Work Instruction TEMPLATE (enter name of work instruction here)
This section can be used to:
· provide context for the work instructions, e.g.: 
· why the work instruction is needed
· details of other systems related to the instruction and how to access these
· the roles expected to perform the instruction
· link to related Policies/Processes (using 'Insert' button). 

Examples of when a Work Instruction may be helpful:
· common tasks that are repeated throughout various processes (e.g. reporting an incident, updating client record, clinical escalations)
· for standard operating procedures specific to manual handling tasks and/or aids (e.g. hoists, wheelchairs, etc)
· to clarify internal instructions where systems interface (e.g. how to use HR systems, CRMs, LMIs, etc)
· when the steps in a Process may require different actions for different Roles, facilities, regions or service types (Business Units). 

A user guide on how to manage work instructions can be found here. 

Section header - e.g. First part of the instructions/Role type/etc
Insert detailed explanation of how to complete the required work. Depending on the nature of the work instruction, this may include clear direction on:
· how to source required documents/assessments/templates (e.g. link to them using the 'Insert' button or provide directions on how to access the relevant system)
· what to do with completed documents
· how to enact referrals to other services 
· local contact details for key services
· where and how to complete record keeping
· who to inform of issues/changes and how
· questions to ask the older person and/or their authorised decision-maker
· which internal systems to use and how to access these (e.g. HR system, Client Record Management System, organisational intranet, etc)
· any common errors or mistakes which may be avoided
· where to get more support or guidance internally (e.g. what teams/roles are responsible)
· checklists of tasks for completion/documents required/etc. 

NOTE - Separate sections could be used to differentiate steps in the work instructions and/or separate tasks for different roles, regions or service types. 

Section header - e.g. Next part of the instructions/Role type/etc
Insert information for the next part of the work instruction. 

Section header - e.g. Final part of the instructions/Role type/etc
Insert information for the final part of the work instruction. 

Once completed, don't forget to link the Work Instruction to the relevant step of the Process/s. Refer to this user guide on how to link a Work Instruction to a Process. 


