Seasonal Retail Employee Scheduling Guide

Overview

This guide provides a framework for scheduling seasonal retail staff efficiently during peak seasons. Follow
these best practices to maintain coverage and employee satisfaction.

1. Assess Staffing Needs

1. Estimate expected customer volume per day/week.
2. ldentify high-traffic periods.

3. Determine minimum staff coverage for each shift.
2. Collect Employee Availability

e Request schedule preferences early.

e Document unavailable days/times.
e Note special requests (holidays, exams, childcare needs).

3. Create Shift Schedule Template

Day Shift Shift Hours Required Employees
Monday - Friday Morning 8am - 2pm 4
Monday - Friday Evening 2pm - 8pm 5
Saturday Full Day 9am - 9pm 8
Sunday Partial Day 10am - 6pm 6

4. Assign Shifts

1. Match staff preferences to shift needs when possible.

2. Rotate weekend and holiday shifts to ensure fairness.

3. Avoid scheduling employees for more than 6 consecutive days.
4. Leave buffer slots for last-minute replacements.

5. Communicate & Post Schedule
® Publish schedule at least two weeks in advance.

e Use a shared calendar or printed copy in the break room.
e Highlight open shifts and process swap requests consistently.

6. Monitor and Adjust

1. Track daily staffing and adapt to store needs.
2. Encourage staff feedback on workload or overtime.
3. Adjust shifts to maintain morale and service quality.

Tip: Always keep a backup list of on-call staff for unexpected absences.
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