Travel Agencies and

Accommodation Services:
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Scheduling Software

A practical guide for hotels, resorts, tour
operators, destination services, and travel
support teams to get ready to modernize
how they build and manage schedules.
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Introduction



If you run a hotel, a collection of properties, or a travel agency, you don’t need anyone to explain
how unpredictable scheduling can get.

You feel it in the lobby when the check-in line is building and half your
housekeeping team is still waiting on room statuses. You feel it in the back office
when a storm hits, flights start canceling across time zones, and your travel
advisors are reshuffling itineraries long after their shifts should've ended. And you
feel it on the agency side, too — when a group tour changes headcounts at the
last minute, your most experienced specialist is suddenly out sick, and you're
rearranging coverage before a client loses confidence.

None of these scenarios are unusual. They're the rhythm of your world, whether you're in travel or
accommodations.

Behind every smooth guest and client experience is a schedule that actually worked. But when it
doesn't — requests aren't answered, departments can’t coordinate, teams don't get the visibility
or flexibility they need — the impact is immediate: longer waits, lower satisfaction, missed
revenue, exhausted staff, and uncontrolled turnover.

This guide walks through what makes employee scheduling in travel and accommodations unique,
the core capabilities you should expect from a dedicated scheduling solution, and how to evaluate
vendors based on where you are today — whether you're still building schedules on paper and
spreadsheets or working around tools that never quite fit the realities of your team.

By the end of this guide, you should be able to choose scheduling software that gives your teams

predictable, fair, and flexible schedules; helps managers stay ahead of coverage and compliance;
and gives your organization confidence that everyone is where they need to be.
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Why employee scheduling
Is different in travel and
accommodations



Travel and accommodations never follow tidy staffing patterns.

Coverage needs shift by the hour, not by the day. You're coordinating 24/7
operations, multiple departments or branches, plus fluctuating guest arrivals and
client bookings. To add to the complexity, your workforce is made up of full-
time or part-time, seasonal or remote, and cross-trained or contracted team
members.

Add in events, flight delays, weather swings, group bookings, and global travel
trends, and the staffing picture can change faster than your team can update a
spreadsheet. All of that shapes what “good” scheduling must accomplish.

Assigning people to the schedule is the easy part — the harder, more important job

is understanding:

« Who is trained, qualified, and legally able to work specific roles
Which outlet, floor, tour, or client requires support right now

How to distribute workloads fairly across teams and locations

When calls and requests surge or fall, and how to prepare in advance
How policies, agreements, or labor rules shape staffing decisions

And depending on your role, the imbalance shows up differently.

Next, we'll explore how these scheduling pressures play out across different roles.
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Il Travel agency owners and operations leaders

If you manage a travel agency or a group of branches, your world revolves around client needs, shifting
priorities, and a team working across time zones. Advisors must balance live service, research, follow-up,
emergencies, supplier calls, and rebooking, often outside normal business hours.

You feel the stress when:

« You aren’t sure who is actually free to take an urgent client call

« After-hours responsibilities fall on the same advisors repeatedly

« Coverage looks solid on paper but can't absorb disruptions

* You struggle to match advisor schedules with client workloads and booking surges

You want to protect response times and service quality, but without clear scheduling visibility, everything
feels reactive and uneven.

Q2 Travel advisors and consultants

If you're an advisor or consultant, your workday rarely matches a traditional schedule. Client time zones,
last-minute changes, supplier issues, and unexpected disruptions can reshape your priorities at any
moment — whether you're in the office, remote, or traveling.

This leads to:

« Work happening well outside their booking windows

« Continuous context-switching that makes planning your own time difficult
« Uneven distribution of urgent or after-hours requests

« Burnout when reactive work overwhelms planned admin hours

Without clear, intentional scheduling, availability becomes a guessing game.
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D

Hotel and property leadership

If you're a General Manager or operations leader, you're constantly weighing guest expectations against labor
realities. One week you're stretched thin because occupancy jumped unexpectedly; the next you're cutting
hours to keep budgets in line. Staffing mismatches, even small ones, ripple across service, costs, and the
guest experience.

