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Understanding Work Instructions
कार्य निरे्दशों को समझिा

Learn what Work Instructions are, their 

structure, and their critical role in 

service quality standards.

कार्य निरे्दश क्र्ा हैं, उिकी संरचिा क्र्ा है

D ocum ent H ierarchy र्दस्तावेज़ पर्दािुक्रम

Comprehend how WI fit within the broader 

broader documentation hierarchy at AAM

AAM-

-

SHC facilities.

SHC 

र्दस्तावेज़ीकरण पर्दािुक्रम

NQAS Compliance अिुपालि

Understand why Work Instructions are 

mandatory requirements under National 

Quality Assurance Standards.

अनिवार्य आवश्र्कताएं

Practical Application अिुप्रर्ोग

Use WI to perform routine clinical and 

administrative tasks with consistency, reducing 

reducing errors and improving patient 

satisfaction

WI का उपर्ोग करें

Learning Objectives / "स़ीखिे के उद्रे्दश्र्"



What are work instructions? कार्य निरे्दश क्र्ा हैं?
Work Instructions are detailed, step-by-step written guidelines that provide 

directions for performing specific tasks at the AAM-SC level. 

कार्य निरे्दश ववस्ततृ चरण-र्दर-चरण दर्दशानिरे्दश होत ेहैं जो स्पष्ट रूप से और सटीक रूप से बतात ेहैं कक ककस़ी 
ववशशष्ट कार्य को कैसे ककर्ा जाए।

Key Characteristics

• Explain exactly how each activity must be 

performed

• Ensure standardization across all staff members

• Provide clarity on techniques, sequence, and 

quality checks

मुख्र् ववशषेताएँ
• प्रत्रे्क गनतववधि को ठीक से कैसे ककर्ा जािा चादहए, 

इसकी व्र्ाख्र्ा करें
• सभ़ी स्टाफ सर्दस्र्ों की गनतववधिर्ों में मािकीकरण

सुनिश्श्चत करें
• तकि़ीकों, क्रम और गुणवत्ता जाँच पर स्पष्टता प्रर्दाि

करें



Need of work instructions  कार्य निरे्दश की आवश्र्कता
Work Instructions serve as your roadmap to excellence in healthcare delivery. They transform complex procedures 

into manageable, repeatable actions that benefit both staff and patients.

Standardization

Perform tasks correctly every 

time, eliminating variations 

that could compromise patient 

safety or care outcomes.

शभन्िताओ ंको र्दरू करें

Error Reduction त्रटुि में कमी
Minimize mistakes, delays, and 

rework by following proven 

procedures that have been tested and 

refined.

गलनतर्ों, रे्दरी और पुिकायर्य को न्रू्ितम करें

Improve efficiency and Outcomes
Improves daily work efficiency and directly improves 

patient health outcomes through standardised, 

evidence-based care delivery protocols.

रोग़ी के स्वास््र् पररणामों में प्रत्र्क्ष सुिार

N Q AS C om pliance अिुपालि
Meet mandatory National Quality 

Assurance Standards requirements.

अनिवार्य राष्रीर् गुणवत्ता आश्वासि मािकों 
की आवश्र्कताओ ंको पूरा करें.

Support training  समर्यि प्रशशक्षण
Support the training and service delivery by staff when staff 

members change, or are newly inducted into the team.

स्टाफ सर्दस्र्ों के बर्दलिे र्ा टीम में िए शाशमल होिे पर भ़ी निबायि 
सेवा ववतरण सुनिश्श्चत करें



Document Hierarchy at AAM-SC AAM-SHC में र्दस्तावेज पर्दािुक्रम

Top-Down Guidance

Each level provides increasing detail and 
specificity. National guidelines set broad direction, 
which SOPs operationalize into facility-level 
processes.

Bottom-Up Evidence
Records and documentation provide proof that Work 
Work Instructions were followed, creating an audit trail that 
trail that demonstrates compliance and quality.

National Guidelines & Policies राष्रीर् दर्दशानिरे्दश और ि़ीनतर्ां
Explain what to do and why क्र्ा करें

Standard  O perating  Procedures मािक संचालि प्रकक्रर्ाएँ
Explains what processes must be followed, when and by whom
क्र्ा होिा चादहए

Work Instructions कार्य निरे्दश
H ow to  d o  each step  प्रत्रे्क चरण कैसे करें

Records &  Form ats अशभलेख एवं प्रारूप
Pro of of co m p letio n पूरा होिे का प्रमाण

1

2

3
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Essentials of good work instructions. अच्छे कार्य के निरे्दशों की अनिवार्यताएँ

To be drafted by facility itself. सुवविा द्वारा ही तैर्ार ककर्ा जािा है।

Simple, logical, clear, concise, and easy to follow. सरल, ताककय क, स्पष्ट, संक्षक्षप्त 
और अिुसरण में आसाि।

