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Scheduling Guide 
You May Need



Employee scheduling, assigning shifts, tasks, and work hours to your team members, is not just 

about filling slots on a calendar. It's a strategic practice of balancing various factors, such as 

availability, skills, workload, and business needs. 



Effective employee scheduling drives productivity, employee satisfaction, and overall business 

success.
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Benefits of Effective 
Employee Scheduling

Right people in the right 
place at the right time
Smooth operations

01

Sharing schedules in advance and allowing 
employees to plan their personal lives accordingly
Improved transparency and communication

05

Matching employee skills and 
strengths to specific tasks 

Maximized productivity
03

Considering employee preferences, 
availability, and work-life balance 

Employee satisfaction
02

Accurately forecasting staffing 
requirements based on historical data 
Reduced costs

04

� Ensuring smooth operations. Effective employee scheduling is like a well-choreographed 
dance, ensuring you have the right people in the right place at the right time. By aligning 
schedules with workload demands, you prevent understaffing, reduce bottlenecks, and 
maintain a streamlined workflow.

� Enhancing employee satisfaction. A well-designed schedule considers employee 
preferences, availability, and work-life balance. When employees have a say in their 
schedules and feel that their needs are considered, it boosts morale and reduces the 
likelihood of burnout.
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� Maximizing Productivity. You boost performance by matching employee skills and 
strengths to specific shifts or tasks. When individuals are assigned roles that align with 
their abilities, they can perform at their best, resulting in higher efficiency and output.

� Reducing Costs. Effective employee scheduling helps control labor costs. By accurately 
forecasting staffing requirements, you can avoid overstaffing during slow periods and 
minimize unnecessary overtime expenses. This ensures better utilization of resources and 
improved financial stability.

� Maintaining transparency and improving communication. Sharing schedules in advance 
allows employees to plan their personal lives accordingly and fosters a collaborative 
environment where team members can coordinate and support one another.

Effective employee scheduling involves adopting technology-driven solutions that simplify 
the process, automate shift assignments, and provide real-time insights. In this guide, we’ll 
share valuable insights, tips, and best practices for addressing the main scheduling 
challenges.
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Main Employee Scheduling 
Challenges and How to 
Address them
When creating a schedule, you have to juggle multiple variables, making the process complex 
and time-consuming.

Main Employee Scheduling Challenges

Challenge Resolution

Complexity � Embrace scheduling softwar�
� Engage employees in the scheduling proces�
� Prioritize effective communication

Changing availability � Plan for multiple availability scenario�
� Prioritize fairness and equit�
� Anticipate peak periods

Workload distribution � Assess and understand individual capabilitie�
� Provide trainin�
� Track work hours

Changing availability � Plan for multiple availability scenario�
� Prioritize fairness and equit�
� Anticipate peak periods

Shift variations � Optimize shift allocatio�
� Automate daunting task�
� Adjust your scheduling system

Last-minute changes � Establish clear policie�
� Utilize a scheduling ap�
� Maintain a pool of on-call employees

Compliance with labor laws � Educate and train manager�
� Plan schedules in advanc�
� Increase flexibility

Communication and coordination � Maintain open dialo�
� Consider employee preference�
� Implement a shift-swapping system

Overtime management � Monitor overtime usag�
� Prioritize employee well-bein�
� Offer voluntary overtime opportunities

Employee retention � Ensure transparenc�
� Provide adequate staffing level�
� Offer employee autonomy

Ineffective methods � Centralize scheduling informatio�
� Utilize self-service tool�
� Implement real-time communication
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Challenge #1. Complexity
Coordinating availability and skill sets and balancing workloads can seem overwhelming. You 
may need to deal with full-time employees, part-time employees, temporary employees, gig 
workers, and many more in different locations. 



Keeping track of who is on what schedule can be a daunting task, especially considering the 
increasing complexity of diverse scheduling options available nowadays. 



Nevertheless, flexibility is what modern businesses and employees demand.