You feel it when:

« Rooms aren't turning fast enough despite a full housekeeping board

« Long lines form at check-in because the desk wasn't staffed to actual arrivals

« You discover overtime only after payroll closes, not when you could have prevented it
« Each department uses its own scheduling process, making labor comparison difficult

You're responsible for the entire property’s performance, yet the day-to-day scheduling decisions that drive
labor spend happen in real time, all across the building.

Department heads in hotels (front office, F&B, events)

If you lead the front office, F&B, or events, your staffing needs rise and fall minute by minute. Cross-trained staff
move between roles constantly — a server covers both breakfast and a late banquet, a concierge jumps in to
help the front desk, or a bartender helps with an event setup.

Flexibility turns into chaos when:

« Guests wait longer even though people are technically “on shift”

« Employees are assigned to the wrong outlet or station and the scramble begins
« Repeat staff pick up extra duties because schedules didn’t reflect demand

* You spend more time moving people around than focusing on service

With the right scheduling support, you can manage the movement instead of being consumed by it.
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é Housekeeping and facilities management

If you lead housekeeping or facilities, you're managing an operation within an operation, constantly
shifting your staff to match guest demand. Occupancy, early arrivals, late checkouts, conference
schedules, and one-off maintenance needs all affect how you assign people throughout the day.

In practice, this looks like:

« Reassigning staff across buildings, floors, or task lists to keep up with demand
« Struggling to track progress when work is distributed across large spaces
« Balancing internal teams with outsourced or temporary staff

Scheduling that fills shifts isn't scheduling that works for you — it should help you anticipate and
manage workload proactively.

@ Regional and multi-site leadership

If you oversee multiple properties or branches, scheduling visibility becomes even more important.

You want to understand:

« Which locations frequently run short-staffed

« Where labor spend is creeping up across roles or departments
« How evenly workloads are shared across locations

« Whether schedules reflect true travel and booking patterns

But when locations use different solutions, you're trying to steer without a clear picture of reality.
Patterns blur, and your teams are left struggling each day to keep up.
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@ HR, payroll, and finance

If you're in HR, payroll, or finance, your challenges come after the schedule is built. You're trying
to create predictable and compliant staffing practices across teams that operate very differently.

You manage:
« Multiple scheduling methods used across departments or locations
« Rules around on-call hours, employee breaks, shift lengths, minors, and seniority
- Credential and skill tracking (e.g., languages, certifications)
« Balancing fairness, preference, and legal requirements

When each department schedules “their own way,” consistency and compliance start to slip.

From weekly chore to scheduling strategy

Across all these roles, you hear similar questions:
* “Who can stay?”
» “Who can cover this?”
« “Why are customers still waiting?”

Individually, they’'re manageable. But across a property or an entire network, they signal
that schedules aren’t matching the real flow of work. Your guests and clients will notice

long before your team does.

Treating scheduling as a strategy means designing around these realities, not fighting
them. The sections ahead outline what that requires from a scheduling solution.
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Core capabillities every
travel and accommodations
scheduling software

should have



Manual or generic scheduling solutions can't keep up with the
speed, complexity, and service expectations of travel and
accommodations. Hotels, resorts, travel teams, and tour
operations all have a set of capabilities they need to improve
labor efficiency, protect staff wellbeing, and deliver consistent,
memorable experiences.

A scheduling system should do four core things well:

1. Build schedules that match real availability and peak seasons
2. Flex to last-minute staff changes

3. Give staff more control over their schedules
4. Providing multi-location and multi-department visibility

These capabilities set the stage for your scheduling strategy. If a
solution can’t align service expectations, protect your teams,
or help operations run smoothly across every part of your

property or network, you're just signing up for more work with no

payoff.

Schedule

On leave - 2

Backin 12h 41m
Feb7 -Feb7

Backin 12h 41m
Feb7 -Feb7

Auto-Build Shifts

June 09, 2025 - June 15, 2025

Positions

| Travel Advisor

Shift Duration

6 hours

phift Type

® Empty Shifts Open Shifts

Constraint

Use constraints from budget

Auto Build Schedule

/

Late today - 1
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1. Build schedules that match real availability and peak seasons

Many managers still build schedules based on habit or rough estimates. But
demand rarely follows a neat plan.

