
Weekly Staff Rota

Store / location: [Enter store]

Week commencing: [dd/mm/yyyy]

Prepared by: [Manager name]

Team member Role Mon Tue Wed Thu Fri Sat Sun Contracted hrs Scheduled hrs

Daily staff on shift

How to use

Enter each shift as start–finish, e.g. 09:00–17:00. Use the keys below for non-working days.

OFF = day off    •    AL = annual leave    •    SL = sick leave    •    TR = training

Use "Contracted hrs" for the employee’s contracted weekly hours and "Scheduled hrs" for the hours you have rota’d this week.

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