
The Effective Checklist Checklist
Purpose: Use this tool when creating a new checklist or when evaluating an existing one. It will help you 
determine whether the checklist is clear, manageable, and instructionally useful, or whether it needs to be 
revised, streamlined, or chunked into smaller parts.

Use the following indicators to determine if the checklist is:

	� 1. Precise: It uses clear, specific language. Each item describes exactly what the teacher should do or 
look for.

• Is each step written clearly enough that any teacher could understand and act on it?
• Is there any vague language that needs tightening?

	� 2. Easy to use: It is simple to follow and does not require excessive explanation.
• Could a teacher use this checklist independently?
• Does the flow make sense, or would reorganizing the steps make it easier to follow?

	� 3. Clutter-free: It is visually clean and free of unnecessary words, formatting, or extra indicators.
• Is there anything here that doesn’t truly need to be included?
• Are there items that can be removed due to redundancy?

	� 4. Lists the most critical steps only: It highlights what is essential for successful implementation, not 
every possible move or detail.

• Does each indicator directly support the core purpose of the routine or strategy?
• Are there items that would be better suited to a second checklist or a separate phase of 

implementation?

	� 5. One page: It fits on a single page without feeling squeezed or overwhelming.
• If this needs to be more than one page, how can the strategy be chunked into parts?
• Which components logically belong on one page? Which ones could stand alone?

Number of Indicators Met:

Quick Scoring Guide
Number of Indicators Met

5 The checklist is ready to use as-is.

3 - 4 The checklist is usable but may benefit from small revisions.

0 - 2 The checklist likely needs significant revision or chunking.