Hotel occupancy can jump overnight due to local events, weather disruptions,

s o
or diverted travelers. Early check-ins and late checkouts pile up, housekeeping Edit Staffing Rule
turnaround times get tighter, and front desk and concierge teams face sudden | |
guest surges — all while the schedule stays fixed. Meanwhile, travel advisors Position
stay late rebooking trips, client service teams get overwhelmed during surge [[rovet pavisr
hours, and specialists with the right destination knowledge aren’t available when | |
a high-value booking comes in. — e

All Day

With scheduling software built for travel and accommmodations, your fluctuating Wi A M SRR L
demand patterns become more visible so you can adjust accordingly. ¢ |[ 1

. Tolerance Limit for Under / Overstaffing
Managers for travel and accommodations can plan around occupancy patterns, 100%  100% : o
group bookings, event calendars, and historical trends instead of guesswork. ff g N G
Each department gets the right coverage at the right time, which protects both Setup Forecast Reduired Staff Rounding
guest experiences and responsiveness, alongside labor spend. Round to 0.5

N,

Look for software that:

Aligns staffing to occupancy, arrivals/departures, events, and peak season
Uses historical trends to recommmend coverage levels

Helps prevent understaffing during peak periods and overstaffing during
slow times

Supports role and skill requirements so the right staff are in the right
positions

Reflects each advisor’s real availability, time-off requests, and blackout
periods so you're not scheduling around assumptions
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2. Flex to last-minute staff changes

A single callout can disrupt an entire day when coverage depends on
ad hoc texts and phone calls.

Managers bounce between apps and group chats, trying to find
someone who can step in. Shifts go unfilled or clients are left waiting
for a response, and the extra work ends up falling to the same few
employees who are already stretched thin.

With the right scheduling solution, coverage gaps are visible as soon
as they appear. Open shifts can be broadcast automatically to
whoever is available and qualified, and they can raise their hand
through self-service mobile tools. Managers can select the best fit or
rely on rules for auto-fill, reducing stress and last-minute scrambling.

Look for software that:

Notifies eligible staff and advisors instantly when extra hands are
needed

Allows auto-fill based on skills, seniority, or availability criteria
Supports cross-department visibility so teams can help cover
each other

Reduces manual texting and calling during last-minute callouts
Helps enforce Fair Workweek and labor compliance rules by
tracking advance notice requirements, premium pay triggers, and
consent for last-minute schedule changes

Fill Shifts Automatically

@® Auto-fill Shifts

Auto-fill empty shifts and/or

open slots to populate schedule

Fill empty shifts
Max Employee(s) per shift
3

Available: 31

Fill open slots

{ Partial Shift Pickup
Feb

. :

Start

End

Notes

< Shift Details
Jul
g DETAILS
15
Notes
Partial Shift Request

Submit Partial Shift Request
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3. Give staff more control over their schedules

(6 i

Staff in travel and accommodations often juggle rotating shifts, B
seasonal spikes, and personal commitments. g e ; puic o
When schedules feel unpredictable or hard to influence, burnout :
and turnover follow. Managers also lose valuable time fielding o
questions and requests across text, email, and in-person
conversations.
Modern scheduling software brings everything into one place.
Employees can manage availability, request changes, submit ,
PTO, and swap work days from their mobile device. Schedules . R L | -
become more transparent and predictable, communication D —
improves, and managers spend less time chasing details. o © oo oo oo ey
Look for software that: e -

Lets employees update availability and request changes from S

mobile I

Enables shift and coverage swaps and pickups with manager & Blmtmistenes O Rl

approval workflows i e

Sends alerts when schedules are published or updated oo

Improves fairness and transparency in the shift selection

process

A >4
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4. Provide multi-location and multi-department visibility )
Upcoming shifts

Regional leaders, HR teams, and operations directors often piece
together schedules from multiple systems and formats. Each property .

or branch may have its own process, making it hard to see patterns or 13 R

enforce standards.
i:b DETAILS

A purpose-built solution gives leadership a consolidated view of how
teams are staffed, where overtime is trending, and which locations or I i DETAILS
departments may be at risk. On now=- 18

Consistent configuration and reporting standardize scheduling
practices without limiting flexibility per location.