Resolutions

� Ensuring smooth operations. Effective employee scheduling is like a well-choreographed 
dance, ensuring you have the right people in the right place at the right time. By aligning 
schedules with workload demands, you prevent understaffing, reduce bottlenecks, and 
maintain a streamlined workflow.

� Enhancing employee satisfaction. A well-designed schedule considers employee 
preferences, availability, and work-life balance. When employees have a say in their 
schedules and feel that their needs are considered, it boosts morale and reduces the 
likelihood of burnout.

� Maximizing Productivity. You boost performance by matching employee skills and 
strengths to specific shifts or tasks. When individuals are assigned roles that align with 
their abilities, they can perform at their best, resulting in higher efficiency and output.

� Reducing Costs. Effective employee scheduling helps control labor costs. By accurately 
forecasting staffing requirements, you can avoid overstaffing during slow periods and 
minimize unnecessary overtime expenses. This ensures better utilization of resources and 
improved financial stability.

� Maintaining transparency and improving communication. Sharing schedules in advance 
allows employees to plan their personal lives accordingly and fosters a collaborative 
environment where team members can coordinate and support one another.

Challenge #2. Changing Staff Availability
Offering workers dynamic schedules is nice, but providing for this offer is a challenge. Your 
employees may have varying availability due to personal commitments, part-time or multiple 
job situations, or other factors. Moreover, they want to be able to change their work plans and 
take time off when they wish to, and you, as an employer, still want work done on time.

Resolutions

� Plan for multiple availability scenarios. Recognize that employees are unavailable at 
specific periods. Create contingency plans and multiple availability scenarios to ensure 
adequate coverage. Consider cross-training employees to handle different roles, allowing 
for increased flexibility in scheduling.
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� Prioritize fairness and equity. When managing changing staff availability, it is essential 
to prioritize fairness and equity among employees. Establish clear guidelines or policies for 
assigning shifts, considering factors like seniority, workload distribution, and individual 
preferences.

� Anticipate peak periods. Identify peak periods or seasons in your business where staff 
availability may be particularly challenging. Communicate with employees in advance, 
requesting their plans. This allows for better preparation and ensures adequate coverage 
during high-demand times.

Challenge #3. Need for Equal Workload 
Distribution
Different roles, skill sets, and responsibilities often result in varying workloads among 
employees. This inequality can lead to frustration, burnout, and a decline in overall team 
morale. 



Additionally, a lopsided workload distribution can hinder the development of skills and growth 
opportunities for individuals who are consistently overloaded or underutilized.

Resolutions

� Assess and understand individual capabilities. Take the time to understand the 
strengths and limitations of each employee. Conducting regular performance evaluations, 
open dialogues, and skill assessments can provide insights into the areas where 
individuals excel and where they may need additional support.

� Provide training.  Employees should have access to development opportunities that align 
with their career goals and aspirations. By investing in their growth, you empower your 
workers to handle a broader range of responsibilities, leading to a more equitable workload 
distribution. Additionally, cross-training employees can help distribute workload during 
peak periods or when specific skills are in high demand.

� Track work hours. Workforce management tools prove invaluable in achieving equal 
workload distribution. They can help identify gaps in coverage, avoid overburdening any 
particular employee, and analyze workload patterns.

Challenge #4. Shift Variations
Shift variations arise for many reasons, such as different business hours, client demands, 
employee availability, and regulatory constraints.  To navigate these efficiently, you should 
collect comprehensive information on employee availability. This data will be a foundation for 
creating an equitable and well-balanced schedule.

Resolutions

� Optimize shift allocation. Analyze the collected availability data and optimize shift 
allocation to ensure fairness. Consider seniority, skills, and job requirements when 
assigning shifts.
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� Automate daunting tasks. Utilize a workforce management tool with features like shift 
swapping, shift bidding, and automated scheduling algorithms. This will not only 
streamline the scheduling process but will help to reduce errors and accommodate 
employee preferences within the constraints of the business requirements.

