SOP: Crew Communication and Shift Handover

This SOP details guidelines for crew communication and shift handover, emphasizing clear, consistent, and
effective information exchange between team members to ensure operational continuity. It covers standardized
communication protocols, essential handover documentation, roles and responsibilities during shift changes, methods for
reporting incidents or anomalies, and strategies to minimize misunderstandings or errors. The goal is to maintain
seamless workflow, enhance safety, and uphold productivity through proper coordination and knowledge transfer.

1. Purpose

To establish uniform procedures for communication between crew members and an orderly, reliable process for shift
handover, minimizing operational risks and confusion.

2. Scope

This SOP applies to all crew members involved in shift-based operations within the organization.

3. Responsibilities

¢ Outgoing Crew Members: Prepare and deliver a comprehensive handover. Ensure all documentation is
complete and up-to-date.

¢ Incoming Crew Members: Review handover documentation, clarify doubts, and confirm understanding of
ongoing tasks and outstanding issues.

o Supervisors/Managers: Oversee handover quality and address unresolved issues.

4. Standardized Communication Protocols

Use Clear Language: Avoid jargon, ambiguous terms, and ensure clarity in all communications.

Active Listening: Confirm understanding by paraphrasing and asking clarifying questions.

Standard Formats: Utilize agreed-upon formats for reports, logs, and verbal briefings.

Communication Channels: Use approved channels (e.g., radios, logs, digital platforms) for all shift-related
exchanges.
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5. Shift Handover Procedure
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. Outgoing crew prepares shift log and all necessary documents before handover.
2. Conduct face-to-face handover when possible; otherwise, use telecommunication methods.
3. Discuss the following:
o Summary of completed and ongoing work
o Qutstanding actions, issues, and follow-ups
o Equipment status and locations
o Recentincidents, anomalies, or hazards
o Special instructions for the incoming crew
4. Incoming crew reviews logs, asks questions, and confirms understanding.
5. Both parties sign/acknowledge the handover (electronic or physical signature).

6. Essential Handover Documentation

Ensure the following documents are updated and exchanged during handover:

Document Description

Shift Log Detailed account of completed, ongoing, and pending tasks.

Incident Reports Records of any anomalies, accidents, or safety concerns during the shift.
Equipment/Asset Checklist Status of critical equipment, tools, or assets in use.

Action/Task List ltems requiring follow-up or completion by the incoming shift.



7. Incident & Anomaly Reporting

¢ Immediately communicate any incidents or anomalies to the next shift and record in the incident log.
e Escalate critical issues to supervisors per escalation procedures.
e Ensure all reports are clear, specific, and include corrective actions taken (if any).

8. Minimizing Misunderstandings & Errors

Standardize documentation and terminology.

Use checklists to verify transfer of all relevant information.

Encourage open questions and two-way communication during handover.
Regularly review and update handover procedures for clarity and completeness.
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9. Review & Continuous Improvement

e Conduct periodic reviews of communication and handover effectiveness.
e Solicit feedback from crew members to identify improvements.
e Update this SOP as necessary to reflect operational changes and lessons learned.

10. References

e Company Communication Policy
¢ Incident Reporting Procedures
e Shift Log Templates
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