[bookmark: _2js5k6ps83xt]Shift Swap Request Form
To be completed by both employees and signed by a manager



	Employee 1 name
	
	Employee 2 name
	





	Employee 1’s shift:
(as it currently appears on the rota) 
	
	Employee 2’s shift:
(as it currently appears on the rota)
	



	Shift date:
	

	Shift date:
	


	Start time:
	

	Start time:
	


	End time:
	

	End time:
	





	Signed: 
	Signed:



N.B. Forms must be signed by both parties for requests to be considered.




[bookmark: _dvuclnpbjp5k]For managerial use:
	Approved by:
	


	Signed:
	
      

	Date:
	









For more people management tools visit RotaCloud[image: ]
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