Look for software that:

Creates one view for schedules across properties, branches, I
and departments
Shows staffing levels, overtime risks, and coverage gaps in real time
Applies consistent rules across locations while allowing local

flexibility _ -
Improves reporting for coverage planning and labor forecasting

On leave - 2

Late today - 1
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How to evaluate travel and
accommodations scheduling
vendors based on your needs



Now that you have a clear picture of what strong scheduling should deliver

— accurate staffing, faster coverage adjustments, employee flexibility, consistent
rules, and real visibility — the next step is understanding just how much of a
solution your organization needs right now.

A boutique hotel still building schedules in spreadsheets and a multi-property
resort group struggling with an overloaded workforce solution shouldn’t approach
the buying process the same way. And neither should a travel agency that'’s
juggling unpredictable booking spikes, advisor availability changes, and last-
minute itinerary issues with a schedule that never quite reflects the reality of the
day.

You'll get a better match if you frame your search around where your organization
is today and where you expect operations to grow in the next few years.

That's where a simple maturity lens helps. In this section, we'll walk through:

« Basic, intermediate, and advanced scheduling stages in travel and
accommodations

« How to recognize which stage best reflects your current reality

« Which scheduling capabilities from the previous section should be non-
negotiable for your situation

This gives you a practical way to narrow your vendor list and choose a system that
solves the problems you have now — without boxing you in later.
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Basic scheduling stage

Who this is for: Independent hotels, small travel agencies, boutique inns, and single-property resorts.

What you're doing: Building schedules in spreadsheets, printing weekly PDFs, texting availability updates,
and making day-of adjustments through phone calls or group chats.

Early-stage operations need scheduling that's simple, predictable, and easy for everyone to use. You don't have room for
complicated templates, multi-step workflows, or tools that require extensive setup. The priority is to get out of manual
scheduling, reduce avoidable coverage gaps, and give managers a single, accurate view of who's available — and when.

Above all else, you need a scheduling process that feels like a helpful upgrade, not a burden. Your teams should be able to see
their shifts, request changes, and stay aligned without adding more work for the people building the schedule.

What you need

Simple, reliable schedule publishing

Straightforward availability & PTO
collection

Schedule reminders & change
notifications

Basic break & maximum-hours
rules

A quick, low-friction rollout

Why it matters

Gives staff a clear, consistent
place to see when they work

Reduces back-and-forth and
helps managers plan ahead

Prevents no-shows and keeps
everyone aligned

Helps prevent unintentional
violations

Improves adoption so everyone
actually uses the system

Risks to watch for

Team:s fall back to texts/
screenshots and miss updates

Last-minute conflicts and
unplanned absences continue

Critical updates get missed,
especially across departments

Compliance depends on managers
remembering every rule manually

Shadow systems (spreadsheets,
printouts) linger in parallel
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Intermediate scheduling stage

Who this is for: Regional hotel brands, multi-department properties, and growing travel agencies with multiple
offices or hybrid/remote advisor teams.

What you're doing: Leaning on basic scheduling systems, shared calendars, or property/CRM systems
that don't handle multiple roles, skills, departments, locations, or fluctuating demand patterns particularly well.

At this stage, you need scheduling that understands roles, outlets, certifications, and advisor specialties — and that
can anticipate coverage needs across different departments, destinations, or booking patterns. You also need clearer visibility
into problems like understaffing, overscheduling, fatigue, and last-minute availability changes before they impact service.

By providing managers, department leads, and staffing teams with one coherent picture of who's scheduled, who's available,
and where gaps exist — they won't need to rebuild the entire plan in spreadsheets every week.

