
Tool 32-1. Sample Data Collection Plan

The figure shows a completed data collection plan for a project undertaken to reduce bus drivers’ absenteeism in a
major city. 

This document provides a place for the major elements and issues regarding data collection. Broad objectives are 
appropriate for planning. Specific, detailed objectives are developed later, before the program is designed. Entries in the
measures column define the specific measure; entries in the method/instruments column describe the technique used to
collect the data; in the sources column, the source of the data is identified; the timing column indicates when the data are
collected; and the responsibilities column identifies who will collect the data.

 



Le
ve

l

1 2 3 4 5

B
ro

ad
 P

ro
g

ra
m

 O
b

je
ct

iv
e(

s)

R
E

A
C

T
IO

N
 &

 S
A

T
IS

FA
C

T
IO

N
 

•
P

os
iti

ve
 e

m
pl

oy
ee

 r
ea

ct
io

n 
to

 t
he

no
-f

au
lt 

po
lic

y

LE
A

R
N

IN
G

•
E

m
pl

oy
ee

 u
nd

er
st

an
di

ng
 o

f 
th

e 
po

lic
y

A
P

P
LI

C
A

T
IO

N
/

IM
P

LE
M

E
N

TA
T

IO
N

1.
 

E
ff

ec
tiv

e 
an

d 
co

ns
is

te
nt

 im
pl

em
en

-
ta

tio
n 

an
d 

en
fo

r c
em

en
t 

of
 t

he
 p

ro
-

gr
am

s
2.

 
Li

tt
le

 o
r 

no
 a

dv
er

se
 r

ea
ct

io
n 

fr
om

cu
rr

en
t 

em
pl

oy
ee

s 
re

ga
rd

in
g 

th
e

no
-f

au
lt 

po
lic

y
3.

 
U

se
 o

f 
th

e 
ne

w
 s

cr
ee

ni
ng

 p
ro

ce
ss

B
U

S
IN

E
S

S
 IM

PA
C

T
1.

 
R

ed
uc

e 
dr

iv
er

 a
bs

en
te

ei
sm

 a
t 

le
as

t
2%

 d
ur

in
g 

fir
st

 y
ea

r
2.

 
M

ai
nt

ai
n 

pr
es

en
t 

le
ve

l o
f 

jo
b 

sa
tis

fa
ct

io
n 

as
 n

ew
 p

ol
ic

y 
is

 
im

pl
em

en
te

d
3.

 
Im

pr
ov

ed
 c

us
to

m
er

 s
er

vi
ce

 a
nd

sa
tis

fa
ct

io
n 

w
ith

 r
ed

uc
tio

n 
in

sc
he

du
le

 d
el

ay
s

R
O

I  
Ta

rg
et

 R
O

I 
=

 2
5%

M
ea

su
re

s

•
P

os
iti

ve
 r

ea
ct

io
n 

fr
om

em
pl

oy
ee

s

•
S

co
re

 o
n 

po
st

te
st

 a
t

le
as

t 
70

 

1.
 

S
up

er
vi

so
rs

’
re

sp
on

se
 o

n 
pr

og
ra

m
’s

 in
flu

en
ce

2.
 

E
m

pl
oy

ee
 

co
m

pl
ai

nt
s 

an
d 

un
io

n
co

op
er

at
io

n

1.
 

A
bs

en
te

ei
sm

2.
 

E
m

pl
oy

ee
 

sa
tis

fa
ct

io
n

3.
D

el
ay

s 
im

pa
ct

 o
n

cu
st

om
er

 s
er

vi
ce

D
at

a 
C

o
lle

ct
io

n
M

et
h

o
d

/I
n

st
ru

m
en

ts

•
Fe

ed
ba

ck
 q

ue
st

io
nn

ai
re

•
Tr

ue
-f

al
se

 t
es

t

1.
 &

 2
. 

Fo
llo

w
-u

p 
qu

es
tio

n-
na

ire
 t

o 
su

pe
rv

is
or

s
(t

w
o 

sa
m

pl
e 

gr
ou

ps
)

3.
S

am
pl

e 
re

vi
ew

 o
f 

in
te

r-
vi

ew
 a

nd
 s

el
ec

tio
n

re
co

rd
s

1.
 

M
on

ito
r 

ab
se

nt
ee

is
m

2.
 

Fo
llo

w
-u

p 
qu

es
tio

nn
ai

re
to

 s
up

er
vi

so
rs

3.
 

M
on

ito
r 

bu
s 

sc
he

du
le

de
la

ys

D
at

a 
S

o
u

rc
es

•
E

m
pl

oy
ee

s

•
E

m
pl

oy
ee

s

1.
 

S
up

er
vi

so
rs

2.
C

om
pa

ny
re

co
rd

s

1.
 

C
om

pa
ny

re
co

rd
s

2.
S

up
er

vi
so

rs
3.

 
D

is
pa

tc
h

re
co

rd
s

Ti
m

in
g

•
A

t 
th

e 
en

d 
of

 e
m

pl
oy

ee
m

ee
tin

gs

•
A

t 
th

e 
en

d 
of

 t
he

em
pl

oy
ee

 m
ee

tin
gs

1.
 

Fo
llo

w
in

g 
em

pl
oy

ee
m

ee
tin

gs
, 

sa
m

pl
e 

on
e

gr
ou

p 
at

 t
hr

ee
 m

on
th

s
an

d 
an

ot
he

r 
gr

ou
p 

at
si

x 
m

on
th

s
2.

 
Th

re
e 

m
on

th
s 

an
d 

si
x 

m
on

th
s 

af
te

r
im

pl
em

en
ta

tio
n 

1.
 

M
on

ito
r 

m
on

th
ly

; 
an

al
yz

e 
on

e 
ye

ar
 p

re
 

an
d 

on
e 

ye
ar

 p
os

t 
im

pl
em

en
ta

tio
n

2.
 

Th
re

e 
m

on
th

s 
an

d 
si

x
m

on
th

s 
af

te
r 

em
pl

oy
ee

 m
ee

tin
gs

3.
 

M
on

th
ly

R
es

p
o

n
si

b
ili

ti
es

•
S

up
er

vi
so

rs

•
S

up
er

vi
so

rs

•
H

R
 p

ro
gr

am
 

co
or

di
na

to
r

•
H

R
 p

ro
gr

am
 

co
or

di
na

to
r

C
o

m
m

en
ts

:
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__

D
at

a 
C

o
lle

ct
io

n
 P

la
n

—
M

et
ro

 T
ra

n
si

t 
A

u
th

o
ri

ty
  

E
va

lu
at

io
n 

P
ur

po
se

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_

P
ro

gr
am

:_
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

R
es

po
ns

ib
ili

ty
:_

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

_D
at

e:
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

__
__

A
bs

en
te

ei
sm

 R
ed

uc
tio

n
P

at
ti 

P
hi

lli
ps

Ja
nu

ar
y 

15


