SHIFT HANDOVER BRIEFING AGENDA
This structured briefing ensures continuity between outgoing and incoming supervisory teams during the event.
Meeting Lead: Outgoing Supervisor
Agenda:
1. Current situation overview (Outgoing Supervisor, 2 mins) – Brief summary of overall event status: attendance, play status, weather, and any ongoing incidents.
2. Weather update and forecast (Outgoing Supervisor, 1 min) – Current conditions and forecast for the upcoming shift.
3. Incident log review (Outgoing Supervisor, 3 mins) – Walk through significant incidents during previous shift; highlight any unresolved issues requiring follow-up.
4. Outstanding actions (Outgoing Supervisor, 2 mins) – List any tasks or actions still in progress; clarify ownership for incoming team.
5. Equipment status (Outgoing Supervisor, 1 min) – Report on radios, vehicles, first aid supplies, or any other equipment with issues or low inventory.
6. Special considerations (Outgoing Supervisor, 1 min) – Note VIP movements, player arrivals/departures, evening events, or other factors affecting the next shift.
7. Questions from incoming team (Incoming Supervisor, 3 mins) – Opportunity to seek clarification on any handover points.
8. Formal handover (Both, 1 min) – Verbal confirmation that responsibility transfers; both parties sign handover log.


