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SHIFT HANDOVER PROCEDURE
1. 1.0 Purpose
To ensure safe and effective communication of operational, HSSE, security and environmental information between outgoing and incoming personnel during shift changes for Zero-Man Entry (ZME), automated tank cleaning, sludge removal, treatment an.
2. 2.0 Scope
This procedure applies to all personnel engaged in:
· Zero-Man Entry tank cleaning 
· Sludge removal and transfer 
· Slops management 
· Waste treatment and transportation 
· High-pressure water jetting 
· Vacuum truck operations 
· Lifting operations 
· Support and maintenance activities 
3. 3.0 Responsibilities
Project Manager
· Ensure effective implementation of this procedure. 
Supervisor/Crew Leader
· Conduct and verify all shift handovers. 
· Ensure outstanding issues are communicated. 
Outgoing Shift
· Complete the Shift Handover Form. 
· Brief the incoming shift face-to-face. 
· Report all outstanding issues. 
Incoming Shift
· Review the handover information. 
· Conduct a joint walk-through with the outgoing shift. 
· Confirm understanding before assuming responsibility. 
4. 4.0 Procedure
1. Complete the Shift Handover Form before the end of each shift. 
2. Conduct a face-to-face handover. 
3. Carry out a joint inspection of the worksite. 
4. Discuss all ongoing operations. 
5. Review permits to work. 
6. Confirm equipment status. 
7. Review HSSE observations and incidents. 
8. Discuss outstanding maintenance. 
9. Confirm environmental controls. 
10. Review emergency equipment. 
11. Identify new hazards. 
12. Sign the handover form. 

5. SHIFT HANDOVER FORM
6. 
7. General Information
	Item
	Details

	Date
	

	Shift
	Day / Night

	Site/Facility
	

	Client
	

	Work Location
	

	Outgoing Supervisor
	

	Incoming Supervisor
	

	Outgoing HSSE Representative
	

	Incoming HSSE Representative
	



8. 1. Operational Status
· Current work activity 
· Tanks under cleaning 
· ZME equipment operating status 
· Vacuum truck status 
· Sludge transfer status 
· Waste treatment status 
· Lifting operations 
· Equipment under maintenance 
· Outstanding operational issues
9. 2. Permit to Work Status
	Permit
	Status

	PTW
	

	Confined Space Permit
	

	Hot Work Permit
	

	Cold Work Permit
	

	Lifting Permit
	

	Isolation (LOTO)
	

	SIMOPS
	



10. 3. Equipment Status
	Equipment
	Condition
	Remarks

	ZME Cleaning Unit
	
	

	Vacuum Truck
	
	

	Vacuum Pump
	
	

	High Pressure Jetting Unit
	
	

	Sludge Pump
	
	

	Gas Detectors
	
	

	Crane/Forklift
	
	

	Fire Equipment
	
	

	Spill Kits
	
	



11. 4. HSSE Status
· Toolbox Talk completed 
· JHA/JSA reviewed 
· Gas tests completed 
· PPE compliance 
· Housekeeping 
· Waste segregation 
· Spill prevention measures 
· Environmental controls 
· Security status 
· Management observations 
· Safety observations 
· Near misses 
· Incidents 
· Stop Work Authority exercised 

12. 5. Outstanding Actions
	Action
	Responsible Person
	Due Date

	
	
	

	
	
	

	
	
	

	
	
	



13. 6. New Hazards Identified
	Hazard
	Control Measures

	
	



14. 7. Emergency Preparedness
· Muster points accessible 
· Fire extinguishers available 
· Spill kits available 
· First aid kit available 
· Emergency communication operational 
· Gas detectors calibrated 
· Rescue equipment available 

15. 8. Joint Site Inspection
☐ Completed
Comments:


16. 9. Sign-Off
Outgoing Supervisor: ___________________
Incoming Supervisor: ___________________
HSSE Officer: ___________________
Operations Supervisor: ___________________
Date: ___________________
Time: ___________________
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