
SOP Template: Clarification of Special Care
Instructions and Precaution Alerts
This SOP details the process for clarification of special care instructions and precaution alerts, ensuring accurate
communication and understanding of critical care requirements. It covers identification of special care needs,
documentation protocols, staff training and awareness, verification procedures, and timely updates to precaution alerts.
The objective is to maintain the highest standards of safety and care by preventing misunderstandings and errors in
handling sensitive or high-risk situations.

1. Purpose
To establish a standardized process for clarifying, documenting, and communicating special care instructions and
precaution alerts to ensure patient/client safety and reduce risk of error.

2. Scope
This SOP applies to all staff responsible for the care of individuals identified as requiring special care or precaution alerts,
including but not limited to clinical, support, and administrative personnel.

3. Definitions
Special Care Instructions: Specific measures required for certain individuals due to their unique care needs
(e.g., allergies, mobility restrictions, communication barriers).
Precaution Alerts: Notifications highlighting particular risks or actions required to prevent incidents (e.g., fall
risk, infection precautions).

4. Responsibilities
Clinical Staff: Identify, clarify, and update special care instructions and precaution alerts.
Supervisors/Managers: Ensure staff are trained and adhere to procedures.
All Staff: Review and acknowledge relevant instructions/alerts before providing care.

5. Procedure
1. Identification

Assess individuals for special care needs or risks upon admission/intake and during regular reviews.
Consult with health professionals, guardians, or the individual as appropriate.

2. Clarification
When care instructions or alerts are unclear, seek immediate clarification from the source (e.g.,
physician, therapist, family member).
Document clarification, including date, time, and person contacted.

3. Documentation
Record all special care instructions and precaution alerts in the individual's record/chart using
standardized forms or electronic health system fields.
Update documentation promptly upon any changes or new information.

4. Communication
Share instructions/alerts with relevant staff during shift handovers and via visible indicators (as per
organizational policy).
Ensure all new or agency staff are oriented to current alerts prior to care.

5. Verification
Supervisors must periodically verify that instructions/alerts are accurately documented and followed by
staff.
Conduct random audits and review incident reports for compliance.

6. Ongoing Updates
Review special care needs and precaution alerts at least weekly or when changes occur.
Ensure rapid communication and documentation of updates.

6. Training
All staff will receive initial and periodic refresher training on special care requirements and precaution alert
procedures.



Training records will be maintained by the Training Coordinator.

7. References
Organizational Policy on Patient Safety
Health Record Documentation Guidelines
Local/State Health Regulations

8. Revision History

Version Date Description Author
1.0 2024-06-20 Initial creation SOP Committee
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