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Data Collection	

Work Performance Data Sheet
This form records a worker’s productivity. Begin by 
defining the reasons for taking the data, for example, 
are you conducting a formal assessment or are you 
documenting a training plan?
Compiling information takes time. Record only 
practical data like progress toward a goal or on-site 
observations that may lead to a critical adjustment in 
the training plan.
Most columns on this form are self-explanatory, like 
date, number of errors, etc., but note these:

Baseline Performance: put a check mark in 
the column only when recording an initial 
assessment.
Training Given: check here to document that a 
training session took place, even if specific data 
are not recorded. It’s difficult to inspect and 
assess every performance, yet it’s important to 
log its occurrence.
Comments/Observations: use this column 
to make note of training procedures or 
nonproductive behaviors.

Work Behavior Sheets
Either one of two methods can be used to chart work 
behavior — interval recording and event recording:

1.	 Interval Recording Method provides an 
effective way to record frequently occurring 
behaviors. Observe workers consistently for 
three, 5-minute periods to determine if a 
behavior is occurring. Record an “x” for yes, “o” 
for no. 

2.	 Event Recording Method allows you to record a 
behavior when it occurs during an observation 
session. It doesn’t require continuous 
observation. Define a time frame (e.g., 45 
minutes) and record all occurrences during that 
time period.

Data Display Sheet
This form is effective for giving performance 
feedback to workers and helps you evaluate training 
strategies. 
A graph illustrates a worker’s progress toward an 
established goal. The goal can be either behavioral or 
performance-oriented.

Data Collection

All work activities include a data collection system. The four data sheets help you log 
relevant information on each worker’s performance (Work Performance Data Sheet) and 

work behaviors (two Work Behavior Sheets). An easy-to-read graph (Data Display Sheet) allows 
you to display raw data for instant review. 

Examples of completed data sheets are provided on the following pages and should be reviewed 
while reading the explanations below.
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