
SECURITY SHIFT RECORDS

Shift handover
Blank operational record for adaptation to your site procedures
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Site / post Date

Outgoing officer Incoming officer

Shift start and end

Open issues and action owners

Keys and equipment transferred

Expected visitors deliveries or contractors

Instructions passed to next shift

Outgoing acknowledgement: ______________________ Incoming acknowledgement: ______________________

Complete and store according to your organisation's approved procedures.


