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HUNTERS HELPERS
Support for the people who support everyone else.
Shift Handoff
What changed, what to watch, and what's next — passed cleanly to
the next person.
Recap It
→
Flag It
→
Hand It Off
→
Confirm It
This kit helps DSPs, case managers, and group home staff pass along what
actually matters at the end of a shift — what happened, what changed, what
needs watching, and what the next person needs to know before they walk in.
A consistent handoff format matters more than a long one. Use the same format every time
so anyone can follow it.

Shift Handoff

Recap what happened, flag what changed, hand off what's next, and confirm it was received.
PERSON'S INITIALS
DATE
SHIFT (AM/PM/OVERNIGHT)
COMPLETED BY
What Happened This Shift
Tasks, meals, activities, appointments, and overall mood

What Changed — Check What Applies
Routine or schedule
Mood or behavior
Health or physical
An incident occurred
Supplies running low
Appointment or plan change
WHAT SPECIFICALLY CHANGED, AND WHAT TO WATCH FOR

What's Next
Who to Contact If Needed

■
  Confirmed Received
HANDED OFF BY / TIME
RECEIVED BY / TIME



Completed Example
Fictional scenario: an evening DSP handing off to the overnight shift.
What Happened This Shift
Dinner and evening meds on schedule. Went to the community center for the Tuesday group activity. Mood
was upbeat most of the evening.

What Changed
■
 Mood or behavior      
■
 Supplies running low
What changed, and what to watch for:
Got quiet and withdrawn on the ride home — different from usual after group. Also down to the last few
incontinence supplies in the closet.

What's Next
Who to Contact If Needed
Doctor appointment tomorrow at 10am — needs to
be up and ready by 9.
House supervisor, M. Reyes — (555) 010-2231

■
  Confirmed Received
Handed off by: J. Alvarez, 9:45pm
Received by: T. Brooks, 9:50pm
T. Brooks confirmed she'll check in gently before bed and let the morning shift know if the quiet mood continues.




   

How to Use This in 10 Minutes
A simple rhythm for passing along what matters at shift change.
1
Recap what happened
Keep it factual and brief — tasks, meals, activities, overall mood.
2
Flag what changed
Anything different from the person's normal deserves a note, even if it seems small.
3
Hand off what's next
Make it specific enough that the next person doesn't have to guess.
4
Say who to contact
Don't assume the next shift already knows who to call if something comes up.
5
Confirm it was received
A handoff that isn't confirmed is just a note nobody read yet.
Where to go next.
If something changed and you're not sure what it affects, use What Matters Right Now.
If the handoff itself needs to be a harder conversation, use the Conversation Check. To keep routine information in
one place, use the Life Handbook.

Tip: Use the same format every shift. Consistency matters more than length — a short, complete handoff beats a long, scattered one.
Printing tip:	Print on US Letter paper, Portrait, using Fit to Page. Keep a stack near the shift log for daily use.
Hunters Helpers offers practical educational and organizational tools—not a substitute for required incident reporting, clinical documentation, or agency-mandated shift-note procedures. Use this alongside your agency's required documentation, not instead of it.
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