MICHELSON PRIZE & GRANTS RESEARCH QUALITY ASSURANCE TOOLKIT

QUALITY RESEARCH PRACTICES SELF ASSESSMENT CHECKLIST

	SECTION 1.  Personnel Management & Training


	Yes
	No
	Required in 2nd MPG Grant Application
	Required at Data Package 1 Prize Application Site Visit

	1. Is a research team organization chart available?
	
	
	
	+

	2. Are current personnel job descriptions available and reflective of project job responsibilities?
	
	
	
	

	3. Are resumes or CV’s available for project personnel?
	
	
	+
	+

	4. Is new employee training on laboratory safety  documented?
	
	
	
	+

	5. Is a signature & initials identification log available for study personnel?
	
	
	
	+

	6. Is a contact list of employees responsible for QA elements available?
	
	
	
	

	7. Are records available for staff that document training and ongoing competency in procedures, policies, and equipment use?
	
	
	+
	+

	SECTION 2.  Equipment Management
	Yes
	No
	Required in 2nd MPG Grant Application
	Required at Data Package 1 Prize Application Site Visit

	1. Is a current equipment inventory log maintained?
	
	
	+
	+

	2. Is a maintenance [routine and non-routine] log maintained for each piece of critical equipment?  
	
	
	
	+

	3. Are designated personnel responsible for equipment maintenance?
	
	
	
	

	4. Are Standard Operating Procedures (SOP’s) available for use of equipment, maintenance of equipment and calibration of equipment?  
	
	
	
	

	5. Is a calibration log maintained for each critical piece of equipment?
	
	
	
	+

	6. Are biosafety hoods uniquely identified and traceable to procedures?
	
	
	
	

	7. Are pipettes uniquely identified, used consistently and traceable to critical procedures?
	
	
	
	

	SECTION 3.  Methods Validation Management
	Yes
	No
	Required in 2nd MPG Grant Application
	Required at Data Package 1 Prize Application Site Visit

	1. Have research methods and protocols been standardized into SOPs?
	
	
	+
	+

	2. Are method validation and qualification summaries available for review?
	
	
	
	+

	SECTION 4.  Standard Operating Procedures Management


	Yes
	No
	Required in 2nd MPG Grant Application
	Required at Data Package 1 Prize Application Site Visit

	1. Are critical technical processes, data collection and equipment use captured in standard operating procedures (SOPs)?
	
	
	+
	+

	2. Are SOPs current and used by the scientists who perform the work?
	
	
	
	+

	3. Do SOPs link to data forms with fields to record identity and date of data entry?
	
	
	
	+

	4. Are SOPs reviewed and revised as need, and historical SOPs retained?
	
	
	
	

	SECTION 5.  Data and  Documents Management (paper/electronic)


	Yes
	No
	Required in 2nd MPG Grant Application
	Required at Data Package 1 Prize Application Site Visit

	1. Are procedures in place for logging receipt, storage, expiration and disposition of chemical reagents?
	
	
	
	

	2. Are records maintained of preparation of buffers and other laboratory solutions?
	
	
	
	

	3. Are chemicals, reagents, and solutions properly labeled with expiration dates?
	
	
	+
	+

	4. Are procedures in place to record critical facilities data (temperature, water quality) that need to be monitored for this project?
	
	
	
	

	5. Are procedures in place to ensure that animals are uniquely identified throughout study activities and in study documentation?
	
	
	+
	+

	6. Are records of research animal acquisition, care, monitoring, sampling and disposition maintained?
	
	
	+
	+

	7. Are procedures in place to ensure that specimens are uniquely identified, appropriately stored and can be tracked through the course of the project?
	
	
	+
	+

	8. Are data entries signed or initialed and dated?
	
	
	
	+

	9. Are data recorded legibly in a permanent (ink) and timely manner?
	
	
	
	

	10. Are errors and corrections easily identifiable?
	
	
	
	

	11. Are records backed up when necessary and securely maintained?
	
	
	
	

	12. Are procedures in place for detecting, recording and    managing laboratory errors, outliers or nonconforming data?
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