STANDARD WORK REFERENCE GUIDE

DEPARTMENT

OVERVIEW

A simple written description of the safest, highest quality, and most efficient way known to perform a particular
task, (i.e. a checklist to lead someone through the task).

The only acceptable way to do the process it describes.

Expected to be continually improved.

Includes the amount of time allotted to hand-off the task to the next step of the process.

Focuses on the employee, not the equipment or materials.

Reduces variation, increases consistency.

HOW TO CREATE “STANDARD WORK”
It is simple. Define the extent of the task for which you are creating standard work: (starts...ends)

Standard work for key tasks in a multi-function process.
People doing the same job will use the same standard work.
The end point will be the starting point for the next task in the work sequence

Now that you have gathered the required information, you are ready to create the standard work document (s).
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HELPFUL HINTS

Whenever developing a standard work document is collected for standard work, it is important to search for best
practices. Observing multiple people doing the same work is a good way to let everyone see how much variation
there is from unit to unit and from person to person.

DO

Keep standard work simple

Make it accessible

Include all information on one, easy-to-read document
Create one standard work document for each part of
the process

Always look for ways to improve the process

DON'T
Put standard work in a desk drawer
Change processes without changing standard work
Make standard work difficult to change
Give up on standard work — it can be tough, but it’s
very important



