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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
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Baseline data collection is one of the first
activities for participants in the programme
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Managing the Baseline Data Collection
process

© NHS Institute for Innovation and Improvement, 2012



IL 1 Lbi

Institute for Innovation
and Improvement

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.

Improvement, 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 Iinstructions

* 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

© NHS Institute for Innovation and Improvement, 2012
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and press ‘Next’
Click

e 0
= . T : = =y - = .
Arial 0 A AT = =% = Wrap Text General &« ”
I Gacon O Ll ==k Options
aste - || EEE - - - =E = =||==E 2= - =0 . onditic
- - Format Painter il | A | |E = 5|5 #|] B Merge & Center || 2] Formatti
Clipboard IFi Font L] IFi MNumber L]
H9 o ||_|J| 2
@ Security Warning Macros have been disabled. Options..
| R33C2 v (- £ | Select
M Microsoft Office Security Options \ “ E na b | e
@ Security Alert - Macro th IS
Cndg ”
.|| racr content
Macros have been disabled, Macros might contain viruses or other security hazards, Do not e 15 content unless
* you trust the source of this file,
Warning: It is not possible to determine that this content came a trustworthy source. You
* should leave this content disabled unless the content proy critical functionality and you trust its
* SOUrCE. 4
More information Th e n CI I Ck
Pl&l} File Path:  C:\Documents and Setti onn'\Desktop'Productive Leader'\Baseline data collection - Leader.xls i “O K”
val

) Help protect me fr nknown content (recommended)

@®

And
“Next”

OK ]l Cancel ]

Open the Trust Center
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Select ‘Review’, then ‘Unprotect Sheet’

Baseline data collection - Leader.xls [Compatibily ode] - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View

w @ ab [] E E 7} show/Hide Comment @ @ ﬁ Protect and Share Workbook
L7 Show All Comments @ Allow Users to Edit Ranges

Spelling Research Thesaurus Translate Delete Previous Mext . Unprotect  Protect Share .
Eumment iz» Show Ink Sheet  Workbook » Workbook L2 Track Changes =
Proofing Comments Changes
B—

R34C1 hd 'i : E

The Productive Leader - Leader Baseline Data Collection

Your Details
(Please enter befow)

|

Department / Team |

Organisation |

Data Collection Pernod Start Date
End Date
Role Leader

© NHS Institute for Innovation and Improvement, 2012
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How to set up the “Start” page
The Productive Leader - Leader Baseline Data Collection
Your Details
(Please enter befow)
|
| Enter your email address
|
Start Date _
.'\u'c;Ef:.qTiZfZays for whfcﬁ the data is collected do Enter the deadllne for
retne fo b conseeutie participants to return the
er i i
- e baseline data collection
1’4 spreadsheets
Number of days to collect data for* M" Enter the tOtal num ber Of
days that you require the
*Your Project Managerf'FgciIitatorwiII prq»‘ide th.is information. Pleae contact them if you ..
are unable to complete this sheet or require assisstance. | par“ClpantS to CO”eCt
data

© MHE Ingtitute for Innovation and Improvement 2008, Any use of thiz material without specific permizsion of the NHE Institute for
Innowvaticn and Improvement iz strictly prohibited.
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and then ‘OK’

V[ W & | O tdeemEa @ B i
‘v Show All Comments el Allow |
Spelling Research Thesaurus Translate Mew Delete Pravious MNext ... Prot Protect Share

Camment i3 Show Ink Sheet ok ~ Workbook 5 Track €
Proofing Comments Changes

Hd9-c -

RAOCA - i

The Productive Leader - Leader Baseline Data Collection

Your Details
{Please enter below)

|
Password to unpratect sheet;
Department / Team | || |

Bllow all users of this warksheet ta:

&

Protect warksheet and contents of locked cells

Protect Sheet |E

I [zl ok colis
[+ Select unlocked cells
Data Collection Period Start Date L_|Format cels
End Date || Farmat calumns
|| Format rows
L_|Insert columns
Leader | [ |Insert rows
L_| Insert byperlinks
|| Delete columns
Project Managers email joe@bloggs com | - Delets rews

