[Company Logo]   [Company Name]
TEAM LEAVE CALENDAR – [MONTH YYYY]
	Company:
	[Company Name]

	Team / Location:
	[Department] / [Work Location]

	Minimum Staff Required per Day:
	[Number]

	Last Updated:
	[Date]



	Employee
	01
	02
	03
	04
	05
	06
	07
	08
	09
	10

	[Employee Name]
	 
	 
	EL
	EL
	 
	WO
	 
	 
	 
	 

	[Employee Name]
	 
	H
	 
	 
	 
	WO
	 
	CL
	 
	 

	[Employee Name]
	 
	 
	 
	HD
	 
	WO
	 
	 
	 
	SL

	[Employee Name]
	 
	 
	 
	 
	 
	WO
	CO
	 
	 
	 

	Staff Available
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



Continue the grid for dates 11 to the last day of the month in the same format.
Codes
1. CL / SL / EL – Casual / Sick / Earned Leave
1. CO – Compensatory Off
1. HD – Half Day
1. H – Public / Festival Holiday
1. RH – Restricted Holiday
1. WO – Weekly Off
1. LWP – Leave Without Pay
Holidays This Month
	Date
	Day
	Holiday
	Type

	[DD/MM/YYYY]
	[Day]
	[Holiday Name]
	[National / Festival / Restricted]

	[DD/MM/YYYY]
	[Day]
	[Holiday Name]
	[National / Festival / Restricted]



Days on which available staff fall below the minimum: [Dates]. Supervisor to arrange cover or reschedule planned leave in consultation with the employees concerned.

	______________________________
Maintained by
[HR Name]
	______________________________
Supervisor
[Reporting Manager]
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