What you need

Role- and skill-aware scheduling

Cross-department visibility

Demand-aligned staffing
(occupancy, events, bookings)

Self-service swaps with
approval workflows

Automated rule enforcement
(breaks, rest windows, minors)

Why it matters

Ensures qualified staff are placed
where they're needed

Lets leaders see coverage across
outlets, floors, and teams

Reduces both understaffing and
unnecessary labor spend

Gives staff flexibility
while maintaining oversight

Protects teams and reduces
manager workload

Risks to watch for

Guests and clients feel delays when someone
is scheduled in a role they can't perform

Coverage gaps hide until they
become service problems

Labor costs rise because schedules follow
habit, not real surges

Untracked swaps can create confusion
and unfairness

Manual enforcement leads to inconsistent
experiences and risk
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Advanced scheduling stage

Who this is for: Large hotel groups, resort chains, corporate travel divisions, host networks, and franchise
organizations operating within an enterprise HCM or workforce ecosystem.

What you're doing: Leaning on a broad, enterprise-grade solution that promises end-to-end workforce
management but often turns out rigid, hard to adjust, and disconnected from the realities of day-to-day staffing.

At this level, you need a scheduling solution that matches the complexity of your operations, supporting multi-property
structures, role and skill rules, labor requirements, and real-time changes.

Reliable integrations are essential to align scheduling with your HCM, timekeeping, payroll, and forecasting systems. The value
comes from reducing custom work and manual fixes, while providing leaders with portfolio-wide visibility and empowering
local teams to act quickly within centralized guidelines.

What you need Why it matters Risks to watch for
Multi-property scheduling oversight Creates consistency and predictable Each site builds schedules differently,
labor patterns across locations making comparisons unreliable
Advanced forecasting (historical + Helps leaders plan labor proactively Teams continue reacting to spikes
real-time signals instead of reactively and drops with no visibility
Deeper integrations (payroll, Ensures data flows cleanly across Leaders spend hours reconciling
time, HCM) systems mismatches and errors
Configurable permissions by Gives the right people the right level Qve-r—permlssmn'ed.users create
risk; under-permissioned users
role/department of access
create bottlenecks
Comprehensive audit trails Provides transparency into edits No clear record of who
and decisions changed what or why
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Questions to ask
before you buy



As you compare vendors, focus on practical questions that reveal how well
a solution fits your properties, staffing models, and growth plans.

Consider asking:

1.

How quickly can we go live across our departments or locations, and
what support is included?

Can staff manage availability, swaps, and PTO from mobile in a way that
is easy to adopt?

How does the system handle extra coverage needs and last-minute
callouts?

Can managers see coverage and potential gaps across departments
and locations in real time?

How are break rules, maximum shift lengths, and minor restrictions
enforced during scheduling?

Can we apply consistent policies across locations while allowing local
flexibility where needed?

. What reporting is available for labor spend, overtime, and scheduling

efficiency?

How does the schedule data integrate with our timekeeping and payroll
systems?

What support hours does the vendor offer, especially during peak
seasons?

If a vendor cannot
answer these questions
clearly — or demonstrate
the answers in a live
environment — it may be
worth continuing your
search.
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ROI and total cost
of ownership



Scheduling software is a clear line item on your budget, but the hidden costs of manual or ineffective scheduling are much higher
than the investment you'd make in a solution. Here's a look at what you can accomplish with better scheduling software for
both travel and accommodations:

Manager time savings
Managers across hotels and travel services often lose 6-10 hours per week adjusting schedules, filling last-minute gaps, and
coordinating coverage. Automated scheduling returns that time to guest service and advisor support.

Reduced overtime
Reactive, manual scheduling leads to preventable overtime. Hotels reqgularly overspend 2—-5% due to last-minute shift changes,
event-driven surges, and uneven staffing.

Lower turnover costs
Replacing an hourly employee in hospitality costs $1,500-$2,500+.

Predictable schedules reduce burnout and stabilize teams

In hotels and travel agencies, frequent last-minute changes, uneven shift loads, and extended coverage during disruptions lead to
faster burnout. More consistent schedules improve work-life balance, help retain experienced staff, and create steadier service for
guests and travelers.

Better coverage and service consistency
In the travel industry, companies that respond to customer inquiries within the first two hours see up to 3/% higher conversion
rates than those with slower response times — showing how significantly delayed replies can reduce bookings and engagement.

