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641 James St, Utica, New York 13501

Phone# 315-797-0174
Shift Change Check List

Beginning Shift  Security Officers Name: _______________________________  Date______________

Shifts: _______________________

1. Flashlight present and functional  

Yes[_] No[_]

2. All Key Rings Present 


Yes[_] No[_]

3. On time for shift or properly excused

Yes[_] No[_]

4. Cameras  and Monitors Operational 

Yes[_] No[_]

5. All Entries and exits Locked and secure 
Yes[_] No[_]

( for Second and third shifts)

6. Beginning Shift Guard in full uniform 
Yes[_] No[_]

7. Ending Shift Guard in full uniform 

Yes[_] No[_]

8. Any ongoing concerns that will affect next shift guard’s tour? Yes[_] No[_] 

If yes, give a Brief Description: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please note that required Uniform includes shirt with identifiable Security labels, Pants, black belt and boots/shoes as well as a functional flashlight, Mag-lites or other aluminum police type flashlight preferred. A Uniform Jacket may also be required depending on the weather.

Starting Shift  S/O’s  Signature______________________________  Date______________

Ending Shift S/O’s  Signature_______________________________  Date______________
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