Ok C |
e e 51/10/2008 | [ J [ concel ]

© NHS Institute for Innovation and Improvement, 2012



To specify additional questions that you would like mstitute ot

and Improvement
to ask - click on the ‘Data Collection’ sheet, and "
update the text in the cells shown below

3 How many mestings did vou attend that ended on time?
17

How many minuteg, papers or agendas did yvou receive

=ach day?
18

How many minutez, papers or agendas did you receive
legz than 42 hourg before the 2cheduled meeting?

3
19

gl Additional Data

1 Optional Question 1
21

2 Optienal Question 2

—
25 | Facilitator note: If vou nee to captureNgddition data please populate the two optional question fields above before sending to particip
26
27
28

M 4 » M| Instructions - Start

Readw |

Leader data charts emails -~ %1

© NHS Institute for Innovation and Improvement, 2012
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Instructions for creating the team
profile
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Overview of the instructions s

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*

See the following pages for step by step visual instructions

© NHS Institute for Innovation and Improvement, 2012



Select the ‘Data Collection’ sheet tab

W | il
g Home Insert Page Layout Farmulas Data |Reuiew| View

ﬂ Research IJ _J _J 70 Show/Hide Comment ﬁ! @ L

458 Thesaurus L7 Show All Comments
Spelling Mew Delete Previous Mext Protect  Protect E
ﬂaTranslate Comment i3 Show Ink Sheet Workbook = Wt
Proofing | Comments
FLECENE
—
| R33C2 - 5|

team results for all FAs will also be provided during the programme in order to identfy teamstrengths and
arzss forimprovamant.

1
=25 By will receive & profile that provides you with scores that
hl-ghhghty::-ur=trnngth=9=.\~nll = :Jpp:rtunrtln=f:-ldn»nl::npmnntb9=nd an yourself sssessmant.

Instructions

Befors staring the quastionnsire pleass:

« Fillin your details on the front-pags form

«  Click “Begin"”

« Foreweryquestion enteran "x"in the ten-point rating scale based on how strongly you agre= or
disagras with the statamant

Whilst filling in the questionnaire pleasa:

«  Anzwsrall gquestions honastly

«  Complete the quastionnsirz in one-sitting

+  Avoid distractions and interruptions i possiolz

Once you have completad the questionnaire please:

«  Click "Submit" atthe bottom of the page - yourrasults will then be displayed

» Onoe you have reviewad your results click “ Send™; this will save the file and open
programime

»  All detsils of the emsil will be completad for you, so simply send the email as

= “fouwil than be prompted to ssve s copy for yourparsonal refarence.

Plzass now start the quastionnsire. Yourco-operation and honest answ
walushlz.

arz sppreciated and very

4 4 » M| Instructions . Start . Data Collection” " Leader data charts emais . #[HIL
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Click on the cell shown (the first row of
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1 2 3 4 8 E T g q 0 1 12 12 14 154 16 i 18

1 | Leader Baseline data collection sheet
z . Day

| 4 previous | B Submit |
£ Dy Day 2 Day 2 Diay 4 Day & Day & Day 7 Day 2 Day 8 Day 10
4 Pes (Dsted el Fre=ttry (Datef (Dsted (Dted ted Fra=ttry fate) Total Daily
] Question Average
[
T

\.\.l'h.at iz the botal number of emails gou have received 5 a5 a8 s 47 458 ED
3 during the week.?

o

How many emglls did youreseive which you feel you 10 4 0 1 4 4 a0

. were inappropriately copied inko®
3 Howmany emails have you received with attachments? 12 16 12 g 14 [} 1360

10

\.\.l'hat is the botal number of emails you have sent during 27 45 25 m 0 163 3280

this week ?
1

l_—h:\w many emails did you =end that ha_d a plear subject g 14 0 a o 4 a0
@ line, and clear stated action required with timescales?