Compliance and fairness protection
Built-in rules for breaks, minors, rest windows, and scheduling limits help avoid wage-and-hour exposure and create more
consistent, equitable staffing practices.

Less administrative friction

Clear scheduling workflows reduce the daily back-and-forth on availability, swaps, and callouts, saving leaders in both hotels
and travel agencies several hours of admin time each week.
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Best practices for
Implementing employee
scheduling software



Once you've decided on the software and completed the purchase phase, the real work begins: implementation. While the
process will vary depending on the complexity of your organization, the vendor you choose, and the depth of use cases
involved, a few best practices remain consistent regardless of the circumstances.

Preparing your organization for change

Communicate early and often about the shift to a new
scheduling system. Explain why the change is happening,
what employees should expect, and how it will make
scheduling more predictable and fair. When people
understand how the new approach reduces last-minute
scrambles, missed messages, or uneven workloads,
they're far more open to adopting it. Setting expectations
up front builds trust and prevents resistance later.

Phased rollout and user feedback

Start with a pilot group — a single outlet, department, or
property — before rolling out everywhere. A smaller launch
lets you identify friction points, refine templates, and adjust
rules before scaling. It also creates internal champions who
can share lessons learned and coach others. Your vendor
should support this process, not leave you to troubleshoot
on your own; strong vendor guidance is part of a smooth
rollout.

Training and onboarding

Create training paths tailored to each role. Managers
need to understand schedule building, coverage
adjustments, rule enforcement, and reporting; hourly
staff need to feel confident using mobile self-service for
availability, swaps, and notifications. Offer a mix of live
walk-throughs, short how-to guides, and on-demand
videos so people can learn in the format that works for
them. Clear, role-specific onboarding ensures your
team actually uses the system the way it's designed.

Measuring success and ROI

Define the metrics that matter most before launch. For
scheduling, this may include reduced overtime, fewer
last-minute callouts, faster shift coverage, improved
schedule visibility, higher employee satisfaction, or time
saved each week by managers. Revisit these metrics
reqgularly to understand what's working and where to
refine your workflows. The goal is continuous
improvement — not just installing new software.

Best practices for implementing employee scheduling software 27




Bring clarity and confidence
to scheduling in travel and
accommodations with TCP



When schedules live in spreadsheets, text threads, or disconnected apps, every week becomes a balancing act of:

- Coverage gaps

« Last-minute scrambles

Teams stretched thin

Rising overtime

Managers spending more time on schedules than service

Over time, that instability shows up in customer reviews, employee retention, labor costs, repeat business, and
team morale. The more locations, departments, and seasonal swings you manage, the harder it becomes to keep
everything coordinated.

It doesn't have to be this way.

With the right scheduling software, those same moving parts begin working for you instead of against you.
Schedules become more predictable, you don't spend hours calling down a list to cover gaps, department leaders

get real-time visibility, and staff feel more in control of their time. Compliance becomes a standard practice rather
than a scramble.

TCP’s scheduling solution is designed to support the realities of travel and accommodations. Humanity Schedule
helps hotels, resorts, travel agencies, and multi-property organizations build smarter schedules, adapt quickly,
and operate with greater confidence. From demand-aware staffing and self-service flexibility to multi-site
management and policy safeguards, TCP gives your teams solutions that match how they really work.

When scheduling stops being a daily fire to put out, your people get more of their energy back for what guests and
clients actually notice: the experience you deliver.

If you're ready to take the pain out of employee scheduling, our team is ready to help you explore what's possible.
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TCP Software’s employee scheduling and time and attendance
solutions have the flexibility and scalability to suit your business and
your employees, now and as you grow.

From TimeClock Plus, which automates even the most complex
payroll calculations and leave management requests, to Humanity
Schedule for dynamic employee scheduling that saves you time and
money, we have everything you need to meet your organization'’s
needs, no matter how unique. Plus, with Aladtec, we offer 24/7 public
safety scheduling solutions for your hometown heroes.

Ready to learn how TCP Software takes the pain out of employee
scheduling and time tracking? Speak with an expert today.

Want to learn more? Let’'s chat.
tcpsoftware.com
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