
The Power 
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Harnessing the 
Power of Checklists

“Too much airplane for one person to fly.”



Objectives
Using Checklists for QA

Using Checklists for Communication

Constructing a new QA Checklist



Using Checklists for 
Quality Assurance 

Checklist vs. To-Do List?



Course 
Completion 
Checklist



Using Checklists
to Improve 

Communication & 
Teamwork





Constructing a 
5-9 item checklist
for a QA process

Do-Confirm vs. Read-Do



A good checklist
• Is it a Do-Confirm or Read-Do checklist?

• Is it simple, precise, and to the point?

• Does it provide reminders of what is most 
important?

• (Have you added items to improve 
communication for those using it?)

• (Is it usable? Have you tried it out with 
users and edited it as needed?)



Setting up a CR Gradebook



Setting up a CR Gradebook - Illustrated



Paper vs. Digital

Checkify

Mainfestly

Monday

Smartsheet

Trello

Asana

MS To-Do

Google Tasks





Focus on the 
Hard Stuff



Thank you
Clay Ham, PhD, PMP

cham@ed.sc.gov

www.virtualsc.org




	The Power �of a Checklist
	Slide Number 2
	Slide Number 3
	Scholarship of Application
	Harnessing the Power of Checklists
	Objectives
	Using Checklists for Quality Assurance 
	Slide Number 8
	Using Checklists�to Improve Communication & Teamwork
	Slide Number 10
	Constructing a �5-9 item checklist�for a QA process
	A good checklist
	Slide Number 13
	Slide Number 14
	Paper vs. Digital
	Slide Number 16
	Focus on the �Hard Stuff
	Thank you
	Slide Number 19

