General Guidelines for On-Shift and Pre-Shift Reports


Read the Fireboss Scenario through completely. Look for information that you know you will use on the report.

Complete the Pre-Shift first 


The purpose of the preshift examination is to communicate to the next shift what conditions they can expect to find and warn them of any hazards they may encounter. The preshift examination is mandated by mining laws and regulations and must be done but should be looked upon as something the helps the mine run more efficiently. The shift coming into the mine can be prepared for the conditions they may encounter and plan accordingly.

The first section is filling in the blank. The time of examination is the time that you were actually doing the preshift examination. The preshift examination can begin three hours prior to the shift the preshift is being conducted for. If the report is phoned outside, the time of the call must be recorded, as well as the person calling the report out and the person receiving the call. The person’s name that calls the report out is printed because the person receiving the report is actually completing the report. The person receiving the call signs their name in the blank “Report received by”. 

The second section is listing the violations or hazardous conditions found during the preshift examination. Again, it is generally fill in the blank. The action taken section will be one of the most difficult items to complete. The general guidelines for this is that all violations and hazardous conditions are “Dangered Off” except for methane gas readings over one percent and any item that involves electricity where it could create a hazard.  Accumulations of methane gas in excess of one percent must be corrected and lowered to something less than one percent. Any place where electricity could become energized and create a hazard should be locked and tagged out. Items that are corrected must be listed and then state the action taken to correct violation or hazardous condition. Keep in mind that when doing a preshift examination its purpose is to find violations and hazardous conditions and to report them to the next shift. The purpose is to not find violations and hazardous conditions and then correct them.

The third section is air measurements. During a preshift examination the amount of air entering a working section and leaving the section must be determined and recorded.

The fourth sections is remarks. This section is for any information that the next shift may need to know. Since belts and roadways must be preshifted for the next shift this is a good place to document that examination.

The fifth section is the signatures. The preshift mine examiner must sign his name, the foreman going to the area or section must sign to verify that he understands the report, and the mine foreman and superintendent must countersign the report.   

Complete the On-Shift second 


The purpose of the on-shift examination is to document what conditions were found during the required on-shift examinations. These examinations are also mandated by mining laws and regulations and help communicate the conditions of the mine. 

The first section is filling in the blank. The date, shift and area or section is the information required.

The second section is listing the violations or hazardous conditions that existed at the beginning of the shift. Any violation or hazardous condition corrected on the preshift examination is not listed here because they did not exist at the beginning of the shift. All violations or hazardous conditions should be corrected during the shift and most, if not all, should be corrected before any work is done in the affected area.

The third section is “Examinations for Methane in Working Places”. Examinations for methane are required at two-hour intervals. Usually the foreman will check each working place after arriving at the section and this will be the first of the two-hour checks. The location of the gas test, the time of the gas test, and the amount of gas encountered must be recorded on the on-shift report.

The fourth section is “Examinations for Methane in Return Aircourses”. This examination must be done every four hours. The location of the gas test, the time of the gas test, and the amount of gas encountered must be recorded on the on-shift report.

The fifth section is filling in the blank on results of torque checks made on roof bolts. If majority of the bolts tested fall outside of approved torque range, action must be taken. The first corrective action should be to determine if the roof bolting machine is tightening the bolts to the proper torque range.

The sixth section is remarks (statement as to the parts of the roof control plan reviewed and general conditions of the mine). The foreman must review the approved Roof Control Plan with the miners each day and document the time and parts reviewed. This is where this is documented. Also, any other information about conditions of the mine could be recorded here.

The seventh and last section is signatures. The foreman that worked on the section and performed the examinations signs the blank “Assistant Foreman”. The other signatures required are from the Mine Foreman and Superintendent.

This is a general outline of how the Pre-Shift and On-Shift Reports should be completed. Please consult mine management as to any additional requirements or information that may be needed at a particular mine.

