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Field Service Technician On-Site Work Checklist 
1. Pre-Dispatch Preparation 
Verify all requirements before leaving for the job site. 
☐ Review work order details (customer name, address, contact, site access notes, 
scope of work). 
☐ Confirm job priority, SLA timelines, and any special instructions or safety 
requirements listed in the work order. 
☐ Verify that you have all required tools, test equipment, and calibration certificates (if 
applicable). 
☐ Check that you have the required materials and spare parts based on the expected issue 
(consumables, replacement modules, connectors, fasteners). 
☐ Confirm you have the necessary documentation (schematics, manuals, procedures, 
permits, forms) downloaded or printed for offline access. 
☐ Ensure mobile device, laptop, and test instruments are fully charged and have 
required apps/software installed and updated. 
☐ Verify vehicle readiness (fuel level, basic tools, ladders, safety cones, first-aid 
kit, fire extinguisher, if required). 
2. Personal Safety and PPE Check 
Confirm you are properly protected for the field environment and job type. 
☐ Select appropriate PPE based on job and site requirements (safety shoes, hard 
hat, safety glasses, gloves, high-visibility vest). 
☐ Check PPE condition and expiry dates (helmets, fall protection, arc-flash gear, 
respirators if used). 
☐ Verify availability of task-specific safety gear (lockout/tagout kit, insulated tools, 
ear protection, safety harness). 
☐ Review relevant safety procedures or job hazard analysis for the equipment or 
task type before arrival. 
. 
☐ Confirm you are fit for duty (rested, no impairment, medically cleared for work at 
heights or confined spaces if applicable). 
3. Site Arrival and Check-In 
Secure access and align with the customer before starting work. 
☐ Arrive at the correct location as per the work order and verify the company/site name 
and access gate or entrance. 
☐ Park vehicle safely in designated or safe area without blocking access, 
emergency exits, or fire lanes. 
☐ Check in with site reception, security, or designated contact person according to 
site rules. 
☐ Sign in to the visitor log or permit system as required and obtain a visitor badge or 
access card if needed. 
☐ Verify on-site contact details and confirm work scope, affected equipment, and 
expected downtime with the customer. 
4. Site Safety Assessment and Controls 
Evaluate the work area and put safety controls in place. 
☐ Walk the work area and identify potential hazards (electrical, mechanical, 
chemical, trip hazards, traffic, weather, heights). 
☐ Confirm any required permits are obtained and valid (hot work, confined space, 
electrical isolation, working at height). 
☐ Set up barriers, cones, or warning signs to secure the work area and restrict 
unauthorized access where necessary. 
☐ Verify that lighting, ventilation, and housekeeping around the equipment are adequate 
for safe work. 
☐ Review and agree on emergency procedures with on-site contact (alarms, muster 
points, emergency numbers, first-aid support). 
5. Equipment Identification and Verification 
Confirm you are working on the correct asset with the correct information. 

☐ Locate the specific equipment or system listed in the work order and verify the tag 
number or ID plate matches the records. 
☐ Confirm equipment status with the operator or control room (running, standby, 
isolated) before starting any work. 
☐ Compare on-site configuration to available drawings, P&IDs, wiring diagrams, or 
network layouts and note any differences. 
☐ Photograph or record equipment labels, nameplates, and current settings as 
baseline reference before changes. 
☐ Verify model numbers, firmware/software versions, and compatibility of any 
planned replacement parts or modules. 
6. Lockout/Tagout and Isolation (If Applicable) 
Control hazardous energy before working on equipment. 
☐ Identify all energy sources for the equipment (electrical, hydraulic, pneumatic, 
mechanical, thermal, stored energy). 
☐ Coordinate isolation with authorized site personnel following site lockout/tagout 
procedures and authority levels. 
☐ Apply locks, tags, and isolation devices to all required points and clearly label 
your name, company, and contact info if required. 
☐ Verify isolation by testing for the absence of energy with appropriate test 
instruments before touching conductors or moving parts. 
☐ Release or safely secure any stored energy (bleed pressure, discharge 
capacitors, secure moving parts) according to procedure. 
7. Initial Assessment and Problem Verification 
Understand the issue and confirm the reported fault. 
☐ Discuss with operators or users to gather history of the problem, symptoms, and 
recent changes (repairs, upgrades, power events). 
☐ Review existing logs, alarm history, fault codes, or SCADA/HMI records relevant 
to the issue. 

