
Your Health. Your Safety. Our Commitment.

Effective Workplace 
Safety Huddle 
Communication Tool



Please note that all information provided in this toolkit is general in nature and may not be 
appropriate for particular situations or circumstances. The toolkit is not intended to provide 
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specifically disclaimed to the full extent permitted by law.

All material copyright 2019 Public Services Health & Safety Association. You may make no 
claim to copyright in any materials incorporating or derived from these materials.

All other rights reserved.

Public Services Health and Safety Association (PSHSA)
4950 Yonge Street, Suite 1800
Toronto, Ontario M2N 6K1
Canada
Telephone: 416-250-2131
Fax: 416-250-7484
Toll Free: 1-877-250-7444
Web site: www.pshsa.ca

Connect with us:                 
     @PSHSAca

Effective Workplace Safety Huddle Communication Tool 
Copyright © 2019

Product Code: VWVTLNEN0819





https://www.pshsa.ca/article/marb-project/
https://www.ontario.ca/page/preventing-workplace-violence-health-care-sector
https://www.ontario.ca/page/preventing-workplace-violence-health-care-sector




 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



▪ 

▪ 

▪ 



 

 

o 

o 

o 

o 



▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 



▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 







 

 

o 

o 

o 

o 



 

 

 

 

 

 

 

 

 

 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 

o 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

• 

• 



▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 



▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 



▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 

▪ 



▪ 

▪ 

✓ 

✓ 

✓ 

✓ 

✓ 

✓ 
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1.0 Policy:

Effective communication has been identified as a critical element in improving client safety, particularly

with regard to shift handover.  The purpose of the Transfer of Accountability at Shift Handover policy is

to facilitate a standardized approach to: 

1. Understanding  the roles and responsibilities  of staff involved in shift handover process;

2. The use of shift report templates during shift handover;

3. Ensuring that the narcotic/ controlled drug count is a part of the shift handover process.

This policy directly affects all interdisciplinary staff involved with clients at shift handover.

2.0 Procedure:

Transfer of Accountability:  giving professional responsibility for some or all aspects of care for a 
patient, or group of patients, to another person or professional group on a temporary or 
permanent basis1

Shift handover: the process in which transfer of accountability occurs between outgoing staff and 
oncoming staff from shift to shift

Team  Members: Roles and Responsibilities

The interdisciplinary team plays a significant role in shift handover.

Clinical Managers/Unit Directors/Director(s) of Care facilitates that the direct care team:

Has access to the policy and associated teaching materials.
1 Jorm, C.M., White, S. & Kaneen, T.  (2009).  Clinical handover: critical communications.  M edical Journal of 

Australia,  190 (11), s108-s109. 
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Follows a standard protocol for shift handover through an accountability framework.

Understand their accountability and responsibility according to the policy.

Nurses (Registered Nurses and Registered Practical Nurses)

 Understand the importance of both verbal and written communication at shift handover.

Incorporate both written and verbal communication into the shift handover process.

Utilize forms/guidelines and procedure as outlined below for nurse to nurse shift handover.

Follow up on any significant client issues reported by personal support workers during the shift.

Include any pertinent information observed and/or reported by personal support workers into 

shift report documentation.

Remain on duty until the oncoming nurse (or delegate) arrives and transfer of accountability 

shift report has been completed.

Note: nurses have a professional responsibility to continue care for their clients until they have 

arranged a suitable alternative or replacement. According to the College of Nurses of Ontario 

(CNO), a nurse who discontinues services without meeting the above condition may be liable for 

professional misconduct. 2 Managers will follow up with the staff as per the attendance and 

code of conduct policies

Where applicable: Include and complete the transfer of accountability of the code blue/medical 

alert/ white pager. Ensure that the code pagers are transferred to the assigned nurses on the 

oncoming shift. 

Include and complete narcotic/benzodiazepine/controlled  and targeted drug counts with the 

oncoming nurse as a part of the shift report and transfer of accountability handover process. 

