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Staff availability form

Free staff availability form template in PDF and Excel. Collects when each team member can work before you build the rota, instead of chasing it shift by shift.

VENUE | SITE WEEK /| PERIOD THIS COVERS RETURN THIS FORM BY

Staff name Mon Tue Wed Thu Fri Sat Sun Notes

Available / Prefer not / Available / Prefer not / Available / Prefer not / Available / Prefer not / Available / Prefer not / Available / Prefer not / Available / Prefer not / Fixed commitments, max hours, anything else
Can't Can't Can't Can't Can't Can't Can't

"Can't" is a hard constraint — a shift against it is a mistake, not a judgement call. "Prefer not" is a preference you can still use if the rota needs it.
Collect this before you write the rota, not after. Changes after publishing go through a shift swap, not a rewrite of this form.

Agree a return deadline and chase anyone who hasn't submitted — a blank row isn't "available for anything," it's missing information.

Free to print, copy and use in your venue. No attribution required. Rotahr - rota, HACCP, stock and payroll in one app - rotahr.com



