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	1
	Shift Information

	
	Shift Date
	MM/DD/YY

	
	Shift Start Time
	12:00 PM

	
	Shift End Time
	5:00 PM

	
	Supervisor Name
	

	
	Department
	 



	2
	Employee Attendance

	
	Staff on Duty
	

	
	Absentees / Late Arrivals
	

	
	New or Temporary Staff
	



	3
	Task Overview

	
	Key Tasks Completed
	

	
	Ongoing Tasks
	

	
	Pending Tasks for Next Shift
	



	4
	Equipment and Facility Status

	
	Equipment Inspected
	

	
	Repairs Needed
	

	
	Supplies Inventory
	

	5
	Incidents / Issues

	
	Operational Issues
	

	
	Safety Issues
	

	
	Actions Taken
	



	6
	Employee Performance

	
	Employee Recognition
	

	
	Performance Concerns
	

	
	Training Needed
	



	7
	Communication and Meetings

	
	Staff Meetings Held
	

	
	Information Shared
	

	
	Supervisor Notes
	



	8
	Customer / Client Interactions (if applicable)

	
	Customer Feedback
	

	
	Complaints / Issues
	

	
	Special Requests
	





	9
	Handover Notes

	
	Handover to
	 

	
	Pending Issues
	

	
	Instructions for Next Shift
	



	10
	Supervisor Sign-Off

	
	Outgoing Supervisor Signature
	

	
	Incoming Supervisor Signature
	

	
	Report Completion Date
	

	
	Report Completion Time
	





	DISCLAIMER

Any articles, templates, or information provided by Smartsheet on the website are for reference only. While we strive to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or availability with respect to the website or the information, articles, templates, or related graphics contained on the website. Any reliance you place on such information is therefore strictly at your own risk.
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