
Employee Retention Policy for Part-Time 

Employees 

Date: [Insert Date] 

To: [Employee Name] 

Position: [Employee Position] 

Department: [Employee Department] 

Dear [Employee Name], 

We are pleased to announce our new Employee Retention Policy, specifically designed to 

support our valued part-time employees. Our aim is to create a workplace that fosters growth, 

loyalty, and well-being for all our staff. 

1. Flexible Scheduling 

To accommodate your personal commitments, we offer flexible scheduling options that can be 

adjusted monthly. 

2. Professional Development 

We encourage part-time employees to participate in workshops and training programs that will 

enhance their skills and career progression. 

3. Incentives and Recognition 

Part-time employees will be eligible for performance-based incentives and recognition programs 

to celebrate your contributions. 

4. Communication and Feedback 

We will implement regular feedback sessions to ensure that your voice is heard and that we 

understand your needs as a part-time employee. 

We believe that these initiatives will create a positive work environment and contribute to your 

long-term satisfaction with us. Thank you for your hard work and dedication. 

If you have any questions regarding this policy or your employment, please feel free to reach out. 



Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


