Busy Season
Checklist

A practical operational guide for
salon, spa, and clinic owners to
prepare for the festive rush.

®
»

Phorest



Busy Season Checklist §” Phorest

A practical operational guide for salon, spa, and
clinic owners to prepare for the festive rush.

\/

1. Staff & Team Wellness

O Finalise rosters early
Schedule and lock in all staff breaks and time-off requests in advance.

O Arrange recurring snack deliveries
Keep the team energised and limit fatigue.

O Brief team on cheat sheets
Ensure all staff are fully trained on the Phorest cheat sheet for Continual Client Care.

2. Strategy & Performance Tracking ar—wm

O Set business targets
Define seasonal goals and translate them into actionable team and individual KPIs.

O Align the team
Communicate goals clearly in 1-1s and meetings so everyone stays focused on business priorities.

O Enable insight alerts
Configure automated notifications for when you fall under target or reach performance milestones.

3. Operations & Client Communication

O Update answerphone messages
Refresh out-of-office and voicemail recordings with seasonal operating hours, as well
as redirection to online booking.

Adjust deposits
Increase online and in-house deposit amounts to minimise last-minute no-shows and
late cancellations.

Use Payment Links
For In house deposits and consider using the auto cancel function for non paid deposits.

Review cancellation disclaimers

Verify that online booking disclaimers state your cancellation policy clearly.

Update online banners
Add key announcements to your online banner.
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https://support.phorest.com/hc/en-us/articles/30419121758098-How-do-I-make-custom-break-templates-I-can-use-again-later
https://support.phorest.com/hc/en-us/articles/33200181863314-Using-AI-to-generate-a-client-Cheat-Sheet-in-PhorestGo
https://support.phorest.com/hc/en-us/articles/4410107004178-What-is-the-Health-Check-Dashboard-and-how-does-it-work
https://support.phorest.com/hc/en-us/articles/4405242850834-How-can-I-set-up-individual-Goals-for-my-staff-in-PhorestGo
https://support.phorest.com/hc/en-us/articles/7541672247698-What-is-the-Insights-dashboard-and-how-do-I-use-it
https://support.phorest.com/hc/en-us/articles/360019133159-How-do-I-set-up-Custom-Online-Deposits-with-PhorestPay
https://support.phorest.com/hc/en-us/articles/34681018433938-How-can-I-send-a-Payment-Link-to-take-a-deposit-or-securely-capture-card-details
https://support.phorest.com/hc/en-us/articles/360017377120-How-do-I-add-an-agreeable-Disclaimer-to-my-Online-Booking
https://support.phorest.com/hc/en-us/articles/360017434379-How-do-I-add-an-Announcement-Banner-to-my-Online-Booking-page-and-Branded-App
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4. Inventory & Retail Stock

O

O
O
O

5. Promote

O

Audit client notifications

Ensure automated SMS/emails explicitly outline late cancellation and missed appointment

rules. Also ensure your Client notifications are set to send via Whatsapp if you have this set
up, HERE is a guide.

Enable automated rebooking prompts
Send automated reminders to guests who depart without scheduling their next visit.

Online booking slots

Consider limiting new client online bookings to team members with higher availability.

Customise service settings
Set bespoke deposit amounts for high-demand or high duration services.

Expand Al Front Desk responses

Add custom automated replies for frequent seasonal inquiries to save time.

If Using Whatsapp
Keep your team updated with the templates available on Chat.

Set up pre- and aftercare forms

Automate pre- and post-treatment forms dispatch upon booking to ensure up-to-date
client care instructions and reduce service turnaways.

Rotate festive displays
Refresh retail product placement regularly to maintain customer interest.

Analyse past stock reports

Review historical holiday data to optimise order quantities and prevent last minute
costly orders.

Activate low-stock alerts
Set up threshold alerts for essential retail and professional items.

Track product waste

Monitor and log daily stock usage to minimise wastage during high-volume periods.

