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Appendix 2:
Operating instructions/work instructions, work regulations, SOPs and information notices

Operating instructions/work instructions
A work instruction explains in detail the manner in which certain tasks are to be performed. Work instructions are tied to a specific process or product or to a workplace. They are a helpful tool for all employees so that they know how to complete their tasks safely and in the required quality. The individual work steps are often recorded in a flow chart or in a checklist. 

Operating instructions are by definition
- in writing
- by order of the employer in relation to workplace and activity
- for the correct and safe handling of work equipment and hazardous substances. 

Collect all SOP, instructions, etc in this appendix or note where they are filed
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