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Preface

v

The United Way of the Alberta Capital Region supports the efforts of social service agencies to make their
programs as effective as possible. One avenue the United Way has pursued is to encourage agencies to
evaluate their programs including the needs these programs serve. The United Way supported the preparation
of this Needs Assessment Workbook in response to comments from some of its agencies who wished to
conduct a needs assessment. The Edmonton Social Planning Council was asked to prepare the workbook.
Several agencies were involved in the process, providing suggestions, discussing their experiences, and
reviewing and commenting on drafts of the document.

We believe this workbook will be useful to other agencies across Canada. This is why we are distributing it
beyond the agencies supported by the United Way of the Alberta Capital Region. We invite you to use this
workbook in your process of identifying important new programs and/or evaluating current ones. We are
confident the information you develop in the assessment process will be valuable both for your agency and for
the potential sponsors when you seek funding. Good luck.

United Way of the Alberta Capital Region

United Way

Alberta Capital Region



Introduction

v

This workbook offers social service agencies and community organizations practical, -Straigind
information on needs assessment. Most material on needs assessment is academic and technical. It is difficult
for most of us to understand what exactly a needs assessment is, what it can do for us and how we go about
doing one. We feel sure that this workbook will help you understand how a needs assessment can benefit your
agency or group with its planning and what important questions you should deal with in deciding whether to
carry out a needs assessment.

This workbook is based on aledbppR 2 A Y3 | LILINE I OK &l 2 €2 SA yLINSBNENVSYU(A 20yK 2160 2 dz
doing needs assessment research in seven brief chapters. We also include fiveufoNaovksheets. By
discussing the questions in the worksheets you will be able to work through the process of designing and
carrying out a needs assessment study. We have also included some useful references for further information.

March 1993

The ESPC is pleased to release this refreshed versibaimg it Right After 16 years, this workbook remains

one of our most requested publications, which speaks to the quality of the work done by the former ESPC
researchers how developed it. This workbook remains a useful anefriesadlly tool for agencies or groups

who want to better understand the needs of the communities they serve.

Though it was in need of few enhancements, we hope that the changes we have redaew design and
added comments, examples and resourcesll ensure that this workbook continues to be a useful resource
for years to come. We welcome any comments about how we can further improve this publication.

March 2009

Edmonton Social Planning Council
Edmonton, Alberta

edmonton

SOCIAL PLANNING COUNCIL

W
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Chapter One
v

What A Needs Assessment Is
1. 2 KFG 6S YSIYy o0& daySSRé
2 KIFG 68 YSI-y oeée dl-éééééYéyﬁé

What needs assessment tells us

A wDN

Determining who has needs

Any review of the numerous books and articles available 2 K | § ¢S YSIy o6& dal aa
on this topic will show that there are many definitions of _ _

needs assessment and just as many approaches fssessment goes beyond simply docu_mentlng the types
undertaking one. The basic idea of needs assessmentG§ Needs. Assessment helps to examine the prevalence
really very simple. Needs assessment does not have f'd the urgency of these needs. This allows you to make
be complex or intimidating. It need not even bejudgments or to assess the relative importance of
Ga0ASY(iATAOe® bSSRa réésﬁ%%%yﬁaA%K$yyﬁ§?§YMMRG#2¥#y
what people need or want and how best these needs an@ccordingly.

wants can be filled.

2 L s & & 1. = = : é Needs assessment is a systematic process for
1L.2KHa 65 YSkhy 6e ays finding out who has the need, how important it is
¢KS GSNXY aGaySSR¢ YSIya RA that the need be filled and how many people are NB y
people. A needs assessment can be used to find oL experiencing the need. Needs assessment may also
LIS2 LY SaQ ySSRaz gl yidas examine why a particular need exists and may point
combination of these. All three terms are quite similar in  to some possible solutions for meeting the needs
meaning but could have different implications for your which have been identified.
program planning. Just because there is a need for a
program does not mean that people will want to use it.

A recent health survey conducted by Health and Welfare
Canada found that although people felt they needed to
take steps to improve their health, only 50% actually
intend to do so. What implications would this have for a
quit smoking program? Similarly, even though people
may want a program, they may prefer another one,
sometimes for reasons as simple as where a service it
provided and at what time. It is important to clarify right
at the beginning what information you want about
needs, wants, and preferences.




