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OBJECTIVE: H i:

e To have a systematic way of communicating and recording the Human Resources activities and events every
month.
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APPLICATION: % FH :

Each H.R./Personnel Manager must prepare this report by the 10th of each month for the previous month.
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The report should be compiled accurately because the statistics and events included will be the basis for further
discussion/decision-making and will be referred back to in the future.
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The report is to be copied to the General Manager and where relevant the Resident Manager / executive
Assistant Manager, Department Heads and Area Director of Human Resources.
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This will form the basis of a basis of a discussion between the General Manager HR/Personnel Manager and
Department Heads.
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STATEMENT OF POLICY
BU

1. Each H.R./Personnel Manager will produce a monthly report, which records the relevant Personnel statistics
for the previous month.
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2. The completed report is to be sent to the General Manager by the 10th of each month and presented to
Department Heads during a Department Heads Meeting that same month.
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3. The format to be used is given in appendix 31 and includes:
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* Turnover informations L4z B

»  Payroll statistics#i & S A St 11

= Manning report A\ it £

*  Accident reportZ il 5

= Sickness report 5 i 15

» Starters & Leaversi# i .5 &R 04 T
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Transfers & Promotions# <} 5% Tt
Nationality Breakdown [E & /)2

Visa ReconciliationZ&iIF i fif

ANY OTHER CONCERNS THAT NEEDS TO BE ADDRESSED
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