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Daily activity report
Write each entry as it happens, with the time from a clock. Facts only; point to an incident report for anything serious.
Property: 	
Post: 	
Officer: 	
Date: 	
Shift start: 	
Shift end: 	
Relieved by: 	
Shift log
	
	Time
	Location
	Activity or observation
	Action taken

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Patrol rounds
	
	Started
	Finished
	Area covered
	Anything out of place

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Visitors and vehicles
	
	Time in
	Time out
	Name and company
	Plate or vehicle
	Purpose

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	



Maintenance and safety hazards seen
	
	Hazard
	Where
	Told to
	Time

	☐
	
	
	
	

	☐
	
	
	
	

	☐
	
	
	
	



Keys and equipment
	
	Item
	Received at start
	Handed over at end

	☐
	Keys
	
	

	☐
	Access cards
	
	

	☐
	Radio
	
	

	☐
	Phone
	
	

	☐
	Other:
	
	



Shift summary
	
	Incidents, open items and anything the next officer should know

	☐
	

	☐
	

	☐
	



Signatures
	
	
	Name
	Signature
	Time

	☐
	Officer
	
	
	

	☐
	Supervisor review
	
	
	



Notes
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