3. What needs assessment tells us A needs assessment might also be done in two or more
steps using these different approaches. You might do a
When planning services, assumptions are often vﬁrSEommunityvvjde needs assessment which identifies
YFERS Fo2ddi LIS2LX SQa Y SSRARneral tdigitpopliitichs holkhh ndel Fhr exheSit G
meet these needs using these assumptions as a guidgingle parents were found to be a group with unmet
Our success in meeting the actual needs depends on theaeds, you could then focus your needs assessment on
accuracy of our assumptions. This is where the value @yamining the problems of single. parents in_the
ySSRa laasaayYSyu fAsSa® lcd?'nr,n%i%.ﬁ LJa dza 02 aOKSOl 2dzié
aadzYLJuAZ2yao LU G0Saua gKIFId @S alyz2e¢e Fo2dzi LIS2LIH SC
needs and tells us how accurate we are in what we have
assumed.

4. Determining who has needs

hyS 2F GKS TFTANRG ljdSaidArzy
ySSRa &akKz2dZ R 6S 0SS SEIYAY
which is clearly aimed at a specific target group will likely
be more effective.

You may focus your needs assessment efforts on people
already using your programs and services. In this case
you may be interested in knowing:

¢ I NB @&2dz YSSiAy3a e2dz2NJ O
current programs?
Have the needs of your clients changed?

+ Do your clients have unmet needs that you could
do something about?

On the other hand, you may be concerned with
identifying the needs of people not currently served by
@2dzNJ 1 3SyO0eQa LINPINFYAE |y
number of ways you could gather information on
LIS2L) SQa ySSRaodo |, 2dz O02dzZ RY
¢ Assess overall social and/or health needs in a
particular community.  This is known as a
communitywide needs assessment.
¢ Assess the needs of a particular sgioup within
the community, for example, youth, single parents,
the elderly, the handicapped.

e 13aSaa LIS2LX SQa ySSRa ¢AGKAY | LI NIAOdz F NJ ASNIIA O
area such as family life education, home care,
daycare.



Chapter Two
v

Reasons For Doing Needs Assessment Research

1. Why do needs assessment research?

2. When to do a needs assessment

3. When it should not be done

Worksheet One:Thinking About Doing A Needs Assessment

At a meeting of the Social Services Coordinating Groupespite all the planning and organizing, the program was
last year in Rocky Hills, members expressed unanimoumt a big success. Few teens went to the centre and after
concern about the number of teenagers in the town whoa few months of sporadic use, it closed down. The teens
were getting into trouble. School absenteeism,continued to hang around in their usual spots and the
shoplifting and vandalism all seemed to be on thed LINP6f SYa¢ RARY QG 32 gl &
increase. Clearly, something had to be done. ARSI =¢ AFAR 2yS RAAFLILRAYGS
3 NP dzLJ® GL 62yRSNI gKIFdG @Syl

This example illustrates an -4dlo-common problem in
planning and implementing services failure to assess

] needs. In their enthusiasm and desire to do something

v for the teens in Rocky Hill, the members of the Social
Services Cordinating Group forgot to talk to the teens.

The teens obviously had other ideas about what their

. ~ problems were and what needed to be done.
It was noted that many teens were hanging around in

groups on the main street, in the local coffee ships or in

0KS aK2LILAYy3 YIifo G¢KSe 2dzAad R2y Qi KIFI@S Sy2dAK (2
O2YYSYyiGSR (GKS t20Ff KA3IK ““' T R SO
theayAneed some kind of club or orgagized actjvities to % ~ o
1SSL) UKSY o0dzae | yR 2dzi 27 OSN

parent. After considerable discussion, it was generally
agreed that some type of organized program for teens
was the teen problem and out to be developed without
delay.

After several months of meetings and furaising
activities, a teen club was opened in a wing of the Rock
Hill high school. Various activities from takdanis to
movies and driving lessons were planned. A-fiaré co
-coordinator was hired and many people volunteered
their time to the centre.




1. Why do needs assessment research? e. Needs Assessment Is An Equalizer

¢KS aleAy3da aiKS aljdsSIF{1e 6K
often holds true when it comes to service support and
funding. Those groups with more political clout and
Planning involves establishing priorities. All agencies those who are most vocal in making their demands
and service providers are faced with difficult choices heard are, not surprisingly, the most likely to garner
about what services to offer and how best to allocate support for their services. Needs assessment efforts
their resources. Information on the needs of your can raise awareness and influence public opinion.

client groups or potential client groups is crucial in _ .

providing a rational basis for planning your services - Needs Assessment Is Effective Consumerism

a. Needs Assessment Is Good Planring Indicates
How Best To Use Resources.

and allocating your resources. In our enthusiasm for developing new and innovative
b. Needs Assessment Helps You to Match Services ~ health and social programs, we often fail to involve the
With Needs most important person in the procesghe consumer.

