	Waste Management Problem Solving Leadership 



	DATA COLLECTION METHODS
	A way to gather data in order to better identify key problem causes.



	CHECK SHEETS
	


	Introduction SEQ CHAPTER \h \r 1


A check sheet is a means of gathering data to be used in other types of analysis. Generally, it allows you to mark the frequency or pattern with which events occur by denoting that occurrence with a “check mark” in the appropriate column on the check sheet. 
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Creating a Check Sheet SEQ CHAPTER \h \r 1


Check Sheets can be developed in a wide variety of forms and configurations.  What is most important is that you follow these key steps:

1. Identify the problem or issue that needs your attention

2. Brainstorm possible causes of that problem
3. Select the causes you want to track
4. Identify the scope of the observation: time (one week, one month, etc.), locations (factory wide, shipping dock, etc.)

5. Prepare a chart with the possible causes of the problem listed from top to bottom and the scope of observation from left to right. 
The following check sheet example can be used to identify most frequent causes of shipping delays by tracking the number of delays per category per each time period.

	
	Mon
	Tues
	Wed
	Thu
	Fri
	Total

	Equipment Malfunction
	((
	
	(((
	
	(
	6

	Shipping Service Late
	(
	((
	
	(
	
	4

	Documentation Error
	(((
	
	
	((
	(
	6

	Total
	6
	2
	3
	3
	2
	16


Looking at this data we can begin to see a few trends that we will want to explore.  For example:

· The overall error rate on Monday is double what it is on the other days.

· The Shipping Service Late error is the least occurring trend – but why is this type of error the only errors on Tuesday.
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