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PLANNING
TEAM



PLANNING TEAM Use the Planning Sheet to guide the
process. 

Templates are provided for note taking
and planning the RECSSA process. 



PLANNING TEAM



DATA FORM



DATA COLLECTION
FORM

Select the option that works best for your
organization.

Google Form - Click the link on the website to
make a copy of the RECSSA form. You will
need a Google Account to save this form to
your Drive. 

1.

Tip: Create a RECSSA Google Account just
for managing forms and data.

Create your own - Using the preferred
platform, copy all the domains, objectives,
and ratings to build your own form. 

2.

Direct data entry - Refer to the RECSSA
Matrix and enter roles and ratings directly
into the Data Collection sheet.

3.

https://support.google.com/drive/answer/2424384?hl=en&co=GENIE.Platform%3DDesktop


DATA COLLECTION
FORM



COLLECT DATA



SEND THE FORM After the Planning Team completes the
Pre-Training for staff. send out the
form to collect data. 

Gathering data from staff at all levels is
crtitical to the RECSSA process. 

Provide incentives, clear instructions,
and explicit due dates.

Tip: Create a QR code for the form for
completion on mobile devices.



OPTIONAL: CREATE A
QR CODE

Open the form in Chrome in data entry
or preview mode.

Right click to see pop-up menu.

Select “Create QR Code.”

Email or print QR code for staff to scan.



ANALYZE DATA



DATA SHEET Copy the data from the form’s data
sheet into the Data Collection sheet.

Tip: See instructional video linked on
website.



DATA SHEET
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ACTION PLANNING Use the Action Planning Sheet to guide
the process. 

Templates are provided for note taking
and planning the RECSSA process. 

After reviewing all the data and
feedback from staff, complete the
Action Plan template as a team.

Tip: The Action Planning Team can be
the same or different from the
Planning Team.



DISCUSS FEEDBACK
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DISCUSSION
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