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Before asking someone to follow a procedure, check whether the instructions explain the work clearly 
enough to teach, perform and verify. Use this package to find missing details, prepare a training handoff 
and document what a learner can actually demonstrate.

For supervisors, trainers, procedure owners and quality teams preparing a new or revised standard 
operating procedure (SOP). The forms also help when an existing task is performed inconsistently or a 
new person needs to learn it.

Use the package in this order
1  Review readiness  •  Page 2
Walk through the approved procedure with someone who knows the task. Check the actual work area, 
tools, viewing angles and records. Capture gaps before training begins.

2  Prepare the handoff  •  Page 3
Name the people responsible, define the learning scope and identify the steps that need direct 
observation. Use extra copies for longer tasks.

3  Observe performance  •  Page 4
Demonstrate, allow supported practice, then observe the learner under agreed conditions. Record 
assistance and missed steps as well as successful work.

4  Compare with an example  •  Page 5
Use the fictional bag labeling exercise to see how a vague instruction becomes a teachable step with 
visible evidence.

5  Verify routine use  •  Page 6
Plan a later check of real work and records. Keep open items visible until the assigned reviewer 
evaluates the evidence.

Keep responsibility clear
The procedure owner resolves content gaps and follows local approval controls. The trainer or assessor 
demonstrates and records performance. The designated supervisor or authorizer decides whether 
independent work is permitted. One person may hold more than one role if site requirements allow it.

Scope: This is an original educational resource. Adapt it to approved site procedures, task hazards, qualification 
requirements and document controls. It does not replace specific safety or food safety controls, authorize work or 
certify compliance. Do not test an unclear or unsafe step by trying it.
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WORKSHEET 01

SOP readiness checklist
SOP title and ID: __________________________  Revision: ______  Review date: __________

Task or work area: _________________________  Reviewer and role: ____________________

Circle Yes, No or NA for each check. Verify against the current approved source and actual work conditions. 
Record the reason for every NA and the action for every No below.

No Check to verify Response

01 The task purpose, start point, end point and limits are clear. Yes / No / NA

02 The current approved revision and related forms are available where the work is done. Yes / No / NA

03 Who performs, checks, records and authorizes the work is named by role. Yes / No / NA

04 Required tools, materials, task prerequisites and applicable safety controls are identified. Yes / No / NA

05 Steps follow the real work sequence. Each instruction says what to do and when. Yes / No / NA

06 Checks describe what acceptable work looks like and cite the approved criteria or 
reference. Yes / No / NA

07 The required inspection area can actually be seen or reached safely, including hidden 
surfaces. Yes / No / NA

08 Missing information, abnormal results and stop conditions have a clear escalation path. Yes / No / NA

09 Records identify the task or item, required traceability, who completed it and where to 
store them. Yes / No / NA

10 The trainer can explain each important control and demonstrate the full task as written. Yes / No / NA

11 The learner can access and understand the instructions. Language or learning support is 
planned. Yes / No / NA

12 Practice, observed assessment and independent work authorization requirements are 
defined. Yes / No / NA

Readiness decision:  [ ] Ready for planned training   [ ] Resolve gaps before training

For this review, proceed only when all applicable checks are Yes. An unresolved control, approval, resource or 
comprehension gap keeps the affected training scope on hold.

Gap or NA reason with checklist number and evidence reference
________________________________________________________________________________

Action owner: ____________________  Due date: __________  Recheck date: __________

Rechecked by and decision: _____________________________________________________
Use a continuation sheet when needed. A completed checklist is a readiness review, not site approval.
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WORKSHEET 02

Training handoff worksheet
Complete before the demonstration. Define observable results using approved requirements. Attach or 
reference approved visual aids rather than recreating controlled content.

Task and scope: ______________________________________________________________

Approved SOP ID / revision: __________________  Related forms / revision: ______________

Learner / role: _____________________________  Date / work area: _____________________

Procedure owner: __________________________  Trainer / assessor: ___________________

Independent work authorizer: _________________  Escalation contact / backup: ___________

Prepare the learner and work area
Prerequisites and local controls to confirm before starting
________________________________________________________________________________

Tools and practice materials plus language or learning support needed
________________________________________________________________________________

Map the steps that need observation
Include easily missed surfaces, checks and records. Copy this section for additional steps.

Step or control Observable result and approved source What the learner must show or explain

1

2

3

Stop conditions and who decides the next action
________________________________________________________________________________

Agree on the assessment
Demonstration date: __________  Practice conditions: _________________________________

Observation conditions and required repetitions per local rules: _________________________

______________________________________________________________________________

Evidence to retain / record location: _________________________________________________

Later verification owner and due date or trigger: _______________________________________

Keep attendance, demonstrated competence and authorization as separate records or clearly labeled fields.
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WORKSHEET 03

Competence observation record
Use the handoff criteria for this task. Observe after instruction and practice; record performance and exact 
assistance. A coached attempt alone does not establish independent performance. Attach step-level notes if 
these rows do not cover every required step.

