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Description automatically generated]24-Hour Shift Report Form
	Shift Information

	Shift Date
	MM/DD/YY

	Shift Start Time
	6:00 AM

	Shift End Time
	2:00 PM

	Supervisor
	Name

	Staff Information

	Employee Name
	Position
	Hours Worked

	Name
	Role
	0.00

	
	 
	 

	
	
	 

	
	
	 

	
	
	 

	
	
	 



	Shift Summary
	
	

	Key Tasks Completed

	Task 1
	Description

	Task 2
	Description

	Task 3
	Description

	Significant Events

	Event 1
	Description

	Event 2
	Description

	Event 3
	Description





	Incident Reports
	
	

	Time
	Description
	Action Taken

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	Equipment / Resource Status
	
	

	Item
	Current Status
	Issues Identified

	
	Operational
	 

	
	Under Repair
	

	
	Operational
	

	
	Operational
	

	Safety Checks
	
	

	All Safety Protocols Followed
	

	Safety Incident(s) Descriptions (if applicable)
	





	Communication Log
	
	

	Time
	Message / Information
	Recipient / Sender

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	1:00 PM
	Description
	

	Pending Tasks
	
	

	Unresolved Items

	Task 1
	Reason pending

	Task 2
	Reason pending

	Task 3
	Reason pending

	Key Performance Indicators
	
	

	KPIs

	Equipment Uptime Percentage
	

	Response Time to Incidents
	

	
	

	
	





	Handover Notes
	
	

	Important Information for Next Shift
	

	Recommendations
	

	Signatures
	
	

	Supervisor
	
	Incoming Supervisor
	

	Name
	
	Name
	

	Signature
	
	Signature
	

	Date
	MM/DD/YY
	Date
	MM/DD/YY

	Time of Sign-off
	12:00 PM
	Time of Sign-off
	12:00 PM





	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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