
Annual Holiday Planner

Store / location: [Enter store]

Holiday year: [e.g. Jan–Dec yyyy]

Prepared by: [Manager name]

Team member Entitlement (days) Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Booked Remaining

How to use

Enter the number of days each person is taking in each month, then total them under “Booked”.

“Remaining” = Entitlement − Booked. Update it as leave is approved so you can see cover at a glance.

Try to spread leave across the year and avoid too many people being off at once during busy trading periods.

Free template provided by CoachScript • coachscript.co.uk • Confident coaching conversations, scripted in seconds.
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