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How to Use
· Use this one-page template to teach a single improvement, standard, or tip. 
· Keep it visual. Aim for one key point per page, with a clear photo or diagram, short bullets, and exactly what to do and not do. 
· Reference relevant SOPs so the OPL reinforces – not replaces – the standard.
· Suggested flow: 
Capture the problem or opportunity  →  Define the one change  →  Show before/after  →  Train & sign.
· Following this general use template are two more variants, more adapted to their specific use cases:
·  Troubleshooting OPL (symptom → cause → action) 
· Quality OPL (checkpoints, defect examples, acceptance criteria)


General use template
	OPL Title
	
	Area / Line
	

	Category 
	Safety/Quality/Delivery/Cost/People
	Applies to 
	(Role/Equipment)

	Author
	
	Date / Version
	

	Related SOP 
	
	Review by 
	(date)



	Insert photo / diagram here
	1) Key points:  (keep to 3 bullets)
• 
• 
• 
2) Why this matters:  (2–3 lines)



3) Do’s and Don’ts

	
	DO
	DON’T

	
	
	

	
	
	

	
	
	



	BEFORE (photo)
	AFTER (photo)

	






	



Training Acknowledgement (optional)
	Trainee Name
	Role
	Trainer Initials
	Date

	
	
	
	






Template: TROUBLESHOOTING (SYMPTOM → CAUSE → ACTION)
	OPL Title
	
	Area / Line
	

	Applies to 
	Safety/Quality/Delivery/Cost/People
	Applies to 
	(Role/Equipment)

	Author
	
	Date / Version
	

	Related SOP 
	
	Review by 
	(date)



Safety: 	Confirm lockout/tagout and PPE where applicable. 
Read hazard notes in the related SOP before starting.

	Symptom (what you see)
	Likely causes (common first)

	

	


	Quick checks (in order)
	Corrective actions (in order)

	1) 
	1) 

	2) 
	2) 

	3) 
	3) 



	Verification & restart checks
	Escalate to (if unresolved by step X)

	• 
	• 

	• 
	• 



	Insert photo/diagram (cause)
	Insert photo/diagram (action/result)




Template: QUALITY CHECKPOINT
	OPL Title
	
	Area / Line
	

	Applies to 
	Safety/Quality/Delivery/Cost/People
	Applies to 
	(Role/Equipment)

	Author
	
	Date / Version
	

	Related SOP 
	
	Review by 
	(date)



	CTQ characteristic
	Checkpoint/Where
	Method / Tool
	Tolerance / Spec
	Sampling 
	Record in 

	
	
	
	
	(e.g., 1/30 min)
	(system/form)

	
	
	
	
	
	

	
	
	
	
	
	



	GO example 
	NO-GO example 

	Insert photo + short note
	Insert photo + short note



	Containment / Rework step
	Who
	Time limit / Next step

	
	
	

	
	
	

	
	
	



Escalation: 	Stop and call QA if any NO-GO is found or if acceptance criteria are unclear. 
Record nonconformances per procedure.
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