[image: ]




EXAMPLE:  ANNUAL EMPLOYEE SCHEDULE – PLAN 12

(Enter the data in spreadsheet and adjust dates annually) 
(Add staff names to leave section as required)

	A.
	Dates impacting on employees
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J

	1
	School holidays
	1–12
	
	25–30
	1–5
	
	25+
	1–15
	
	
	1–10
	
	13–31
	1–15

	2
	Business peak period
	
	5–15
Val
	
	
	
	
	
	
	
	
	25–30
B/Fri
	1–24
Christ-mas
	

	3
	Public holidays
	1
	
	21
	18+ 21+2827
	1
	16
	
	9
	24
	
	
	16+25+26
	

	4
	Cultural/religious holidays and events
	
	2–28
Rama-dan
	25-30
Easter
	
	
	
	
	
	
	
	08 Diwali
	25
Christ-mas
	

	5
	Other important dates
	
	
	
	
	10
Election
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B.
	Employee management activities
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J

	1
	WSP / ATR Seta submissions 
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	Employment Equity Reports 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	Trade union negotiations
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	Workman’s Compensation
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	Performance appraisals
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	Bonus calculations/payments
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	Recruit seasonal employees
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	Employee training
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	Employee functions
	
	
	
	
	
	
	
	
	
	
	
	
	

	10
	Other
	
	
	
	
	
	
	
	
	
	
	
	
	

	C
	EMPLOYEE LEAVE:
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D
	J

	*
	Managers
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Supervisors
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Sales staff
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Administration staff
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Cashiers
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Shop assistants
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Warehouse assistants
	
	
	
	
	
	
	
	
	
	
	
	
	

	*
	Cleaning staff
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