Complete narcotic/benzodiazepine/controlled  and targeted drug counts as per policy, please 

refer to policies: Narcotic and Controlled Drugs Policy 

Note: in the event of a count discrepancy, the nurse must report it immediately to their clinical 

manager/unit director (or delegate).

 

Personal Support Workers (PSW)

Is required to verbally report to the most responsible nurse any client changes; client or family 

concerns and action taken to address throughout the shift and at the end of shift. 

Handover should not begin their client care assignment before receiving report from the nurse 

in charge 

2 College of Nurses of Ontario.  (2009).  Practice  guidelines:  refusing  assignm ents  and discontinuing  nursing  

services.   Toronto, Ontario: College of Nurses of Ontario.
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Organize their time and care activities in order to participate in the nurse shift handover 

process.

 Remain on the unit until the oncoming PSW(s) arrives and transfer of care has been completed. 

When a personal support worker is late for a scheduled shift, managers will address concerns of 

lateness as outlined in lateness policy.

Unit Clerks (Apotex)

Populate and updates shift handover report forms for nurses with clients’ names according to 
the updated bed roster 

Print out copies of shift handover report forms 

Procedure

Shift report handover should be completed on the unit. Specific location (ie: nursing station, staff room, 
etc) can vary from unit to unit. To ensure client safety, the charge nurse must ensure there is adequate 
staff coverage on the unit during the shift handover and transfer of accountability transfer to the 
oncoming staff

Nurses (Registered Nurses and Registered Practical Nurses)

1. All nurses will use a shift report form/guideline at change of shift to guide the transfer of 
pertinent client information to staff on the following shift.  

2. Shift handover will include: a written report form and verbal report.  Please see Appendix A for: 
Shift report guideline, Hospital, Appendix B for: Shift report, Apotex, and Appendix C: Shift 
report, Transitional Behavioral support unit (Apotex).

3. Transfer of accountability for code white/ medical alert/code blue pagers to be completed as a 
part of the transfer of accountability between the assigned outgoing and oncoming nurses 
where applicable. 

4. Narcotic/benzodiazepines/  controlled and targeted drug counts should be completed with 
outgoing and oncoming nurse as part of transfer of accountability process. 

Personal Support Workers 

1. All personal support workers will verbally report to the most responsible nurse of any client 
issues observed during the shift and prior to the end of the shift. Acute changes in clients’ 
conditions should be reported immediately as they occur. 

2. Should not begin their client care assignment before receiving report from the nurse in charge. 
3. Personal support workers will be present and participate in nursing shift handovers. 

3.0 Cross Reference Policies/Documents  

Lateness Policy

Narcotic and Controlled Drugs Policy
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Transfer of information at Client Transition Points Policy

Attendance management program policy 

4.0 Appendix

Appendix A: Shift Report Guidelines, Hospital
Appendix B: Shift Report, Apotex
Appendix C: Shift Report, Behavioral Support (Apotex)

https://www.pshsa.ca/wp-content/uploads/2017/04/VWVMNAEN0616-Communicating-Risk-of-Violence-Flagging-Prevention-Program-V1.1-2017.04.21.pdf
https://www.pshsa.ca/wp-content/uploads/2017/05/VPRASEEN0417-ICRA-Toolkit-Resource-Manual-V1.1-2017.04.25-Final.pdf
https://www.pshsa.ca/wp-content/uploads/2017/05/VPRASDEN0417-Long-Term-Care-Violence-Assessment-Tool-V1.2-2017.04.25.docx
https://psnet.ahrq.gov/resources/resource/32792/Using-a-potentially-aggressiveviolent-patient-huddle-to-improve-health-care-safety
https://psnet.ahrq.gov/resources/resource/32792/Using-a-potentially-aggressiveviolent-patient-huddle-to-improve-health-care-safety
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https://www.labour.gov.on.ca/english/hs/pubs/gl_supervisor.php
https://www.labour.gov.on.ca/english/hs/pubs/gl_supervisor.php
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