& Howmany emails have you sent with attachments? 4 T ] 14 0 4 E.20

12

1+ | —

How many meetings did you attend during the course

of the week? 7 3 3 T 4 32 £.40
15
How many meetings did you attend that started on 5 1 5 B & 21 420
time?
18
3 Howmany meetings did you attend that ended on time? 4 E 4 2 T 249 520
17
Ho.w many minutes, papers of agendas did you receive s 5 1 2 2 " 2an
during the week.?
12
How many minutes, papers or agendas did you receive s 1 0 1 2 g 180
lezz than 48 hours before the zcheduled meeting? .
13
gl Additional Data
1 Optional Guestion 1 42 1] 78 44 TE 200 E0.00
21
2 Optional Question 2 ar 5] 59 a7 22 284 GE.20
2
23
Number of
Dags L
24 Completed

ili A dition data please pooulate the
M4 b M| Instructions %Start I Data Collection

© NHS Institute for Innovation and Improvement, 2012
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Select all of the cells from row 8 to row 24 — whic

1
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iIncludes the ‘Number of Days Con lpleted’ cell
2 3 4 ] [ 7 i a in 1 12 13 14 1 17
Leader Baseline data collection sheet
r Day
| 4 Previous | B Submit |
[WETR] Day 2 Dayd Dlay 4 Day ks Day € Day 7 Dlay & [RETE Dlay 10
(Datef (iatef iatefd (atef (Diatef {atefd (ate (Datef tsted (atef Total Daily
GQuestion Average
1 w’hfat iz the total number of emails you have received o 5 58 a3 47 858 7180
during the week?
2 Huow many em?ils did you IQ-CE'iUQ which you feel you 10 N 0 1 N # 820
were inappropriately copiedinto?
3 How many emailz have you received with attachments? 12 16 4 g 14 23] 1360
4 w'_hat iz the total number of emailz you have sent during 57 45 29 49 o 153 32 80
this week?
5 How many emails did uzu end that ha_d El _clear subject a 14 10 & o # a0
line, and clear stated action required with imescales?
B How many emailz have you sent with attachments? 4 T q 14 o 34 E.&0

Meetings

Huotw many meetings did you attend during the course

! of the week ?

How many meetings did you attend that started on
time?

3 How many meetings did you attend that ended on time?

Hiow many minutes, papers or agendas did you receive
during the week?

How many minutes, papers or agendas did you receive
le== than 48 hours befare the zcheduled meeting?

Additional Data

1 Optional Guestion 1

2 Optional Guestion 2

Start | Data Collection

dition data olease pooulate the

L L] Instructions ? j

7 ] E 7 4 3z E40
5 1 2 T E 21 4.20
4 E 4 b T 29 5.80
4 5 1 2 2 14 2.80
L] 1 0 1 z ] 1E0

42 E0 e 44 TE 200 E0.00
a7 £3 53 a7 22 a4 56 80
Number of
Dags 5 _
Completed

Leader data cha

rts e

mails

© NHS Institute for Innovation and Improvement, 2012
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Right click on the one of the selected cells, and  institute for innovation
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select ‘Copy’

Day g Day 7 Day & Day g Day 10
(Date) (Date) (Date) (Date) (Date) Total Caily
Average

B 7FI= i~ - A 4
I |
& | Cut
53 Copy
4| [ Paste

Paste Special...

Insert...
Delete...

Clear Contents

Filter

Insert Comment

Format Cells...

B L

Pick From Drop-down List...
Mame a REange...
& Hyperlink...

