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Overview
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The Performance Plan establishes each project site’s final targets for the upcoming year 
and a final opportunity to rethink the preliminary targets indicated on the Application.  The 
Performance Plan includes the numerical output and outcome targets established for each 
performance measure. The Performance Plan also helps WSC identify the statewide targets 
that we are responsible to report to Serve WA and ultimately CNCS.  

As an accompaniment to the Performance Plan, WSC requires each project site to 
complete a Data Collection Strategy. The Data Collection Strategy is intended to help 
project sites think proactively about how to collect, manage and report performance 
measure data.  The Data Collection Strategy is considered a living document and can be 
updated and improved upon throughout the year; can be used as a member training 
document; can help you move toward improved data quality and ultimately help WSC 
identify data collection concerns. 



WSC Performance Plan
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The Performance Plan is designed on a word document that includes the numerical
output and outcome targets that you identified within your application. As you plan
your targets, take into consideration what you indicated within the application. Are your
targets to low or too high? Now is the time to identify any changes. If you believe you
can reach your targets, return the Performance Plan back to your coordinator along
with a completed Data Collection Strategy for each measure that you intend to report
upon.

In some cases, your target might change from the time of award to the time of project
start. This may be influenced by the number of members you receive in your award or
some other unforeseen factor. Ultimately, after the targets are returned to WSC with an
associated Data Collection Strategy, we will consider them finalized.



WSC Data Collection Strategy 

A Data Collection Strategy is required for each Performance Measure that you intend to
report upon. For example, if you intend to report on two Performance Measures, you’ll
be expected complete two separate Data Collection Strategies for each Performance
Measure.

Collecting Data and Measuring the outputs and outcomes of your intervention can be a
challenge, especially if you are not sure what steps to take. After you complete the Data
Collection Strategy return it to your Program Coordinator for final approval.
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WSC Data Collection Strategy 
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Data Collection Strategy Elements

The Data Collection Strategy is intended to help you describe and outline the essential
steps necessary for data collection implementation.

The Data Collection Strategy follows a sequence of four separate sections. Within each
section, there are specific questions designed to guide you through the data collection
process.

The Data Collection Strategy includes a section for Performance Measure planning, a
section for tracking your outputs, a section for data analysis and a section to describe
how you intend to report your results.
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Performance Measure
Planning Questions

 Data Collection Training 

 Data Collection Implementation 

 Data Collection Expectations

 Consistent Data Collection 
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Data Collection Training 
We want to ensure that you will train your data collectors to administer the tools according to 
the schedule you’ve established and the process you’ve set. We’ve included a question for you 
to describe the process to provide data collection training to members, site supervisors and 
other program staff. 

Data Collection Implementation 
We’ve included a question that looks at the steps you’ve currently taken with overall planning. 
If you are just getting started, it’s important to continue this work in parallel to the 
recruitment activity you are doing right now. Planning is key to collecting data that is 
complete, consistent, accurate, and verifiable. Establish an appropriate schedule for data 
collection set up a consistent and efficient data collection process to be sure you get the 
information you need.

Data Collection Responsibilities
Describe the process with service sites that clearly lays out data collection responsibilities & 
expectations. This is especially important for Mulita-focus sites (MOU, Data Sharing 
Agreements, etc.).

Consistent Data Collection 
For data quality, we want to know how you will keep the reporting procedure consistent over 
time, especially across multiple sites. Do you use the same standard data collection methods 
across all sites? 



Output Tracking
Questions 

 Attach the instrument

 Pre/post survey administration 

 Dosage description
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Attach the Output Instrument
We want you to attach the specific instrument you will use to track your output. Typically, output tools 
are logs and other tracking tools. We want to review your tool to determine its validity and whether not 
the instrument will effectively to ensure unduplicated count of participants. Ultimately, we want to 
ensure that the output instruments are sufficient to count all beneficiaries served and to ensure that 
individuals are not double counted. 

Pre/Post Survey Administration 
For outcome tools when you are measuring change you will need to collect data before and after your 
program – this involves administering your tool pre- and post-program. We want to know how you will 
administered your assessment survey, or how will you ensure that every participant takes the 
test/survey? What if someone is missing the day a test/survey is given? How will you follow-up with 
participants? How will data collectors handle questions or problems?

