[Company Logo]   [Company Name]
MONTHLY LEAVE REPORT – [MONTH YYYY]
	Company:
	[Company Name]

	Prepared By:
	[HR Name]

	Report Date:
	[Date]



1. Overview
	Metric
	This Month
	Last Month

	Headcount (average)
	[Number]
	[Number]

	Working days
	[Number]
	[Number]

	Total leave days
	[Number]
	[Number]

	Unplanned leave days
	[Number]
	[Number]

	Absenteeism rate (unplanned days ÷ scheduled days × 100)
	[Number]%
	[Number]%

	LWP days
	[Number]
	[Number]

	Unauthorised absence days
	[Number]
	[Number]



2. Leave by Department and Type
	Department
	Headcount
	CL
	SL
	EL
	Maternity / Paternity
	Comp Off
	LWP
	Total

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	[Department]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]

	Total
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]
	[Number]



3. Long Absences (over [Number] days)
	Employee ID
	Department
	Leave Type
	From
	Expected Return
	Action / Support

	[Employee ID]
	[Department]
	[Leave Type]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Welfare call / Cover arranged]

	[Employee ID]
	[Department]
	[Leave Type]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Action]



4. Observations and Actions
1. [Observation, e.g. unplanned leave rose in Department around Festival / Season] – Action: [Plan leave rota earlier].
1. [Observation on unauthorised absence] – Action: [Managers to follow up as per policy with fair hearing].
1. [Observation on leave balances or lapses] – Action: [Encourage planned EL use before year-end].

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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