79 I SR
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Open the spreadsheet ‘Baseline data analysis

sheet - Facilitator and select the ‘Baseline Data’

tab
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Home
v

Baseline data analysis sheet - Facilitatorxls [Compatibility Mode] - Microsoft Excel

Insert Page Layout Farmulas Data Review View

S i - P e
= E = Iy £ show/Hide Comment @ @ @ Protect and Share Workbook
g (@ Tl T

@Allow Users to Edit Ranges

i Show All Comments

Spelling Research Thesaurus Translate MNew Delete Previous MNext Protect Protect Share
Comment sheet Workbook = Workbook ¢ Track Changes ~
Proofing Comments Changes

@ - m

x

9. e H

-

| R1C3

il

& 4 5 L3 T * 4 10 1 1z 13 1d

ol clear stated action required with timescales?

1 Leader team baseline data collection inrkrmctinns
11 fark you parkizip anks b zallezt barelin datakar aminimum oF Tk ide ally 2 e ske) and ke rubmie Enserd
3 their daka ta yau 3 Fou dayrin advanss of rour Le aderchip Team Gaashinaserrian rrordata
) Onceron have received eachindividual's daka:
- Cinpy tha mkale From the in dividual's data zalls skioneheot (ool F5-F 2d from the 'Daka Callctinn®
sheet]
-Parta the valusr inta the calumns bolou (ravr 10-26)
5 -Enkorthe individual's name int ron &
1 When vou have enkered the dabaFar all the FRteam, <lick anthe tabe PR dabs charks lemaile 1, B8 N el calealabod
a datacharks (meekingrl and "F& daka charts (Additional i tareo the rorults dirplayed qraphically. ukamatizally salsulabed daka
)1F ymu rop oakthir s rzivs Laber in the proqramme to dsmanrkrats ubether animprovement har
beenmade, don't Farqst tarave yaur ariginalrpreadrhectrathat vau have arecardFor somparizan
5
5
b
Cusrtinn
3
4 Email management
Swhat is the kotal number of emails you have received o
0 during the week?
Howr many emails did wou receive which pou Feel you
L LS & TR AE T D o 20IvI0r
“ were inappropriately copied into?
Hewe many emails have you recsived with attachments 7 L1} EDIVIO!
1z
"what iz the kokal number of emailz you have sent o
during this week?
‘3\
low many emails did you send that had a clear subject
5' v I [ 201V

Heow many mectings
of the wesk?

14
Hewwr many cmails hay
15
16 Mastingr mansgsmant

sent with attachments?

did weu ateend during the <29 .

EDIYIO!

17
M4 r M| T opa

data charts (Additional) | Lead

Ready |

© NHS Institute for Innovation and Improvement, 2012




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

10

2

Leader team baseline data collection

Question

What is the total number of emails you received &
day?

3 4 B [ T 8 9

Facilitator instructions

1} Ask you participants to collect bazseline data for a minimum of 1 week (ideally 2 weeks) and to submit
their data to vou a few days in advance of yeur Leadership Team Coaching session

2} Once you have received each individual's data:

- Copy the totale from the individuals data collection sheet (cells PE8-P24 from the ‘Data Collection’ sheet)
- Pazte the values inte the celumns below (rows 10-28)

- Enter the individuals name into row &

3} When you have entered the data for all the PA team, click on the tabs 'PA data charts (emailz}, 'PA
data chartz (meetings) and 'PA data charts (Additienal) to gee the resuliz dizplayed graphically.

4} If you repeat thiz exercize later in the pregramme to demonstrate whether an improvement haz been
made, don't forget to gave your original gpreadsheet o that vou have a record for comparigon

How many emails did you receive which you feel you
were inappropriately copied into?

How many emails have you received with attachments?

What is the total number of emails you sent each day?

How many emails did you send that had a clear subject
line, and clear stated action required with timescales?

How many emails have you sent with attachments?

How many meetings did you attend each day?