� Adjust your scheduling system. Regularly monitor its effectiveness and gather feedback 
from employees. Keep an eye on trends and patterns to identify any potential issues 
related to shift variations. Make necessary adjustments to the scheduling process based 
on feedback and changing business needs.

Challenge #5. Last-Minute Changes
Unexpected events, employee requests, or operational demands can lead to sudden 
adjustments, creating difficulties in maintaining a well-organized schedule. Employees may 
struggle with arranging childcare, transportation, or personal commitments when faced with 
sudden adjustments. Moreover, excessive shift changes can lead to burnout, decreased 
productivity, and increased turnover rates.

Resolutions

� Establish clear policies. Develop rules regarding shift change requests and communicate 
them effectively to employees. Encourage employees to provide advance notice when 
requesting changes and establish a communication channel for such requests.

� Utilize a scheduling app. Implement a mobile application that enables real-time updates 
and notifications. This technology allows employers to quickly communicate shift changes 
to employees and receive their confirmation or availability status promptly.

� Maintain a pool of on-call employees. Consider having a list of flexible employees willing 
and available to fill in when needed. These employees can provide coverage during 
emergencies or when someone needs to take time off suddenly.

Challenge #6. Need to Comply with Labor 
Laws
Labor laws dictate various aspects of employee scheduling, including maximum work hours, rest 
breaks, overtime, and employee classifications. Failure to comply with these regulations can 
result in legal consequences, financial penalties, and damage to the company's reputation.

Resolutions

� Educate and train managers. Ensure managers responsible for employee scheduling are 
well-versed in labor laws and their implications. Provide comprehensive training on legal 
requirements, such as maximum work hours, rest periods, and overtime rules.

� Plan schedules in advance. To comply with labor laws, create schedules well in advance 
to provide employees with sufficient notice. This allows employees to plan their personal 
lives and ensures compliance with regulations that require a minimum notice period for 
schedule changes.
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� Increase flexibility. Explore flexible scheduling options, such as offering part-time or job-
sharing arrangements, to accommodate specific labor law requirements. This can help 
ensure compliance with regulations regarding maximum work hours, rest periods, and 
overtime.

Challenge #7. Maintaining Effective 
Communication
Coordinating employee availability, shift preferences, time-off requests, and business 
requirements without maintaining open lines of communication is close to impossible. 



Miscommunication, conflicting schedules, and last-minute changes described above can lead 
to frustration, disengagement, and decreased productivity.

Resolutions

� Maintain open dialogue. Encourage communication between managers and employees 
regarding scheduling needs and preferences. Regularly check in with employees to 
understand their availability, personal commitments, and changes in their circumstances.

� Consider employee preferences. Take employee preferences into account when creating 
schedules whenever possible. Conduct surveys or use scheduling software that allows 
employees to input their preferred shift timings, days off, and any other constraints.

� Implement a system for shift swapping. Establish a system for employees to request 
and manage shift swaps or changes. This enables employees to find suitable 
replacements while ensuring proper coverage.

Challenge #8. Overtime Management
Overtime management involves finding the right balance between meeting business needs and 
ensuring employee well-being. Excessive overtime can lead to fatigue, decreased productivity, 
and increased turnover. Additionally, employers must consider the financial implications of 
overtime pay, labor laws regarding maximum work hours, and the impact on work-life balance.

Resolutions

� Monitor overtime usage. Regularly monitor and evaluate the usage of overtime hours. 
Analyze overtime trends, reasons, and costs to identify any potential areas for 
improvement.

� Prioritize employee well-being. Promote a culture of work-life balance by encouraging 
employees to take time off when needed and ensuring they have sufficient rest periods 
between shifts.

� Offer voluntary overtime opportunities. Provide employees with the option to volunteer 
for overtime shifts. By offering voluntary opportunities, you will ensure that employees 
willing and available to work extra hours have the chance to do so.
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Challenge #9. Increasing Employee Retention 
and Reducing Burnout
Employee retention and burnout are closely intertwined with scheduling practices. Inadequate 
scheduling can lead to overworked employees, increased stress levels, decreased job 
satisfaction, and, ultimately, higher turnover rates.  Maintaining a motivated and committed 
workforce is key to stability and productivity.

