	  DAILY SHIFT REPORT
  Hand over cleanly between shifts


	 



SHIFT DETAILS
	Date
	
	Shift (day / evening / night)
	

	Supervisor
	
	Location / department
	

	Staff on duty
	
	Weather / conditions
	



ACTIVITIES AND INCIDENTS
	Time
	Activity / incident
	Action taken
	Follow-up needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



HANDOVER ITEMS
	Task pending
	Owner
	Priority

	
	
	

	
	
	

	
	
	

	
	
	



	Notes for next shift

	



SIGNATURES
	__________________________________
Supervisor signature
	__________________________________
Next shift supervisor
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