☐ Perform a basic visual inspection for obvious issues (loose connections, damage, 
contamination, overheating, leaks). 
☐ Reproduce the fault safely if possible and allowed, confirming operating 
conditions when the issue occurs. 
☐ Record baseline readings (voltages, currents, temperatures, pressures, response 
times) for comparison during troubleshooting. 
8. Troubleshooting and Diagnostics 
Systematically identify the root cause of the problem. 
☐ Follow standard diagnostic procedures, decision trees, or manufacturer 
guidelines relevant to the equipment type. 
☐ Use calibrated test equipment (multimeter, analyzer, laptop diagnostics, software 
tools) according to safe work practices. 
☐ Isolate subsystems or components methodically to narrow down the fault (power 
supply, control, communication, sensors, actuators). 
☐ Check for both technical and environmental causes (configuration errors, 
network issues, overheating, dirt, vibration, moisture). 
☐ Document each test performed, results obtained, and components ruled out to 
support clear traceability. 
9. Repair, Replacement, and Adjustments 
Perform corrective actions to resolve the issue. 
☐ Confirm with the customer the planned corrective action, expected downtime, and 
any impact on operations before proceeding. 
☐ Replace or repair faulty components using approved parts and methods 
according to manufacturer procedures and site standards. 
☐ Update device settings, firmware, or configurations only as required and record 
all changes made for future reference. 
☐ Ensure all mechanical connections (mounting, fasteners, couplings) and 
electrical terminations are secure and correctly torqued where required. 

☐ Maintain cleanliness and ESD-safe practices when working on sensitive 
electronic equipment or control panels. 
10. Testing, Commissioning, and Functional Verification 
Validate that the system operates correctly after work is completed. 
☐ Remove lockout/tagout devices in coordination with authorized personnel, 
following the correct re-energization procedure. 
☐ Power up or start the equipment step-by-step while monitoring for abnormal 
sounds, alarms, leaks, or behavior. 
☐ Run functional tests according to standard test procedures or commissioning 
checklists for the specific system. 
☐ Verify key performance parameters against specifications or baseline data 
(speed, load, response time, accuracy, quality output). 
☐ Confirm with the operator or user that system functions as expected in normal 
operating modes and scenarios. 
11. Data Recording, Documentation, and Asset Updates 
Record all work performed and update asset information. 
☐ Complete all required fields in the work order or field service app (time on site, 
tasks performed, parts used, test results). 
☐ Attach photos of equipment before and after work, replaced components, and 
any notable conditions or labels. 
☐ Log serial numbers, part numbers, firmware versions, and configuration changes 
for all replaced or updated items. 
☐ Update asset history and maintenance records in the CMMS or asset 
management system as required by procedure. 
☐ Note any follow-up actions, recommended upgrades, or future preventive 
maintenance tasks for planning purposes. 
12. Customer Communication and Handover 
Ensure the customer understands the work done and the next steps.
 
☐ Explain the root cause of the issue and describe the corrective actions taken in 
clear, non-technical language if needed. 
☐ Review equipment status and any limitations, monitoring requirements, or 
temporary measures in place after the repair. 
☐ Communicate any risks, recommended spare parts, or additional work that 
should be scheduled, including estimated effort and urgency. 
☐ Obtain customer sign-off or digital acknowledgment on the work order, including 
confirmation of service quality and site condition. 
☐ Provide or confirm contact details for support in case of recurrence or questions, 
and inform the customer of the ticket closure process. 
13. Site Restoration and Housekeeping 
Leave the site safe, clean, and in agreed condition. 
☐ Remove tools, test equipment, and materials from the work area and verify 
nothing is left inside panels or enclosures. 
☐ Dispose of waste (packaging, damaged parts, consumables) according to site 
environmental and recycling policies. 
☐ Restore guards, covers, labels, and safety devices to their original or improved 
condition before leaving equipment in service. 
☐ Remove temporary barriers, lockouts, or signage that are no longer required and 
confirm the area is safe for normal operations. 
☐ Conduct a final visual check with the customer or operator to verify the cleanliness 
and the general condition of the work area. 
14. Departure, Reporting, and Post-Job Review 
Wrap up the visit and prepare for continuous improvement. 
☐ Check out according to site requirements (sign-out log, return visitor badges, 
inform security or reception of departure). 
☐ Confirm with dispatcher or service coordinator that the job is complete or specify 
if follow-up visits are required. 

☐ Submit completed work orders, timesheets, photos, and required forms through 
the designated system before the end of the shift, where possible. 
☐ Reflect on any lessons learned, recurring issues, or improvements to tools, 
procedures, or spare parts stocking and note them for the team. 
☐ Restock vehicle inventory (spares, consumables, PPE) and recharge tools and 
devices to be ready for the next dispatch. 
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