Shift Swap Request Form
Record a requested shift exchange and obtain supervisor approval before changing the roster.
Original shift
Request date  [Enter request date]
Employee  [Enter employee]
Shift date  [Enter shift date]
Start and finish  [Enter start and finish]
Work location  [Enter work location]
Reason optional  [Enter reason optional]
Proposed exchange
Covering employee  [Enter covering employee]
Replacement shift if any  [Enter replacement shift if any]
Required skills confirmed  [Enter required skills confirmed]
Employee agreement  [Enter employee agreement]
Supervisor decision  [Enter supervisor decision]
Roster updated by and date  [Enter roster updated by and date]




