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Shift Handover Template
Give the incoming shift a structured record of open issues, safety concerns, guest-impacting matters and actions still due.
	Outgoing shift / manager
	[Complete here]

	Incoming shift / manager
	[Complete here]

	Date / handover time
	[Complete here]

	Open safety or security issues
	[Complete here]

	Guest-impacting operational issues
	[Complete here]

	Maintenance / property issues
	[Complete here]

	Incidents awaiting follow-up
	[Complete here]

	Outstanding tasks and owner
	[Complete here]

	Expected visitors / contractors / events
	[Complete here]

	Escalations already made
	[Complete here]

	Incoming shift acknowledgement
	[Complete here]


IMPORTANT
Confirm local reporting, privacy, security, insurer and company requirements before use. This is an operational planning aid, not legal advice.
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