Shift Handover and Timesheet Approval Pack
Two editable operating forms for host supervisors and labour hire contacts. Duplicate a form for each shift or pay period; retain approved versions with restricted access.
Form 1. Five-part shift handover
	Shift identification
	Complete before handover

	Site / area / date / shift
	[Site] / [Area] / [Date] / [Start-finish]

	Outgoing lead / incoming lead / agency contact
	[Names and contact channels]

	Handover mode / time
	[Face-to-face / call / written] / [Time]


Next step: complete the fields above before proceeding.
1. Safety and controls
	Item
	Record / action

	Hazards, incidents, near misses
	[Location; risk; immediate action; incident report reference]

	Isolated / restricted areas
	[Asset / zone; lockout or access status; authority to release]

	Induction / briefing gaps
	[Worker IDs or roles; required follow-up owner]


Next step: complete the fields above before proceeding.
2. Production and priorities
	Item
	Record / action

	Completed work / quantity source
	[Job or order reference; verified status]

	Work in progress / next priorities
	[Task, deadline, constraints, handover owner]

	Quality holds / rework
	[Lot / item; containment and clearance authority]


Next step: complete the fields above before proceeding.
3. Crew and coverage
	Item
	Record / action

	Scheduled / actual crew
	[Count, roles, agency vs direct, late or absent]

	Skills / authorisations needed next shift
	[Role, verification contact, no unauthorised operation]

	Breaks and fatigue issues
	[Operational action and owner; avoid sensitive health details]


Next step: complete the fields above before proceeding.
4. Equipment and materials
	Item
	Record / action

	Equipment status / defects
	[Asset ID, status, tagged out?, maintenance reference]

	Stock / consumables / delivery constraints
	[Item, location, count source, replenishment owner]


Next step: complete the fields above before proceeding.
5. Open actions and acceptance
	Item
	Record / action

	Open item / escalation
	[Issue; priority; owner; due time; agency notified?]

	Outgoing lead confirmation
	[Name / signature / time]

	Incoming lead acceptance or exceptions
	[Name / signature / time / unresolved points]


Next step: complete the fields above before proceeding.
Form 2. Timesheet approval and reconciliation
Use one row per worker and shift. Host approval confirms observed hours and exceptions for provider reconciliation; it is not a substitute for the legal employer’s payroll, wages and time records.
	Pay period / site
	Host supervisor
	Agency payroll contact

	[Start-end] / [Site]
	[Name / contact]
	[Name / contact]


Next step: complete the fields above before proceeding.
	Worker ID / date
	Scheduled start-end
	Actual start-end
	Unpaid break start-end / minutes
	Paid hours claimed
	Exception / reason / evidence ref

	[ID / date]
	[Time-time]
	[Time-time]
	[Time-time / minutes]
	[Hours]
	[Variance, shift change, missed break, overtime, reference]

	[ID / date]
	[Time-time]
	[Time-time]
	[Time-time / minutes]
	[Hours]
	[Variance, shift change, missed break, overtime, reference]

	[ID / date]
	[Time-time]
	[Time-time]
	[Time-time / minutes]
	[Hours]
	[Variance, shift change, missed break, overtime, reference]

	[ID / date]
	[Time-time]
	[Time-time]
	[Time-time / minutes]
	[Hours]
	[Variance, shift change, missed break, overtime, reference]


Next step: complete the fields above before proceeding.
Reconcile scheduled against actual time and break entries for every row; attach or reference the site time record. Record corrections transparently. Check applicable award/agreement, contract and payroll rules with the responsible employer.
	Exception / worker ID
	Raised by / when
	Host decision / evidence
	Agency response / when
	Resolved and sent to payroll?

	[Issue / ID]
	[Name / timestamp]
	[Approve, query or correct with reason]
	[Name / timestamp / reference]
	[Status / date]

	[Issue / ID]
	[Name / timestamp]
	[Approve, query or correct with reason]
	[Name / timestamp / reference]
	[Status / date]

	[Issue / ID]
	[Name / timestamp]
	[Approve, query or correct with reason]
	[Name / timestamp / reference]
	[Status / date]


Next step: complete the fields above before proceeding.
	Approval stage
	Name / signature
	Date / time / record reference

	Worker confirmation (if used)
	[Name / sign]
	[Date / time]

	Host supervisor approval
	[Name / sign]
	[Date / time]

	Agency confirmation / payroll handoff
	[Name / sign]
	[Date / time / reference]

	Post-pay query owner / follow-up
	[Name]
	[Due date / contact]


Next step: complete the fields above before proceeding.
Source evidence and scope
Fair Work Ombudsman: Employers must keep time and wages records; records must be accurate and retained for seven years. Open source
WorkSafe Victoria: Host employers and labour hire providers should consult, cooperate and coordinate where OHS duties are shared. Open source
Operational template only. Adapt to the site, contract, applicable industrial instrument and current legal advice. Completing this document is not proof of compliance. Keep worker and commercial information in restricted storage.




