
Shift Swap Request
Form Template
Use our shift swap request form as a starting 
point to customize yours to fit your business.



Shift Swap Request Form

Date of Request: __________________
Employee Requesting Swap: __________________
Employee ID: __________________
Department: __________________
Supervisor/Manager: __________________

Current Shift Details
Current Shift Date: __________________
Current Shift Start Time: __________________
Current Shift End Time: __________________

Swap Details
Employee Swapping With: __________________
Employee ID of Swapping Employee: __________________
Requested Shift Date: __________________
Requested Shift Start Time: __________________
Requested Shift End Time: __________________

Reason for Shift Swap
Reason for Swap Request:
____________________________________________________________________________

Agreement
Employee Requesting Swap Signature: __________________ Date: __________________

Employee Swapping With Signature: __________________ Date: __________________

————————————————————————————————————————
This Shift Swap Request Form was created by Connecteam - the world’s #1
all-in-one employee management platform.
Get started for free today!

https://connecteam.com/templates/shift-swap-request-form/
https://connecteam.com/employee-app-360-funnel/?utm_source=shift_swap_request_form&utm_medium=templates&utm_campaign=pdf&utm_id=templates


Supervisor/Manager Approval
Supervisor/Manager Comments:
__________________________________________________________________

Approved: Yes / No

Reason for Decision:
__________________________________________________________________
Supervisor/Manager’s Signature: __________________ Date: __________________

HR Department Approval (if applicable)
HR Comments: __________________________________________________________

Approved: Yes / No

Reason for Decision:
__________________________________________________________________

HR Representative’s Signature: __________________ Date: __________________

————————————————————————————————————————
This Shift Swap Request Form was created by Connecteam - the world’s #1
all-in-one employee management platform.
Get started for free today!

https://connecteam.com/templates/shift-swap-request-form/
https://connecteam.com/employee-app-360-funnel/?utm_source=shift_swap_request_form&utm_medium=templates&utm_campaign=pdf&utm_id=templates

