Checklist: Night Shift Management

Company Name


Night Shift Management Checklist
1. Get prepared for your crew before they come in:

· Start at least ½ hour before your crew.

· Walk your area of responsibility to identify any “barriers” to shift efficiency such as: product not properly put away; lack of prepared pallets, trucks or labels; any aisle congestion; or other hindrances to the crew’s work.

· Plan how you will eliminate the “barriers” as soon as possible and who will assist you in doing so.

· Determine the number of people you will have available tonight.
· Identify total pieces to be picked by work area (frozen, cooler, dry).
· Assign crew members to work areas based on volume to be picked, following company guidelines.
2. Start the crew on time:

· Strict adherence to start times is critical.

· If 10 minute preparation is an established practice, the crew should be dressed and with equipment, ready to begin work  at 10 minutes after official start time. 

· Violators must receive progressive disciplinary action.
3. Control manpower allocation:
· Communicate with the other area supervisors frequently to determine if any area falls in sequence with the other areas.  Keep sequences in balance to avoid build-up of product on dock areas.  

· Utilize the batch pick system’s information to identify sequencing by area and selectors needing help in improving productivity.   Constant communication is necessary to quickly identify problems in sequencing balance and prevent harmful back-ups.
4. Utilize pallet sheets:
· Issue 2 pallet sheets to each selector when labels are picked up.

· Require that the necessary Door, Load, Door, and Stops information is filled correctly, along with the Selector’s ID Number.

· Require each Selector to place the correct pallet sheet on each pallet inside the shrink wrap so that it can easily be seen by Loader and Dock Supervisor (helps Loader locate product faster and enables improved accuracy and stacking).  Drivers who experience palletizing problems can show the relevant pallet sheet with specification of the problem, allowing follow-up with the Selector who was responsible. 
5. Manage the paper flow:

· Make sure you are getting pick labels in a timely fashion.

· Make sure catchweights are being recorded properly and quickly in order to maintain flow of product and invoicing.

· Make sure invoices are picked up in a timely fashion from D.P.

6. Control breaks:

· Make sure crew members do not leave for authorized breaks early or return late.

· Assure that unauthorized breaks are not taken.  Have the guard immediately report the names of employees who leave or attempt to leave for unauthorized breaks.  Offenders must receive progressive disciplinary action for failure to follow instructions.  
7. Replenished Product:

· Once a truck has been pulled from the dock, have the replenished product not in the pick slots at the time of selection taken to the truck.  Do not have the dock flow slowed by Jockeys bringing loaded trucks back to the door.  Product going to the trucks in the manner should be audited by a Supervisor prior to it leaving the building.
8. Be proactive, not reactive.

· Spot potential problems and correct them before they become an actual problem.
· Communicate.  Communicate.  Communicate!
9.   Get the loads out on time!  

Disclaimer:  The above Job Description information has been designed to indicate the general nature and level of work required of employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this position.
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