SOP Template: Staff Scheduling and Training for
Seasonal Sales

This SOP details the process for staff scheduling and training for seasonal sales, encompassing workforce
planning, shift assignment, training program development, performance monitoring, and communication protocols. lts
goal is to optimize staff productivity, ensure adequate coverage during peak sales periods, and equip employees with
the necessary skills and knowledge to deliver excellent customer service and operational efficiency throughout the
seasonal sales cycle.

1. Purpose

To provide a standardized procedure for effective staff scheduling and training during seasonal sales periods, ensuring
sufficient workforce allocation, heightened employee competency, and seamless customer service delivery.

2. Scope

This SOP applies to human resources, store managers, department supervisors, and all sales floor staff involved in
seasonal sales events.

3. Responsibilities

Role Responsibility
HR Manager Forecast staffing needs, develop training content, oversee compliance
Store/Department Manager  Assign shifts, approve schedules, monitor staff performance, coordinate training
Team Leads/Supervisors Support scheduling, conduct on-the-job training, relay feedback

Staff Attend scheduled training, adhere to shift assignments, provide feedback

4. Procedure

4.1 Workforce Planning

1. Analyze historical sales data to estimate peak periods and required staffing levels.
2. Coordinate with management to determine skillsets needed for seasonal sales roles.
3. Identify permanent staff availability and recruit temporary staff as needed.

4.2 Shift Assignment

. Draft preliminary shift schedules covering all expected peak hours and critical roles.

. Consult with team leads to account for staff preferences and limitations (availability, overtime, etc.).
. Publish the final schedule at least two weeks prior to the start of the sales season.

. Implement procedures for shift swaps and absence reporting.
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4.3 Training Program Development

. ldentify training topics based on sales goals and common customer service scenarios.

. Develop and distribute training materials (manuals, online modules, or in-person workshops).
. Schedule mandatory training sessions prior to the start of the sales period.

. Document attendance and completion of all training activities.
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4.4 Performance Monitoring

. Assign supervisors to observe and support staff during initial shifts.

. Set clear performance indicators (punctuality, sales targets, customer feedback).

. Conduct quick daily check-ins during the sales period for ongoing support and rapid issue resolution.
. Gather feedback post-season to identify areas for improvement.
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4.5 Communication Protocols

1. Maintain open channels for schedule updates, shift swaps, and emergency contacts (e.g., group messaging,
noticeboards).

Provide regular reminders of key processes (shift start times, training deadlines, customer service expectations).
. Collect feedback from staff at the close of the sales period for process optimization.
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5. Documentation

Staffing forecast reports
Published shift schedules
Training attendance records
Performance evaluation records
Staff feedback forms

6. Review & Revision

This SOP will be reviewed annually following the conclusion of the main seasonal sales cycle and updated as
necessary based on operational learnings and staff feedback.
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