Job aid templates
Three one-page formats. Pick one, delete the others, and print it where the work happens.
Format 1: Checklist
Task: [name]      Done by: ________      Date: ________
	Done
	Step

	☐
	[Step 1]

	☐
	[Step 2]

	☐
	[Step 3]

	☐
	[Step 4]

	☐
	[Step 5]

	☐
	[Step 6]


Ask for help: [name, phone or extension]


Format 2: Numbered steps
[Step 1: start with a verb. Add the key number or warning.]
[Step 2: start with a verb. Add the key number or warning.]
[Step 3: start with a verb. Add the key number or warning.]
[Step 4: start with a verb. Add the key number or warning.]
[Step 5: start with a verb. Add the key number or warning.]
[Step 6: start with a verb. Add the key number or warning.]
Never: [the one mistake that causes the most harm]


Format 3: If / then card
	If...
	Then...

	[The fridge reads above 5°C]
	[Move food to fridge 2, tell the shift lead, log it]

	[Situation]
	[What to do]

	[Situation]
	[What to do]

	[Situation]
	[What to do]


Job aid or training?
A job aid works for tasks people already know but do rarely. If they have never done the task, or a mistake costs a lot, they need a short course first.
Free template from buildmacourse.com. Want it filled in and built for you? Lesson 1 is free: buildmacourse.com/custom-elearning-development