Learner / role: __________________________  Assessor / role: __________________________

Task / SOP revision: _____________________  Date / place: ____________________________

Conditions / attempt number: _____________________________________________________

Mode:  [ ] Simulation   [ ] Authorized work observation    Training completed on: ___________

D = demonstrated without coaching   C = coached or prompted   N = not demonstrated
NO = not observed   NA = not applicable with reason. Record a status in every row.

Performance checkpoint Status What was observed or assistance given

Confirms correct instructions, 
materials and prerequisites

Performs the agreed sequence and 
required checks

Checks the full required area and 
recognizes an unacceptable 
condition

Uses the correct stop and escalation 
response

Completes required records and 
handoff accurately

Teach back in the learner’s own words
Why does the most important control in this task matter
________________________________________________________________________________

What would make you stop and who would you contact
________________________________________________________________________________

Record the decision and limits
Assessment:  [ ] Demonstrated for the recorded scope   [ ] More practice or assessment needed

Open steps / restrictions / reassessment plan: _________________________________________

Owner / due date: ________________________  Evidence or attachment reference: __________

Assessor signature / date: __________________  Learner acknowledgment / date: __________

Independent work authorization and scope / authorizer / date: ___________________________
Mark Demonstrated only when every required step is D and the agreed criteria are met. Unobserved steps remain open. 
Local authorization requirements still apply; acknowledgment confirms the discussion.
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FICTIONAL TRAINING EXERCISE

Worked example for bag labeling
This entire example is invented. Use empty practice bags and paper tokens marked TRAINING ONLY at a 
desk. No product, chemicals, production equipment or actual sample collection is involved. The example does 
not specify a real sampling method.

What the review found
The mock instruction said, “Label the bag and complete the record.” It did not name the fields, explain 
where the label belongs or say what to do when the label and record disagree. A trainer could fill in those 
gaps from memory; a new person could not.

The fictional procedure owner clarified the exercise before training: use the fields on the practice card, 
place the label on the outside where it can be read, check the practice seal, and match the label to the 
collection record. An unclear or conflicting entry stops the handoff until the trainer resolves it.

How the handoff defines visible performance

Practice step Evidence the assessor looks for

Confirm identity Learner uses the same practice card for the bag and the record; does not guess a 
missing entry.

Label the bag Outside label is legible and shows every field on the practice card: item, collection 
date, practice batch and collector.

Close and inspect Learner closes the empty bag as directed and checks the full practice seal. The 
label stays visible.

Match and record Learner compares each required field on the bag with the record and identifies any 
mismatch.

Stop and escalate Learner keeps a mismatched practice bag out of the completed set and asks the 
trainer for the next action.

What the observation actually showed
In the first fictional attempt, the learner omitted the collector field. The assessor prompted them to check 
the practice card, so that step was recorded as C for coached. After practice, a fresh attempt included 
every field without prompting.

For a separate planned challenge, the trainer supplied a deliberately mismatched practice record. The 
learner stopped the handoff, separated the practice bag and told the trainer which field disagreed. The 
record identifies both the successful routine attempt and the challenge as simulations.

What remains open
The observation supports only the recorded simulation scope. Any real task needs its own approved 
instructions, authorized assessment conditions and work authorization. A later check would verify routine 
use and retained records before the assigned owner closes the training action.
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PUTTING THE PACKAGE TO WORK

Implementation and verification notes
Start with one bounded task. Keep the approved procedure as the source of requirements and use these 
worksheets to make responsibilities, evidence and remaining gaps visible.

Before training
Confirm the named owners and compare the written sequence with actual work. Resolve unclear steps 
through document control before using revised instructions. Choose practice conditions that meet local 
controls and avoid unresolved hazards.

During training and assessment
Show the task, explain important checks and allow practice. Observe against criteria agreed in advance. 
Distinguish an incorrect action from a missing tool, inaccessible inspection point or unclear instruction. 
Correct the underlying gap rather than recording every problem as a learner failure.

Use safe simulations for abnormal conditions when appropriate; never create an unsafe condition to test 
a response. Record the simulation’s scope and real-work steps still needing authorized observation.

Plan the later check before calling the action complete
Set the timing, scope and evidence based on the task and approved local requirements. A useful check 
may include direct observation during routine work and a review of the resulting records. One successful 
attempt does not show that every person or shift is using the procedure consistently.

Define before the check Record after the check

Owner and due date or event trigger Who checked, when and under what conditions

People, work conditions and records in scope What was actually observed or reviewed

Expected result and approved reference Result, evidence location and any limitation

Response if the check does not pass Immediate control, correction owner and next review

Keep containment and closure separate
If a gap could affect current work, follow the site’s escalation process and record the immediate control. 
Holding affected work or correcting one label may address the immediate issue. Closure requires the 
designated reviewer to evaluate the planned evidence and decide whether further action is needed.

Keep a short action record
Gap or action: _________________________________________________________________

Immediate control / owner: ______________________________________________________

Corrective action / owner / due date: _________________________________________________

Verification method / result / evidence reference: ______________________________________

Closure decision / reviewer / date or next review: _______________________________________

Maintain the completed records under the site’s retention and access rules. Reassess training needs when the 
procedure, task, tools or observed performance changes.
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