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Step by step of a task: how it is done, with what, what is checked and what to do if it goes wrong
	Document code
	[IT-___]
	Version
	1.0

	Date
	[DD/MM/YYYY]
	Document owner
	

	Approved by
	
	Area or process
	



1. Instruction details
	Workstation or task
	[ ]
	Area or process
	[ ]

	Instruction owner
	[ ]
	Approved by
	[ ]

	Date approved
	[DD/MM/YYYY]
	Version
	[ ]

	Replaces the version dated
	[ ]
	Notes
	[ ]



2. Purpose of the instruction
[One sentence: which task this instruction gets done properly and why it is worth having it in writing.]
3. Scope
[State which workstation, team or shift it covers, at which site, and from when it applies. If there is a similar task it does NOT cover, mention it.]
4. Data and materials used
	Data or material
	What it is used for
	Where it comes from

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



5. Equipment and protective equipment
	Item or equipment
	What it is used for
	How it is checked to be in good condition

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



6. Steps of the task
	No.
	Step
	How it is done
	Control point (what must be right when the step ends)
	What to do if something goes wrong

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



7. What must not be done
[Actions that break the task or put someone at risk]
[Unauthorised changes to the method]
[Using equipment without the prior check]
8. What to do in an emergency or deviation
[Who to notify immediately and by what means]
[How to stop the task safely]
[Where the assembly point and first aid items are]
9. Records this instruction generates
	Record
	Who fills it in
	Where it is filed
	How long it is kept

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



10. Approval and signatures
Once approved, this version replaces the previous one. The instruction is reviewed when the equipment, the method or the task changes, and the change is recorded in the document control table.
	
PREPARED BY
Name, position and signature
	
APPROVED BY
Name, position and signature
	
EMPLOYEE RECEIVING IT
Full name, ID and signature


	Once signed, file this document with its attachments in the area folder. Keep a copy for each of the signing parties.
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