How many meetings did you attend that started on

M 4 » | PA Baseine data . PA data charts (emmis) . PA data charts (meetings) .~ PA data charts (Addiional] | Leader Baseline data - Leac

© NHS Institute for Innovation and Improvement, 2012



NHS|

Institute for Innovation

Right click and select ‘Paste Special’

=

10

il

12

13

14

2

Leader team baseline data collection

Question

What is the total numbec™
day?

ails you received each

3 < 5 ] o

Facilitator instructions

1} A=k you participants to cellect baseline data for a minimum of 1 we:
their data to you a few days in advance of your Leadership Team Coe

2} Once vou have received each individuals data:

- Copy the totalz frem the individual's data collection sheet (cellz P2-P2
- Paste the values into the columnz below (rows 10-28)

- Enter the individuals name into row &

3} When you have entered the data for all the PA team, click on the tat
data chartz (meetings)’ and "PA data chartz (Additional) to =ee the res

4} If yvou repeat this exercize later in the programme to demonstrate w
made, don't forget to =ave your original =preadzhest 2o that you have

How many emails did you receive wh'u:hM
were inappropriately copied into?

53| Copy
Eﬂ Paste
Ty

‘ Paste Special.. |

How many emails have you received with attachments?

Insert...

Delete...

What is the total number of emails you sent each day?

Clear Contents

Filter 4

How many emails did you send that had a clear subject
line, and clear stated action required with timescales?

Sart 3

Insert Comment

How many emails have you sent with attachments?

How many meetings did you attend each day?

© NHS Institute for Innovation and Improvement, 2012
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In the ‘Paste’ section select ‘Values’ then click ‘OK’

Leader team baseline data collection  Facilitatorinstructions
1} A=k you participants te collect bagseling data for a minimum of 1 week (ideally 2 weeks) and tc
their data to you a few days in advance of your Leaderzhip Team Coaching =es=ion

2} Once you have received each individuals data:

- Copy the totals from the individuals data collection sheet (cells P3-P24 from the ‘Data Collection
- Paste the values into the columns below (rows 10-28)

- Enter the individual's name into row &

3} When vou have entered the data for all the PA team, click on the tabs "PA data chartz (emails]
data chartz (meetingz)’ and "PA data chartz (Additional) to see the rezults dizplayed graphically.

4} If you repeat this exercize later in the programme to demonstrate whether an improvement ha
made, dont forget to =ave your original epreadsheet 2o that you have a record for comparisoen

Hame Hame Hame Hame Hame

Ques. ~n .
Paste Special
Paste
'Inj"l.-'h?t is the total number of emails you received ea {:} al {:} All using Source theme
ay
B L | () Formulas ) &l except borders |
How many emails did you receive which you feel you () Calurn widths
were inappropriately copied into? ) Formats () Formulas and number Formats
() Commants () Walues and number Formats B
How many emails have you received with attachments? O Yalidation
Operatian —
What is the total number of emails you sent each day? (& Nane O Multiply
O add ) Divide B
How many emails did you send that had a clear subject {:} Subtract
line, and clear stated action required with timescales?
< [] skip blarks [] Transpaose |
How many emails have you sent with attachments? [ ok ] [ ]

© NHS Institute for Innovation and Improvement, 2012



The results from the individuals spreadsheet Institute for Innovation
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should now appear in the selected column

3 o
ange

‘what i= the tokal number of emails you received each day? 368
How many emails did you receive which go 1 Were o
inappropriately copied inta?
How ma = have you received with attachments? B
‘what i= the tatal number of emails you sent each day? 163
Heowe many emails did you send that had a clear subject line, o
and clear stated action required with timescales?
Hom many emails hawve you sent with attachments? a4
Meetings management
Homw many meetings did you atrend each day? a2
Howe many meetings did you attend that started on time? aal
Heowe many meetings did you attend that ended on time? 29
Homw many minutes, papers or agendas did you receive each "
day?
How many minutes, papers or agendas did you receive less g
than 48 hours before the scheduled meeting?
Additional Questions
Optional Guestion 1 300
Optional Question 2 284

Number of Days Completed 3]

© NHS Institute for Innovation and Improvement, 2012
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Put the name into row 8, as shown below

- 1 2 3 4 5 | & | 7

3} When vou have entered the data for all the PA team, click on the tabs 'F
s data chartz (meetingz)’ and "PA data chartz (Additional} to 2ee the resultz

4} If vou repeat thiz exercize later in the programme to demonstrate whet!
made, den’t forget to 2ave vour original 2preadsheet =0 that vou have a re

~i |emlen

Question Joe Bloggs

How many emails have you received with attachments? 63
12

What is the total number of emails you sent each day? 163
13

How many emails did you send that had a clear subject ”
14 line, and clear stated action required with timescales?

