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Purpose:

H

Make sure that the work contents and statements of all shift teams have been handed over concretely for quality
service to Guests.
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Policy:
BUK

Make record, operate and maintain equipments. The associates should finish the work arranged by leaders based
on job description.
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Procedure:

Edag

1. The procedure of handover

ST EE A
1.1 The succession personnel should prepare 15 minutes in advance, and wear uniform and take badge to
appointed place for handover work.
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1.2 The shift associates should be on duty based on duty roster, and not change without leaders’ approval.
But they can change shifts with approval by leader for emergency.
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1.3 The associates should take over shifts in time without drink and good mental state. If they do not take
over shifts in time, they would report to shiftleaders or over.
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1.4 The shift personnel should take over all work, file the log, and explain to the succession about details of
operation statement and special items.
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1.5 The succession should read shift record and relevant notices for acknowledge the operation statement of
last shift. The contents and record should be clear and complete.
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1.6 The succession personnel should sign after handing over record, tools, keys, workplace hygiene and
operation statement of all equipments.
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1.7

1.8

1.9
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The acceptance associate should coordinate with the shift personnel to deal with the fault happening in
handing over time. Then the shift personnel should report to Engineer and leave after approval.
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The engineer should investigate the reason and deal with absent associate without reason or not work in
time based on staff manual. And praise the overtime shift and give compensation according to actual
statement.
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The shift personnel should sign on log after inspection to all equipments in machine room.
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2. The handover contents
RENE

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

The operation statement of equipments in machine room, change and abnormal conditions of equipment.
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Restoration statement of equipments.
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Development statement about extension and modification.
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Inspect faults on site and deal with the problems.
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Sign, issue and finish statement about maintenance work list.
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Inspect all records and skill files in machine rooms.
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Regulations, finish statement of work arranged by leaders and implementation of safe policy.
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Usage state of tools and keys.
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Equipments’ cleaning and workplaces’ hygiene.
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