People are more likely to use and benefit from services
It makes sense that, before offering any new service, \ypen they have been involved in the planning. Needs
even if it has been offered successfully elsewhere, you 55sessment research is oriented towards discovering
have a clear indication of the need for it. Needs the npeeds of current and potential consumers of a
assessment can help you to determine what the gepice usually be asking people directly about their
service needs are and alternatives for meeting these needs. With the increased emphasis in recent years on

needs. encouraging citizen participation and on the consumer
c. Needs Assessment Takes Some Of The Guesswork fights movements, needs assessment must be viewed
Out Of Planning as one way of allowing consumers to make their voices

: . : . heard.
Too many services, like the one described earlier, are

0FaSR 2y LINRTFSaaArzyl f GAYGdA GA2Y € 2N 2y LIS2LX SQa
assumptions about what a particular group needs.
Often a service is offered because it sounds like a gooc
idea or because it worked well elsewhere. It is not
unusual for service to be developed in response to
current popular causes such as drug abuse or teenage
suicide. This is not to suggest that the perceptions of
staff and other professionals are to be treated lightly in
determining what services to provide. Their
perceptions can be an important source of information
which should not be overlooked. Needs assessment
research provides additional evidence of need and
helps to avoid overeliance on staff perceptions.

d. Needs Assessment Increases Accountability

Both the public, and funding organizations have a stake
in ensuring that health and social services are
worthwhile. Understandably, they want to know that
their dollars are being spent on service for which there
is a demonstrated need. In these times of ever
increasing competition for scarce resources, decisions
are likely to be made in favor of those services which
are based on a systematic assessment of needs.



2. When to do a needs assessment

As well as the reasons just listed, there are a number o
more subtle but critical signs that indicate that needs
assessment research should be considered.

a.

Your clients and their problems change. You begin t
suspect that a change in services is needed or you ar
not sure of the kind and amount of service needed.

. Your agency is receiving request for a service it doe

not provide. This service could be included in the
general range of programs your agency provides.

Your agency is thinking of extending the geographic
area you serve or expanding some programs.

. You have identified a need that no other agency fills

and you wish to form an organization that could
provide a new service. You would like to establist
your credibility with funders and with potential
competing agencies.

3. When it shouldNOTbe done

One U.S. study found that out of the thousands of needs
assessments conducted for federally funded health and
human service programs, only a few had ever been used.

The major reasons why few studies were ever used were:

a.

The report was not written in plain English, Readers
could not understand the jargon and complex
analysis.

. The findings were interesting, but they did not really

address the questions the study set out to answer.

. The report made unrealistic, vague, and/or too many

recommendations.

. The agency did not have the resources to act on the

recommendations.

. There was resistance within the agency to act on the

findings.

DO NOTo a needs assessment if:

a. You are not quite sure what information you need
to collect. While the signs may indicate that you
should do one, your efforts will be wasted if the
purposes and potential uses of the needs
assessment have not been specified right from the
start. If you are looking for answers, they will not
suddenly leap out of the pile of information you
have collected.

b. There are strong differences of opinion among
your staff and/or board on the purposes andses
of the needs assessment. There is no point trying
to identify needs if there is no commitment to plan
new services or eliminate old ones.

c. Your agency lacks the financial resources and/or
staff to implement program changes.

d. You are not sure whether you need to do a needs
assessment, a program evaluation, a feasibility
study, or some other research.




Worksheet One
v

Thinking About Doing a Needs Assessment

The decision to do a needs assessment is all too often
made before considering all of the reasons why one is
required or if the timing is right. This worksheet can he
you to decide how useful a needs assessment would b
you at this time.

We suggest that you write out your responses individue
and then have a group discussion. Not everyone °
necessarily agree to a single response for each quest
This is a very common situation. It is better f
differences of opinion to arise now rather than when tt
needs assessment report is being printed.

The responses to these questions will help you clarify y
reasons for doing a needs assessment. Once you |
reached agreement on the reasons you will be ready __
move into the planning stage of your needs assessment.

1. Why do you want to do a needs assessment? What signs indicate a needs assessment is required?




2. What do you hope to find out from the needs assessment?

3. Whose needs are being assessed? Is it the needs of the agency or the needs of your clients?

4. Do you really need to do a needs assessment? Maybe you need a program evaluation. Decreasing use of a
service, for example, may be due to the times services are given, rather than a lack of need for the service.

10



Chapter Three
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Planning Your Needs Assessment Research

1. Making a decision: Should you do a needs assessment?
Talking with others in the agency
Developing the objectives of the needs assessment

Designing the needs assessment research plan

o M D

Using outside experience

Worksheet Two:How Ready Are You To Do A Needs Assessment?

