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	                           Unplanned Activity Work Instructions
                                           Owner/ Department: ZAF- CORP



	Overview
	The purpose of this WI is to establish a systematic approach for effectively managing and controlling operational unplanned activities and use the results of this as lessons learnt for the business and ensure continual improvement.

	Person Affected
	All Department Heads - SMSA ZAF

	Instruction
	1. The Department receiving a notification of an unplanned activity needs to complete the ZAF Unplanned Activity Form.

2. The form is divided into two sections – “Pre-Activity and Post Activity”
3. Pre-Activity relates to the manager and or team’s decision regarding the following elements: 

(a) Type of activity

(b) Impact on SMSA ZAF Department 
(c) Classify the risk as high, medium or low

(d) What actions will be done and or implemented to carry out the activity and task, whilst avoiding risk to people, equipment and the environment.  
4. Post Activity deals with the following evaluation elements of the unplanned activity after completion:

(a) What went well

(b) What went wrong

(c) What can be done differently
(d) Was there any and what was the lessons learnt
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