Please delete this text as it is a guide only.
This document provides examples for a data collection tool for your study methods. Please modify as required, and delete what is not relevant.
Delete this text from your final template.


Data Collection Template for [Type of Study Method here]
Version dated [insert date of document here]


1. Audio or Video Analysis – Data Collection Template
	Recording ID
	Date & Time
	Participant(s)
	Context/Setting
	Timestamp
	Observed Behaviour/Dialogue
	Notes/Initial Interpretation

	VID001
	09/04/2025
	Participant A
	Focus Group
	00:03:21
	"I think this process is too complex."
	Shows frustration with the system.

	VID001
	09/04/2025
	Participant B
	Focus Group
	00:05:45
	Smiling, nodding
	Appears to agree with Participant A.



2. Observational Research – Data Collection Template
	Date
	Time
	Location
	Observer
	Activity Observed
	Behaviour Categories (tick or note frequency)
	Notes

	09/04/2025
	10:00am
	Classroom A
	Researcher X
	Group Work
	☑ Cooperative ☑ Disruptive ☐ Off-task
	Students actively sharing ideas, some noise but constructive.

	09/04/2025
	10:30am
	Classroom A
	Researcher X
	Teacher Instruction
	☑ Attentive ☐ Distracted ☐ Passive
	Students listening quietly, taking notes.





3. Interview Data Collection Template
	Interviewee ID
	Date
	Interviewer
	Question
	Response Summary
	Notable Quotes
	Observations

	P001
	09/04/2025
	Researcher A
	What motivated you to join the program?
	Wanted career advancement
	"It was a chance to grow."
	Interviewee appeared enthusiastic.

	P001
	09/04/2025
	Researcher A
	What challenges have you faced?
	Lack of time and support
	"I feel like I'm on my own sometimes."
	Tone became serious and reflective.



4. Quantitative Data Entry Template (for manual data collection before analysis)
	Participant ID
	Age
	Gender
	Variable 1 (e.g., Satisfaction Score 1-10)
	Variable 2 (e.g., Time Spent - mins)
	Notes

	P001
	34
	F
	8
	45
	High engagement

	P002
	29
	M
	5
	30
	Reported some confusion





5. Focus Group Data Collection Template
General Details
	Focus Group ID
	Date
	Time
	Location
	Facilitator
	Note-taker

	FG001
	09/04/2025
	2:00pm
	Meeting Room B
	Researcher X
	Assistant Y


Participant Details
	Participant Number
	Name (optional/initials)
	Role/Background
	Demographics (optional)

	P1
	A.S.
	Nurse
	34, Female

	P2
	B.T.
	Administrator
	42, Male


Discussion Points and Notes
	Time Stamp
	Question/Prompt
	Participant Response Summary
	Notable Quotes
	Non-verbal Cues / Group Dynamics

	2:05pm
	Opening: "What are your thoughts on X?"
	Mixed views, some concern about time investment
	"It's rewarding but exhausting." (P1)
	P1 leaning forward, animated; others nodding.

	2:15pm
	Prompt: "How does it affect your day-to-day?"
	Consensus: impacts workload
	"Sometimes I skip lunch to finish tasks." (P2)
	Group laughter, light-hearted tone.


Observations & Themes
· General tone of conversation
· Emerging themes
· Dynamics (dominant voices, silent participants, etc.)
· Any follow-up actions noted during discussion



6. Field Notes Template (for Observational Research)
	Date
	Time
	Location
	Observer Name
	Weather/Environmental Conditions

	09/04/2025
	11:30am
	Community Centre
	Researcher X
	Warm, bright, moderate noise from nearby activity


Context / Setting Description
(Briefly describe the physical setting, participants, and purpose of observation.)
Example: The observation took place during a community health workshop. 10 participants seated around tables, facilitator at front. Materials such as pamphlets and water bottles provided.
Descriptive Notes (What happened?)
	Time
	Event / Action
	Description

	11:35am
	Introduction
	Facilitator welcomed participants, outlined session objectives.

	11:40am
	Group activity begins
	Participants worked in pairs discussing health goals; most engaged, a few distracted by phones.


Reflective Notes (Initial thoughts and interpretations)
Example: Most participants appeared genuinely interested, although distractions were noted. Peer-sharing seemed to increase energy in the room. One participant (older male) seemed disengaged — possible barrier: hearing difficulty?
Emerging Patterns / Themes
Example:
· Peer support valued highly.
· Time management cited as a common challenge.
· Participants responded well to facilitator's humour.
Additional Notes
Any unplanned events, disruptions, or reflections for follow-up.

