
Monthly Attendance Sheet
Name of establishment: ________________________________________________

Month and year: __________________    Total working days in month: __________
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Codes: P = Present, A = Absent (loss of pay), HD = Half day, CL = Casual leave, SL = Sick leave, EL = Earned leave, WO = Weekly off, H = Holiday. Payable days = P + (HD x 0.5) + CL + SL + EL + WO + H. Attendance % = (P + HD x 0.5) / total working days.

Free template from attendfirst.com - attendance tracking app, free for small teams