Resolutions

� Ensure transparency. Clearly communicate the reasons for scheduling choices and 
involve employees in the decision-making process whenever possible. By keeping 
employees informed and engaged, you can foster trust and reduce uncertainty, which 
contributes to burnout.

� Provide adequate staffing levels. Regularly review and adjust staffing levels based on 
workload and customer demands to prevent overburdening employees with excessive 
workloads.

� Offer employee autonomy. Empower employees by involving them in the scheduling 
process and allowing them to have a certain level of control over their schedules. Seek 
their input on shift preferences, time-off requests, and other scheduling considerations.

Challenge #10. Ineffective Methods
Outdated scheduling systems and methods can hinder productivity, communication, and 
employee satisfaction. Relying on manual processes, spreadsheets, or outdated software can 
result in errors, scheduling conflicts, and difficulties in managing employee availability and 
preferences. Additionally, these systems may not provide the necessary flexibility or 
accessibility to accommodate the evolving needs of a modern workforce.

Resolutions

� Centralize scheduling information. Move away from fragmented systems and centralize 
scheduling information in a single platform accessible by employers and employees. This 
allows for real-time updates and reduces the risk of miscommunication or conflicting 
schedules. A centralized system enables employees to access their schedules and make 
necessary requests or adjustments easily.

� Utilize self-service tools. Self-service portals or mobile applications enable employees to 
submit availability, request time off, or swap shifts with colleagues. By giving employees 
control over their schedules, you will increase engagement and reduce the administrative 
burden on managers.

� Implement real-time communication. Integrate real-time communication channels within 
scheduling software to facilitate instant communication between managers and 
employees to address scheduling conflicts promptly, improve coordination, and keep 
everyone informed promptly. This can include features like in-app messaging, email alerts, 
or push notifications.
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Employee Scheduling Made 
Easy with actiPLANS
As you can see, employee scheduling can be a complex and time-consuming task, often 
leading to challenges such as errors, miscommunication, and scheduling conflicts. However, 
with the right tools and technology, these challenges can be overcome.



actiPLANS offers a powerful solution to address the majority of the challenges above by 
providing accurate and efficient scheduling, enhancing communication and collaboration, 
offering flexibility, real-time insights, mobile accessibility, and seamless integration.

Accurate and Efficient Scheduling

actiPLANS simplifies the scheduling process by providing a user-friendly interface that allows 
employers to create and manage employee schedules easily. 



Employers can quickly assign shifts, consider employee preferences, and ensure accurate 
scheduling. 



The software automatically factors in employee availability and time-off requests, eliminating 
the risk of scheduling conflicts.

Enhanced Communication and Collaboration

Communication is vital in employee scheduling, and actiPLANS offers robust features that 
facilitate effective communication and collaboration. 
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Employees can access their schedules, make time-off requests, and swap shifts seamlessly 
through the self-service portal. 



Managers can communicate changes or updates instantly, ensuring everyone is on the same 
page. This streamlined communication reduces confusion and improves overall coordination.

Flexibility and Adaptability
actiPLANS enables employers to create flexible schedules that meet the needs of the business 
and employees. With the ability to set shift templates and recurring schedules and define 
custom rules, employers can quickly adapt to changing staffing requirements.
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Real-Time Insights and Analytics
The software gives employers real-time insights and analytics to make informed scheduling 
decisions. actiPLANS generates reports on employee attendance, time-off trends, and 
scheduling effectiveness, enabling employers to identify areas for improvement and make data-
driven decisions. 



These insights help optimize staffing levels, improve efficiency, and enhance employee 
satisfaction.