Appropriate and upto date and available at point of use. उपरु्क्त और अद्र्ति 
तथा उपर्ोग के स्थाि पर उपलब्ि

Displayed at the eye level of the performing staff. प्रर्दशयि करिे वाले कमयचाररर्ों 
की आंखों के स्तर पर प्रर्दशशयत



Essentials of good work instructions. अच्छे कार्य के निरे्दशों की अनिवार्यताएँ

Visual cues, diagrams and pictures. दृश्र् संकेत, आरेख और धचत्र

Clear instructions for each level staff. संबंधित कमयचाररर्ों को प्रशशक्षक्षत ककर्ा जाता 
है

Instructions followed by everyone, everytime. हर समर् सभ़ी द्वारा निरे्दशों का
पालि ककर्ा जािा चादहए। 

Work instructions are controlled with title, Unique identifying no., Date of approval, 

details of author, reviewer and approver, revision history etc. कार्य निरे्दश श़ीषयक,
ववशशष्ट पहचाि संख्र्ा वगैरह के साथ निरं्त्रत्रत होते हैं।



How to write work instructions

Write down the title of work instructions कार्य निरे्दशों का श़ीषयक शलखें
Define scope, roles, and responsibilities. कार्यक्षेत्र, भूशमकाएं और श्जम्मेर्दाररर्ां पररभावषत करें

Write down the step by step activities to be undertaken in chronological order. चरणबद्ि तरीके से की जािे 
वाली गनतववधिर्ों को कालािुक्रशमक क्रम में शलखें। 
Each step should describe ‘who does what’ along with the details of equipment to be used and records to 

be kept. प्रत्रे्क त्रबरं्द ुमें र्ह बतार्ा जािा चादहए कक ‘कौि क्र्ा करता है’
Number each step and use consistent formatting.

प्रत्रे्क त्रबरं्द ुको क्रमांककत करें और सुसंगत स्वरूपण का उपर्ोग करें।
Don’t combine two roles in the same step

एक ही त्रबरं्द ुपर र्दो भूशमकाओं को संर्ोश्जत ि करें
Document WI with name and date, review the changes and update according to standard guidelines

कार्य निरे्दशों को िाम और दर्दिांक के साथ र्दस्तावेश्जत करें



Suggested format for 
Work Instructions.
कार्य निरे्दशों के शलए सझुार्ा गर्ा 
प्रारूप

Title of Work Instructions कार्य निरे्दशों का श़ीषयक 

Purpose of WI कार्य निरे्दशों का उद्रे्दश्र्

Scope of document र्दस्तावेज का र्दार्रा

Responsibilities/ process owners श्जम्मेर्दाररर्ाँ/ प्रकक्रर्ा स्वाम़ी

Definitions पररभाषाएं

Equipment needed आवश्र्क उपकरण

Stepwise instructions त्रबरं्दवुार निरे्दश

Supporting documents (if any), eg policies, QMS manual 

etc. सहकारी र्दस्तावेज 



Work Instructions - Checking points



Work Instructions under AAM-SHC NQAS checklist

• Standard G3: ME G3.1: Updated work instructions for all key clinical 
processes are available 

• Standard F5, ME F5.1: Display of work instructions for segregation of 
BMW: Pictoral and in local language



Enlisted work instructions in AAM-SHC

Instructions for 
using RDK

RMNCHA services
Preventing 

identifying and 
managing AEFI

Screening, 
management & 

adequate referral 
of NCDs

Screening and 
referral of patients 

with mental 
disorders

Screening of 
common 

ophthalmic 
problems

Screening of ENT 
problems

Screening of 
common oral 

problems

Screening of 
common elderly 

and palliative care

Management of 
medical emergency 

services

Infection 
prevention and 

BMW management

Conducting normal 
Vaginal delivery

Management of 
newborn

Screening, 
management and 
adequate referral 

of CDs



Example: 
WI for 
NCD



WI for NCD



Reference Guidelines for creating Work instructions

https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care 

https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care
https://nhsrcindia.org/practice-areas/cpc-phc/comprehensive-primary-health-care


Take Home Messages
• Work instructions must be available for all 12 health packages at AAM-SHC 
सभ़ी 12 स्वास््र् पैकेजों के शलए कार्य निरे्दश उपलब्ि होिे चादहए

• WI should be completed for all the steps, and respective staff should be aware of 
the steps of the process mentioned

सभ़ी चरणों के शलए WI पूरा होिा चादहए, और कमयचाररर्ों को उश्ललखखत सभ़ी चरणों के बारे में पता
होिा चादहए
completed for all the steps, and respective staff should be aware of the steps of the process 
mentioned

• Staff should adhere to the Work instructions.
कमयचाररर्ों को कार्य निरे्दशों का पालि करिा चादहए



THANK YOU
Quality & Patient Safety Team 

National Health Systems Resource 
Centre

https://qps.nhsrcindia.org/training-and-capacity-building/training-material
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