Idminar pmm s mn s e D bmmg iy samn 1 e g ke o ey e e T 2
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Undertake the same process for the remaining Institute for Innovation

and Improvement
spreadsheets

4) If you repeat thiz exercize later in the programme to demonstrate whether an improvement has b
made, dont forget to save your original zpreadzhest =0 that you have a record for comparizon

Question Joe Bloggs

What is the total number of emails you received each
358 (

day? & | Cut

53 Copy

How many emails did you receive which you feel you .
: . - 41 [, | Paste
were inappropriately copied into?

Paste Special...
i =
=

How many emails have you received with attachments? y Insert...
Delete..,

What is the total number of emails y each day? 163 Clear Contents
Filter 3
How many emal you send that had a clear subject 4 Sort >

ar stated action required with timescales?
d | Insert Comment

24 57| Format Cells..

How many emails have you sent with attachments?

Pick From Drop-down List...

Mame a Range...

% Hyperlink...

[
%]

How many meetings did you attend each day?

How many meetings did you attend that started on
time?

How many meetinegs did vou attend that ended on -

© NHS Institute for Innovation and Improvement, 2012
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Viewing team profiles
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To view the team scores WRTRON.
Select the following worksheets: andimprovement
- data charts (emails)

- data charts (meetings)

- data charts (additional)

Leader baseline data charts - emails

Email management

. Daily team Weekly team Standard
lllllll otal c—
aaaaa ge average Deviation

Total no. received 268

No. emails inappropriately copied into " 18% 14.10 7050 4z

No. emails with attachments 122 11> 1230 6150 919

Total no. sent 218 2180 109.00 76.37

No. sent with clear subject, action & timescales a2 38% 820 4100 0.00

Mo. emails sent with attachments 68 s 6.80 34.00 0.00
—

Baseline Data - emails received (Leader Team) Baseline Data - emails sent (Leader Team)

Ermaik




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

gt

2
J/ Qpen

U;j Conyert '}!

Baseline data analysis sheet - Facilitatorxls [Compatibility Mode] - Microsoft Excel

[,

T

H Save E‘m
Save As
B sees g

@ Print 3
5% Prepare 3

"

‘ -}f ' Warkflows

Jﬁ Close

i

Publish 3

WP Y GO Ty

How many emails have youres

What is the total number of em)

How many emails did you sen
and clear stated action require|

How many emails have you se|

Meetings management

How many minutes, papers of
each day?

How many minutes, papers or
send out less than 48 hours b

Ad

nal Questions

Optional Guestion 1

Save a copy of the document

Excel Workbook
Save the workbook in the default file
farmat.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macra-enabled file format,

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.

P | i |
[ S wrap Text Humber - ﬁ;% —ﬂy EI_
|| B8 Merge & Center - ||| @3- o, s |[%8 ;58| | Conditional Format Cell || Insert
Eg % | Formatting = as Table = Styles = =
Alignment = Mumber (F] Styles
: - w i 1 [E]

[ View

NHS!

Institute for Innovation
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Save a copy of the ook that is fully
compatible with Excel 97-2003.

PDF or XP5

Publish a copy of the workbook as a PDF or
XPs file,

DOther Formats

Openthe Save As dialog box to select from
all possible file types.

paszeling data for a minimum of 1 week [ideally 2 weeks) and to submit
nece of your Leadership Team Coaching session

adividual's data;

lal's data collection sheet [cells P3-F21from the ‘Data Collection’
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