SOP: End-of-day Status Reporting and Shift Handover

This SOP details the end-of-day status reporting and shift handover process, covering the accurate documentation
of daily activities, operational updates, and any ongoing issues. It establishes clear procedures for communicating critical
information between shifts to ensure continuity, accountability, and smooth transition of responsibilities. The goal is to
minimize operational disruptions and maintain consistent workflow while promoting effective teamwork and transparent
reporting.

1. Purpose

To standardize the end-of-day status reporting and shift handover process, ensuring effective communication, operational
continuity, and clear responsibility transfer between outgoing and incoming personnel.

2. Scope

This SOP applies to all team members involved in shift-based operations where handover and reporting are required at
the end of each shift.

3. Responsibilities

¢ Outgoing Shift: Accurately document the day's activities, status updates, and unresolved issues; communicate
all essential information to the incoming shift.

¢ Incoming Shift: Review the handover report, clarify doubts, assume responsibility for ongoing tasks, and
acknowledge handover completion.

¢ Supervisors/Managers: Oversee handover process to ensure compliance, accuracy, and completeness.

4. Procedure

1. Preparation
o Gather all operational data, logs, and records from the shift.
o Update any relevant documentation or tracking systems.
2. Status Reporting
o Summarize shift activities and completed tasks.
o Highlight pending items or issues needing follow-up.
o Documentincidents, challenges, and notable events.
3. Shift Handover Meeting
o Communicate key updates to incoming personnel, using the standard handover form (see below).
o Review unresolved issues and critical tasks.
o Answer questions from the incoming shift and confirm understanding.
4. Handover Confirmation
o Both parties sign or digitally acknowledge the handover using the provided log/form.
5. Escalation (if needed)
o Report urgent or unresolved critical issues to the supervisor/manager immediately.

5. Standard Handover Report Template

Shift Date & Time
Outgoing Personnel
Incoming Personnel

Summary of Activities

Completed Tasks

Ongoing/Pending Issues

Critical Incidents/Notes



Action Items for Next Shift

Additional Comments
Outgoing Signature/Confirmation

Incoming Signature/Confirmation

6. Documentation & Storage

¢ All end-of-day reports and handover forms must be stored in the designated system or folder.
¢ Retention of records should comply with company policies.

7. Revision History

Version Date Description Author

1.0 2024-06-01 Initial Release [Author Name]
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