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DURING A CRISIS: DAILY SHIFT CHANGE
ACTIONS

Ensure a uniform, predictable and disciplined shift change by using this checklist so
that the incoming team can get to work, and the outgoing team can get to bed.

If a crisis lasts over multiple days, public affairs professionals may need to make
routine shift changes. Use this list to accomplish necessary actions during the shift
change, which is approximately a 30-minute period of overlapping shifts. Check with
your unit and leadership to verify there are no other specific, essential tasks required.

1. Assemble the team and coordinate the shift change.

2. (Outgoing team) Provide a briefing that covers:

a. Major events during previous shift (8 or 12 hours).

b. Significant news developments during previous shift.

c. New queries received during previous shift.

d. Status of outstanding queries still in work.

e. Tasks, due-outs or requests for information from commander or other
staff elements.

f. Any personnel actions (movements, assignments, iliness, etc.).

3. Brief by exception, e.g., only those facts that represent a variation from the
norm by outgoing shift leader.

4. Provide final comments by outgoing shift leader.

UNCLASSIFIED - For Public Affairs Training Purposes Only Page 1 of 1
Distribution Statement A. Approved for public release: distribution unlimited.


https://pavilion.dinfos.edu/Checklist/Article/2812717/during-a-crisis-daily-shift-change-actions/

	Check Box26: Off
	Check Box27: Off
	Check Box28: Off
	Check Box29: Off
	Check Box30: Off
	Check Box31: Off
	Check Box32: Off
	Check Box33: Off
	Check Box34: Off
	Check Box35: Off


