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WHAT IS A WORK INSTRUCTION? 

Work instructions are the most detailed document written to support or describe processes detailed in Standard Operating Procedures (SOPs) or Guidance documents. Work instructions are often department/group specific. They describe in detail how particular tasks must be performed in alignment with an SOP or Guidance.  



	There are instructions in purple stating the information that should be contained in that section. These should be deleted prior to publication. 

Example wording is included in green.  Usually, you will need to modify this text to tailor to your trial. There should not be no green text left in any finalised document. 

Orange text in [brackets] are document property values to be included. 
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1. [bookmark: _Toc209174006]PURPOSE
Why has this work instruction been developed/what are its aims and objectives? 
Indicate if the guidance supports existing Melbourne Children’s campus policies, procedures and/or applicable regulations/legislation and what these are. 

2. [bookmark: _Toc209174007]BACKGROUND
Include background or context to assist staff understand the purpose of the WI. 
For example, provide overview of what the legal/regulatory requirements are that pertain to the topic of the WI and related SOP. 

3. [bookmark: _Toc102635117][bookmark: _Toc209174008]SCOPE
Specify who this Work Instruction (WI) applies to (e.g. all research coordinators, trial site team members, or individuals performing a specific function).
Summarise what the WI covers, including relevant processes, locations, and when it applies (if relevant). Clarify what is not included. If related content is covered elsewhere, link to the appropriate SOP, guidance, or WI.

4. [bookmark: _Toc209174009]RESPONSIBILITY
Define responsibilities for the roles listed in the Scope. Use subsections for individual roles or groups. This clarifies expectations and outlines the process each role should follow.

5. [bookmark: _Toc209174010]RELATED DOCUMENTS
Indicate which Melbourne Children’s documents (RCH procedures or Melbourne Children’s SOPs) this relates to. 
[Document ID] [Type] | [Document Name] 
FOR THIS TEMPLATE: 
MCTC001 SOP | Creation of new Standard Operating Procedures
MCTC076 Guidance | Electronic File Naming Conventions
MCTC121 SOP | Document Management and Version Control

6. [bookmark: _Toc209174011]INSTRUCTIONS
6.1 [bookmark: _Toc209174012][bookmark: _Toc84418300]Work Instruction Subheadings
Ensure paragraphs are kept in line with the indentation of the heading / subheading.
Each heading (and the subheadings where applicable) are assigned a number which increases consecutively. Subheadings must begin with the same numbering as their parent process, followed by increasing consecutive numbers. The purpose of this is to ensure easy reference to a specific section of a Work Instruction. See the example below. 
6.2 [bookmark: _Toc209174013]Example of Subheadings
Example Text: Ensure that all acronyms are expanded on their first use, and that a ScreenTip ‘mouseover’ text expands the acronym in all subsequent use. Instructions on how to add ScreenTip ‘mouseover’   text are detailed in 5.4.1 – 5.4.4.
[bookmark: _Toc106177124][bookmark: _Toc106177166][bookmark: _Toc110940196][bookmark: _Toc112071694][bookmark: _Toc112139752][bookmark: _Toc200528814][bookmark: _Toc200540597][bookmark: _Toc200545450][bookmark: _Toc200545498][bookmark: _Toc200545544][bookmark: _Toc202192591][bookmark: _Toc204698162][bookmark: _Toc106177167][bookmark: _Toc110940197][bookmark: _Toc112071695][bookmark: _Toc112139753][bookmark: _Toc200528815][bookmark: _Toc200540598][bookmark: _Toc200545451][bookmark: _Toc200545499][bookmark: _Toc200545545][bookmark: _Toc202192592][bookmark: _Toc204698163][bookmark: _Toc106177168][bookmark: _Toc110940198][bookmark: _Toc112071696][bookmark: _Toc112139754][bookmark: _Toc200528816][bookmark: _Toc200540599][bookmark: _Toc200545452][bookmark: _Toc200545500][bookmark: _Toc200545546][bookmark: _Toc202192593][bookmark: _Toc204698164][bookmark: _Toc106177169][bookmark: _Toc110940199][bookmark: _Toc112071697][bookmark: _Toc112139755][bookmark: _Toc200528817][bookmark: _Toc200540600][bookmark: _Toc200545453][bookmark: _Toc200545501][bookmark: _Toc200545547][bookmark: _Toc202192594][bookmark: _Toc204698165][bookmark: _Toc106177170][bookmark: _Toc110940200][bookmark: _Toc112071698][bookmark: _Toc112139756][bookmark: _Toc200528818][bookmark: _Toc200540601][bookmark: _Toc200545454][bookmark: _Toc200545502][bookmark: _Toc200545548][bookmark: _Toc202192595][bookmark: _Toc204698166][bookmark: _Toc106177171][bookmark: _Toc110940201][bookmark: _Toc112071699][bookmark: _Toc112139757][bookmark: _Toc200528819][bookmark: _Toc200540602][bookmark: _Toc200545455][bookmark: _Toc200545503][bookmark: _Toc200545549][bookmark: _Toc202192596][bookmark: _Toc204698167][bookmark: _Toc106177172][bookmark: _Toc110940202][bookmark: _Toc112071700][bookmark: _Toc112139758][bookmark: _Toc200528820][bookmark: _Toc200540603][bookmark: _Toc200545456][bookmark: _Toc200545504][bookmark: _Toc200545550][bookmark: _Toc202192597][bookmark: _Toc204698168][bookmark: _Toc84418296]
6.2.1 [bookmark: _Toc209174014]Select a Bookmark
[bookmark: ScreenTip]Example text – note that the indentation is equal to that of the subheading. 
Select and highlight the text or object which will expand upon the ScreenTip eg. An explanation of an acronym. Click the "Insert" tab of the ribbon. In the "Links" group, select "Bookmark." 
6.2.2 [bookmark: _Toc84418297][bookmark: _Toc209174015]Name the Bookmark
Example text: Type a name under “Bookmark Name.” Make sure it is short, unique, and something you will recall. Click “Add.”
6.2.3 [bookmark: _Toc84418298][bookmark: _Toc209174016]Link to the Bookmark
Example text: Select and highlight the text or object where you want the ScreenTip to appear. Right click and select ‘Link’.  Select ‘Place in This Document’. Select the bookmark / heading which you would like the item to link to.

7. [bookmark: _Toc209174017]DISSEMINATION AND TRAINING
This WI and associated templates and forms will be made available via [insert location, e.g. METIS, Prompt].
All staff with duties and responsibilities covered by this WI are required to take time to read and understand the content of this WI. 
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