday Earned’.

4. Click OK and continue entering your pays as normal.
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@ If this employee were to work on Monday as well, this day would be treated as a
normal day, as Sunday is their public holiday.
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Scenario 2:
This employee doesn't normally work weekends, but would usually work on Mondays and

Tuesdays but isn't because their office is closed. They should be paid a statutory holiday taken
for Monday 7th February. The statutory holiday taken will enter automatically if your employee is

on standard hours.
1.Head to the ‘Run a Pay’ section, select the correct employee and click ‘Add leave item’.

2. Under the leave drop down, select ‘Statutory Holiday Taken’.

3. Click ‘OK’ and continue entering your pays as normal.
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@ Public holidays can only be recorded once for each employee, whether it is the
Sunday or Monday.

Public holidays while on annual
leave or leave without pay

Annvual leave
« If an employee is being paid annual leave when there is a public holiday, they're entitled to

be paid for the public holiday instead of using their annual leave.

Leave without pay
» If an employee is on leave without pay when there is a public holiday, they are not entitled to

be paid for the public holiday. This is because the employee had no intention of working on

that day.
» However, if the employee is on leave without pay because they have no sick leave available,

then they would be entitled to the public holiday.

iy These situations aren’t always straight forward, so if you're unsure, we suggest
contacting MBIE on 0800 20 90 20
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Public holiday FAQs

My business is closed on public holidays, so my employee can’t work. What are their
entitlements?

Because your employee would have normally worked on this day, but can’t because your
business is closed, they are entitled to be paid their normal daily pay. This should be recorded
as a Statutory Holiday Taken in Smartly.

My employee has agreed to work on the upcoming public holiday, but this is not their normal
working day. What are their entitlements?

Your employee must be paid at least time and a half for the hours they work. This should be
recorded as a Public Holiday Worked in Smartly. This employee is not entitled to receive an
alternate public holiday.

My employee has agreed to work on the upcoming public holiday, and this is their normal
working day. What are their entitlements?

Your employee must be paid at least time and a half for the hours they work. This should be
recorded as a Public Holiday Worked in Smartly. This employee is entitled to receive an
alternate public holiday.

Do public holiday entitlements change for casual employees?

No, casual employees have the same entitlements as permanent employees. For example, if
your casual employee works on Matariki, they're entitled to be paid at least time and a half. If
this is a day they would normally work, they are also entitled to earn an Alt Public Holiday.

What are my contractor's public holiday entitlements?

Contractors are not entitled to be paid for public holidays by their employer, because they are
deemed to be self-employed. Sometimes an employer may have a special arrangement with
their contractor to pay them for public holidays.

My employee is going to be on annual leave over for the upcoming public holiday. What are
their entitiements?

If your employee is on annual leave when there is a public holiday, they are entitled to be paid
for the public holiday instead of taking annual leave.
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We're here
to help

Whether you’re after some information, or
you’ve got something niggly or urgent that
you want to chat through with an expert -
we’ve got you!

Our customer support team can be reached
on 0800 10 10 38, Monday to Friday,
excluding public holidays.
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