Mobile Accessibility
In today's mobile-centric world, actiPLANS offers a mobile application that allows employees 
and managers to view their own and their colleagues schedules updated in real time and submit 
leave requests on the go.
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Integration and Scalability
actiPLANS uses iCal to sync your corporate schedules with third-party apps, which allows you 
to supervise employees’ time off right in Google Calendar or any other web-based calendar 
that supports the iCal format.



Additionally actiPLANS seamlessly integrates with actiTIME, a comprehensive time-tracking 
software designed to assist businesses in managing and analyzing employee time and 
attendance data. 



actiTIME provides organizations with tools to track time spent on various tasks and projects, 
monitor employee productivity, and generate accurate timesheets for payroll and billing 
purposes. 



In sum, while actiPLANS helps you keep tabs on employees’ absences, actiTIME is perfect for 
handling everything they do during their working hours. 



Together, these software tools give you much better control over business resources and let 
you see how your workers utilize their time throughout the employment period.

Employee Scheduling Tips for 
Different Industries
Effective employee scheduling policies and techniques can differ from industry to industry 
based on specific operational needs, workforce characteristics, and regulatory requirements.



Organizations must consider specific factors and tailor their employee scheduling practices 
accordingly. 



This may involve implementing specialized scheduling software, adhering to local regulations, 
managing diverse workforce needs, and maintaining flexibility to adapt to unique industry 
requirements.
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Let’s have a look at some examples.

Industry. Transportation

Key challenge.

Running up against driver availability, budget 
constraints, and last-minute changes that 
throw everything off balance.

Learn more

Solution. Predictive scheduling.

Predictive scheduling is about using data and analytics to accurately forecast demand for transportation 
services and schedule resources accordingly. As a result, it reduces the incidence of delays and other 
costly logistics errors and helps to keep your customers happy.

Industry. Hospitality.

Key challenge.

Seasonal demand.

Learn more

Solution. Shift bidding system.

By allowing employees to bid on preferred shifts, you're ensuring that they have a say in their schedules 
while also promoting healthy competition among them. However, ensure a clear set of guidelines in 
place to avoid any misconceptions and misunderstandings.

Industry. Manufacturing

Key challenge.

Making sure the staff is never overworked or 
underutilized.

Learn more

Solution. Estimation.

Knowing the realities of both demand and capacity can help your teams gain an edge when it comes to 
planning out the days ahead. With the right estimates, you can create an efficient production system 
that doesn't sacrifice quality or leave your staff feeling exploited.
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Industry. Call-centers

Key challenge.

Agent absenteeism.

Learn more

Solution. Leave tracking.

It is essential for call centers to help managers to deal with overlapping leave requests, prevent 
understaffing, and build accurate shift schedules.

Industry. Homecare

Key challenge.

Understaffing and burnout

Learn more

Solution. Flexible work options.

Consider implementing remote work (telehealth) options for some positions. This can open up a larger 
pool of potential employees who may not be able to commute to the office or client's home physically.



Introduce rotating shifts amongst your employees. By doing so, you can maintain a better work-life 
balance among employees, avoid overtime costs, and ensure that there are always enough staff 
members available to provide quality care.

Industry. Non-profits

Key challenge.

Changing volunteer availability

Learn more

Solution. Self-scheduling.

Allow workers to select tasks they enjoy and set their own timelines. This way, they won't have to fear 
their work will feel like a drag. 



Take into account meaningful data collected from volunteer scheduling outcomes over a more extended 
period of time. With this kind of analysis, you can devise a strategy tailored to your needs and team 
capabilities.
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Conclusion
In today's fast-paced and dynamic work environment, where time is of the essence and 
efficiency is paramount, addressing employee scheduling challenges effectively requires 
utilizing specialized software. 



Outdated methods and manual processes simply cannot keep up with the demands of modern 
scheduling needs. 



By embracing advanced solutions like actiPLANS, you will be able to simplify and streamline the 
scheduling process, enhance communication and collaboration, ensure accuracy and 
efficiency, and ultimately improve overall productivity and employee satisfaction.
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