Template: Shift Handover Checklist

	Date:
	
	Shift:
	

	Department:
	
	Shift Lead:
	

	Location:
	
	FAO:  
	



	Details of the Shift History




	What has gone well?


	· XXXX
· XXXX
· XXXX
· XXXX   
· XXXX
· XXXX.



	What has not gone well?


	· XXXX
· XXXX
· XXXX
· XXXX
· XXXX
· XXXX.



	What tasks & activities need to be carried forward to the next shift?


	· XXXX
· XXXX
· XXXX
· XXXX
· XXXX
· XXXX.



	Are there any unexpected things to watch out for?


	· XXXX
· XXXX
· XXXX
· XXXX
· XXXX
· XXXX.







	Signed (Outgoing Manager): 

	



	Signed (Incoming Manager):

	