Dosage Description
We want you to clearly describe the dosage that will be provided to your beneficiaries, even if it’s just for 
one short session.   The dosage should include frequency, intensity and the duration of the intervention.  
When setting your dosage, consider whether or not it is sufficient to achieve your desired outcome? In 
this year’s grant cycle, we have included specific minimum dosage levels for each PM…so, please review 
the instructional guidance to review the minimum level.  In many cases, you can set your own dosage 
level as long as it’s above the WSC minimum level. For example, if the primary intervention is to provide 
reading tutoring, the dosage might be 30- minutes (intensity), twice a week (frequency), for 10 weeks 
(duration).



Outcome Measurement
Data Analysis Questions

 Training Curriculum
 Survey Questions
 Measuring the Outcome
 Attach the Outcome Instrument
 Level of Improvement
 Decision-Making  
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Training curriculum
In this section, we want you to describe your training curriculum. We need to see this 
information to ensure that your survey questions align with your curriculum. 

Survey Questions
If using a pre/post survey to measure knowledge gains from training activities, make 
sure that the survey aligns to the learning objectives of the training and whether or not 
the questions on the pre survey are the same question on the post survey.  

Measuring your outcome
Once your participants have completed your pre/post survey, you need to determine 
how you will score the outcome– who will do it, when, and how? How does the scoring 
process work? What needs to be reviewed? The first step in determining the best way 
to measure something is to be clear as to what exactly you are measuring. 

Attach the Outcome Instrument
We want each site to attach send to your program coordinator a copy of your  specific 
outcome instrument in order to determine its validity and to ensure  that the tool is 
capable of measuring WHAT you intend to be measuring. If you are measuring height, 
then it wouldn’t make sense to use a scale that only measures weight.
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Level of Improvement 
Clearly specify the level of improvement necessary to count your outcome as "improved“. 
The level of improvement should be significant for the beneficiary population served. In 
most cases, the specific level of improvement has already been identified by WSC within 
the Instructional Guidance.  Please review WSC’s instructional guidance, especially since 
we are in a new grant cycle, as many of these levels of improvement have changed from 
the previous grant cycle. 

Decision Making 
Using Performance Measurement Data to inform decision-making or to improve your 
program is the final step in the data collection process. We want to know what your 
organization will do with the Performance Data you’ve collected. Will you use the data to 
inform decision making? Or, based on these conclusions, will you make changes to your 
program? 



Quarterly Reporting Questions

 Who is responsible for reporting? 
 Correcting Errors
 Data Reporting Schedule 
 Data Retention
 Confidential Data 
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Who is responsible for reporting?
We want to know who is ultimately responsible for reporting. Will it be AmeriCorps members? Volunteers? Someone else?  
Reporting your results lets us know what you have accomplished.

Correcting Errors
Who compiles and verifies your data? Will the data collectors compile all the data or will there be others involved in the 
process? How will the data be verified? How will you ensure unduplicated counts? Who reviews the data you collect? Who 
is responsible for confirming accuracy and completeness of data? Who needs to approve data (at the site level and at 
WSC? If you haven't included this step, please build it into your system. 

Data Reporting Schedule 
When you establish your reporting schedule, it is a good idea to plan dates for collecting, analyzing, and reporting your 
data. This way you can work backwards from reporting deadlines to figure out the schedule you need to get data in a 
timely manner for reporting purposes.  In general, this section should summarize how you will collect your data in time to 
ensure timely reporting. When will data be collected?  At the beginning and end of the year? Once a month? At the 
beginning and end of a curriculum unit? When participants enter and exit the program?

Data Retention
This section is a requirement for all sites, and is especially important for larger sites with multiple sub-sites.  If you are a
multi-focus site, what is your process to collect data from all sites?  Are there any inconstancies between different sites? 
Where, how and how long is data stored? Is there a database or Excel spreadsheet or is data collected and stored 
manually? 

Confidential Data 
How the data is kept confidential? This is particularly important with data that may be sensitive, such as participants’ last
names, home addresses, student grades, etc.



Reporting Expectations

 Submit your Performance Plan according to WSC 
timeline

 Include your Data Collection Strategy and ALL 
Instruments to WSC

 Follow Instructional Guidance Documents 

 All sites must report timely using the America 
Learns reporting system

 Report on a quarterly basis (December, February, 
June and September)

 Upload your Roll-up Report
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WSC Performance Measurement Instructions

Go to the following link to view the Performance 
Measure Instructions: 

https://washingtonservicecorps.org/supervisors/
reporting/wa-service-corps/performance-
measurement-py18/

https://washingtonservicecorps.org/supervisors/reporting/wa-service-corps/performance-measurement-py18/
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QUESTIONS??

If you have specific questions about your 

Performance Plan and Data Collection Strategy, 

please contact your WSC Program Coordinator
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Thank you  

We value your partnership!


