
WEEKLY CREW SCHEDULE
Business: [Your business name]
Week of: [Monday, MM/DD/YYYY]
Posted: [Date — give the crew as much notice as you can]
Questions: [Name · phone]
Who works when, and on which job. Write the shift as a time range (7–3:30) or the word Off; the Hours column is the week's total for that person.
1. Who works when
	CREW MEMBER
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	HOURS

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 

	[Name]
	 
	 
	 
	 
	 
	 
	 
	 



2. Jobs this week
	JOB
	ADDRESS
	CREW
	START
	NOTES

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 



3. Notes for the crew
[Shift times include a 30-minute unpaid lunch. If you can't make a shift, text [name] by 6 pm the day before. Changes to this schedule will be texted to everyone on it.]
Free template from zarla.com/guides/employee-schedule-template. Replace every [bracketed] line and delete what you don't need. Post the week's schedule where the crew can see it, and give as much notice as you can. Zarla builds the website that fills next week's schedule: zarla.com
