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Introduction 

• Collecting Baseline Data is crucial in ensuring you 
have a basis for measuring improvement.  

 

• This data collection has been kept as simple as 
possible and should be completed in advance of the 
Leadership Team Coaching session. 

 

• Results can also be discussed in the Email and 
Meetings Management sessions, to set the scene as 
to how the team are currently performing before 
focusing on what best practice tells us. 
 



© NHS Institute for Innovation and Improvement 2012. Any use of this material without specific 

permission of the NHS Institute for Innovation and Improvement is strictly prohibited. 

Baseline data collection is one of the first 

activities for participants in the programme 
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Managing the Baseline Data Collection 

process 
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Baseline Data documents you will need to access 

There are two spreadsheets which you need to complete 

the process: 

 

•Baseline Data Collection - Participant - this is the 

version you will be sending to all participants to complete 

(please note previously there was one sheet for Leaders 

and one for PAs – this new sheet is for all participants). 

 

•Baseline Data Collection - Analysis Sheet – this is the 

document facilitators will use to collate the results and 

collate the team profile 

 

•Both spreadsheets were updated in February 2012. 
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Instructions for setting up the Baseline 

Data Collection sheets, and 

specifying additional questions if 

required 
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Overview of the instructions 

See the following pages for step by step visual instructions 

• Instructions for inserting your email address and submission deadline 

into the baseline data collection sheet 

 

• Open the Baseline Data Collection – spreadsheet, enable macros*, and 

press ‘Next’ 

• Select ‘Tools’, ‘Protection’ then ‘Unprotect Sheet’ 

• Complete the following details. 

– ‘Project manager’s email’ - enter your email address  

– ‘Deadline for submission ‘ -  enter the date that the participant must 

submit their results by 

– ‘Number of days to collect data for’ – The total number of days (up to 10, 

minimum of 5) for which the participant must collect data  

• Then go back to ‘Tools’, ‘Protection’ select ‘Protect Sheet’ and then ‘Ok’ 

* See slide 8 for details 
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Open the spreadsheet, enable macros 

and press ‘Next’ 
Click 

“Options” 

Select 

“Enable 

this 

content” 

Then click 

“OK” 

And 

“Next” 
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Select ‘Review’, then ‘Unprotect Sheet’ 
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. 

How to set up the “Start” page  

Enter your email address 

 

Enter the deadline for 

participants to return the 

baseline data collection 

spreadsheets 

 
Enter the total number of 

days that you require the 

participants to collect 

data 
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Go to ‘Review’, select ‘Protect Sheet’  

and then ‘OK’ 
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To specify additional questions that you would like 

to ask - click on the ‘Data Collection’ sheet, and 

update the text in the cells shown below 
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Instructions for creating the team 

profile 
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Overview of the instructions 

See the following pages for step by step visual instructions 

Instructions for creating the team profiles 

 

• Open the first spreadsheet that is completed by the leader and returned to you  

• Select the sheet titled ‘Data Collection’ 

• Click on the cell shown (the first row of the ‘Total’ column) 

• Select all of the cells from row 8 to row 24 – which includes the ‘Number of Days 

Completed’ cell 

• Right click on one of the selected cells and select ‘Copy’ 

• Open the spreadsheet ‘Baseline data analysis sheet - Facilitator’ and select the ‘Leader 

Baseline Data’ tab 

• Select the cell next to the first question in the ‘Name’ column as shown below 

• Right click and select ‘Paste Special’  

• In the ‘Paste’ section select ‘Values’ then click ‘OK’ 

• The results from the individuals spreadsheet should now appear in the selected column 

• Put the name into row 8, as shown below 

• Undertake the same process for the remaining leaders’ spreadsheets* 
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Select the ‘Data Collection’ sheet tab 
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Click on the cell shown (the first row of 

the ‘Total’ column) 
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Select all of the cells from row 8 to row 24 – which 

includes the ‘Number of Days Completed’ cell 
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Right click on the one of the selected cells, and 

select ‘Copy’ 
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Open the spreadsheet ‘Baseline data analysis 

sheet - Facilitator’ and select the ‘Baseline Data’ 

tab 
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Select the cell next to the first question in the 

‘Name’ column as shown below 



© NHS Institute for Innovation and Improvement, 2012 

Right click and select ‘Paste Special’  
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In the ‘Paste’ section select ‘Values’ then click ‘OK’ 
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The results from the individuals spreadsheet 

should now appear in the selected column 
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Put the name into row 8, as shown below 
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Undertake the same process for the remaining 

spreadsheets 
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Viewing team profiles 

 



© NHS Institute for Innovation and Improvement, 2012 

To view the team scores  
Select the following worksheets: 

 - data charts (emails) 

 - data charts (meetings)  

 - data charts (additional)  
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Once you have created the team profile make sure 

that you save a copy. This will allow you to use the 

blank data analysis sheet again 

•To save the spreadsheet: 
 

•Go to the Office Button, 
click Save As, and  

•in the File Name section 
change the file name to 
include the date and your 
organisation name. 

 

 