Allocate marketing budget

Reserve dedicated funds for late-stage promotional efforts, including festive holiday
greetings sent to your entire client database.


https://support.phorest.com/hc/en-us/articles/360016257580-How-can-I-send-an-appointment-Confirmation-by-WhatsApp-SMS-or-Email
https://support.phorest.com/hc/en-us/articles/360016257580-How-can-I-send-an-appointment-Confirmation-by-WhatsApp-SMS-or-Email
https://support.phorest.com/hc/en-us/articles/6465202098706-How-do-I-enable-a-rebooking-prompt
https://support.phorest.com/hc/en-us/articles/360018221499-Year-on-Year-report-overview
https://support.phorest.com/hc/en-us/articles/7541672247698-What-is-the-Insights-dashboard-and-how-do-I-use-it
https://support.phorest.com/hc/en-us/articles/360017670839-How-do-I-deduct-professional-products-used-by-my-team
https://support.phorest.com/hc/en-us/articles/21186632110610-How-do-I-limit-staff-choices-for-new-clients-in-online-booking
https://support.phorest.com/hc/en-us/articles/360021198500-How-do-I-set-up-different-Online-Deposits-for-individual-services
https://support.phorest.com/hc/en-us/articles/33199970495634-How-does-Front-Desk-AI-work-with-Phorest-Chat-Two-Way-SMS-Whatsapp#h_01KQC9G2CZZAMKP8JQDCHCSSVE
https://support.phorest.com/hc/en-us/articles/34450250939410-How-do-I-send-and-receive-WhatsApp-messages-through-Phorest-Chat
https://support.phorest.com/hc/en-us/articles/4407190379410-How-can-I-automatically-send-pre-care-and-aftercare-instructions-to-clients
https://support.phorest.com/hc/en-us/articles/360017434379-How-do-I-add-an-Announcement-Banner-to-my-Online-Booking-page-and-Branded-App
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O Allocate marketing budget

Reserve dedicated funds for late-stage promotional efforts, including festive holiday
greetings sent to your entire client database.

added-value packages.

Optimise online store inventory

O Schedule gift card offers
Set clear activation and deactivation dates for seasonal gift card incentives, discounts, or

Feature seasonal items and surplus retail prominently on your online store to accelerate
movement.

Enable expert recommendations

Train staff on delivering personalised client product suggestions.

Configure checkout hotkeys
Add fast-selling retail products to front desk hotkeys to streamline checkout during busy periods.

Attach express, high-profit add-on services to core offerings to boost average ticket value.

Promote short-term Courses

Introduce brief treatment courses to secure rebookings and drive client retention into
January and February.

Schedule all campaigns

O Link high-margin add-ons

Keep your downtime as free as possible.

6. Client Retention & Staff Rewards

O Configure Staff Tips
Verify tipping setup and onboard team members to collect payouts straight to their personal
bank accounts, highlighting Phorest Vaults to help them save earnings for special purchases.

Refresh loyalty incentives

Audit your loyalty program to incorporate slower-moving treatments or retail stock as
New Year client rewards.

Boost seasonal staff bonuses
Offer enhanced commission or team incentives for reaching holiday rebooking milestones.

O Leverage Client Reconnect

Send automated SMS messaging, which is included free on Grow, Ultimate, and Elite plans,
to re-engage lost clients.

Help Clients create their own shareable Wish List
Email it to them to share with loved ones.



https://support.phorest.com/hc/en-us/articles/20795411688210-How-can-staff-receive-their-tips-directly-to-their-own-bank-accounts-PhorestTips
https://support.phorest.com/hc/en-us/articles/360018449479-How-do-I-set-up-TreatCard-Rewards
https://support.phorest.com/hc/en-us/articles/360017764179-How-do-I-set-up-staff-commission
https://support.phorest.com/hc/en-us/articles/360017457179-What-is-Client-Reconnect-and-how-does-it-work
https://support.phorest.com/hc/en-us/articles/360017434379-How-do-I-add-an-Announcement-Banner-to-my-Online-Booking-page-and-Branded-App
https://support.phorest.com/hc/en-us/articles/4409105332242-How-do-I-set-up-promotions-for-Online-Gift-Cards-Vouchers
https://support.phorest.com/hc/en-us/articles/360017434579-What-is-the-Online-Store-and-how-do-I-set-it-up
https://support.phorest.com/hc/en-us/articles/4407009396754-What-is-Expert-Recommendations-and-how-do-I-use-it
https://support.phorest.com/hc/en-us/articles/360016330420-How-do-I-set-a-Service-or-Product-as-a-Hot-Key
https://support.phorest.com/hc/en-us/articles/34677418988050-How-do-I-create-Add-On-services-and-how-do-they-work
https://support.phorest.com/hc/en-us/articles/360016348400-How-do-I-add-a-new-Course-Series-of-services
https://support.phorest.com/hc/en-us/articles/360017401340-How-can-I-schedule-an-Email-or-SMS-to-be-sent-at-a-later-date
https://support.phorest.com/hc/en-us/articles/24140854630034-How-can-I-generate-a-Quote-for-a-client
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