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Checklist on Checklists

1. Purpose & Scope
☐ Purpose statement included (why this checklist exists)
☐ Scope defined (who should use it, when, and for what tasks)

2. Structure and format
☐ Tasks listed in logical order (chronological or dependency-based)
☐ Clear numbering (main steps vs. sub-steps)
☐ Space for user input (dates, initials, trainer names, notes)
☐ Consistent formatting (bullets, indentation, bold for emphasis)

3. Roles & Responsibilities
☐ Super-users or trainers identified by name/role
☐ Expectations for supervision vs. independent work clearly stated
☐ Optional trainings or advanced steps marked as such

4. Safety (if required)
☐ Safety walkthroughs or required modules listed
☐ PPE requirements noted
☐ Links/references to relevant SOPs included

5. Resources & References
☐ Required readings, SOPs, or external guides listed
☐ Links to institutional resources (training portals, forms, etc.)
☐ Equipment/software prerequisites noted

6. Completion Tracking & Target Outcomes
☐ Directions on where to upload completed documents
☐ Includes a statement such as, “At this point, you should know…” and subsequently describes key information
☐ Differentiates between basic competency and advanced skills

8. Document maintenance
☐ Clear owner of checklist (who updates it)
☐ Review cycle defined (e.g., annual update, after major equipment changes)
☐ Version control (date + initials of updater)