The information in this chapter will help you draw up alt is important to also remember that, sometimes, the
research plan. Once you determine the purpose of thaeeds assessment findings come as a real shock. How
needs assessment and who you will present the resultwilling and committed is your agency to make major
to, you will be in a good position to draw up aadjustments? What would you do if the needs
preliminary research plan. This plan will give you a broadssessment that you are now planning indicates that your
idea of what information you need to collect, where the program is not seen as an essential service by the clients
information can be found, and how you can get thisyou serve? What if the needs assessment show that the
information. This, in turn, will help you select the majority of potential clients live on the other side of the
research methods and approaches that match the staftity, making it necessary to move your facilities, and half
and financial resources you have and the timeof your staff oppose the move?

constraints you face. _
Worksheet Number Two will help you focus your

1. Making a decision: Should you do aattention on these and other questions.
needs assessment?

The planning stage of any needs assessment resear
requires considerable time and thought. Before
beginning any needs assessment, it is essential to clea
identify why you want to do the needs assessment
Worksheet Number One helped you through this
process. No you need to consider the scope of th
research, and how you will use the results. Just ¢
important is to recognize any factors which will interfere
with having it carried out and implemented. Here are
some key questions that should be addressed before yc
proceed:

1. What information do you need and can this be
obtained elsewhere or from another kind of study?

2. Do you have the resources to do a needs
assessment?

3. What will you do with the information you obtain
from the needs assessment?

11



2. Talking with others in the agency 3. Developing the objectives of the needs

Assume for a moment that you are the director of a assessment

social agency.  You have decided that a need§ometimes information is collected even though it is not
assessment of a core program should be done. YONeeded: at other times needed information is not
decide to sound out others about a study. obtained. Developing objectives helps you to get the

In talking with the volunteers you find out that they feel information that you really needs.

the study is being used to evaluate them. The programrhe answers to the questions in Worksheet Number Two
director feels that his organizing skills are beingyj nelp you to develop the objectives of your needs
examined. Board members feel that this program is theyssessment research. For example, if you have

cornerstone of the agency and that should not begetermined that you need demographic information, you
tampered with. These reactions are not unexpected,may wish to state as an objective:

Since these people are involved in this program, they all _ _ _
have an interest in any study of it. + To collect information on the age, sex, education

o _ _ _ _ and income of people living in your neighborhood.
By bringing others in at the discussion stage, they will

understand why the needs assessment is beinfR’ you may feel that you need to know about the
considered and what could result from it. They may als§0Using preferences of elderly people. One objective in
be a good source for information useful to the study. Fofhis case might be:

example, they could provide the most likely places ands To determine whether elderly people prefer to live

people where this information might be found. They  in housing complexes with people of their own age
could also identify specific information that they would or with people of various ages.

like to have when the report is prepared. If you have not , _ _ i

done so already, this would be an opportune time toIt takes a little time and practice to write clear and
discuss Worksheets One and Two with others who mighfonCisé study objectives, but the payoff comes in the

have a stake in the possible needs assessment. form of clear and usable results.

Depending on the nature of your study, it may be4. Designing the needs assessment
important to do a review of the“literature relating to your research pIaQ

G2LAO0® C2NJ SEI YLX SS AT @&2dz FNB SEFYAYAYI | O2YYdzy Al
needs with regard to suicide prevention, a review of theOnce you know your research objectives and what
literature on suicide could help you to interpret trends information you need to collect, you will have to decide
which appear in your findings. where you will get it and how to collect it. You need to
specify:

+ WHATinformation you want to collect

+ WHERHhe information can be found

¢ HOWyou will collect the information

Together, these components make up your research plan.
In addition, you will probably want to add some time
lines, specifying for example, when the information will
be collected, when it will be analyzed and when the final
report will be completed.

A research plan is not meant to be too rigid a plan. As
you begin collecting your information, you may find that

you will have to revise it. It is best to view your research
plan as a set of broad guidelines that will direct your

information gathering efforts.

~ ﬂ“”/”lm""““
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5. Using Outside Expertise Some agencies and groups choose to do their own in
house needs assessment research. Others may choose

An advisory committee with the appropriateto hire a consultant. Even if you hire a consultant it is
membership and clear responsibilities can be helpful still wise to develop a research plan. This will save the
ensuring the success of your needs assessment reseam@nsultant time and save you money. Better still, it will

A small committee of five or six members set up to guidenprove your chances of getting the research that you

the needs assessment process can be extremely valuailant.

in generating ideas and keeping the research on track. If you cannot afford a consultant, you might want to

A committee might consist of agency staff, members afonsider getting an outside expert to take on the job for
the board of directors, a representative from your majofree.  Universities, community colleges, government
funding body, a client (or former client) of your agencygepartments, and private firms may have people who
and an appropriate representative from another agencgre willing to help you on a voluntary basis. Your
or the communityat-large. chances of getting someone will be increased if you have

Be sure that the committee members understand what i% research plan in place before you approach people. It

expected of them. Terms of reference should tell them:\r’]\lg:icaelso help if you can give them plenty of advance

what their tasks will be; . .
¢ be Another option may be to collaborate with another

¢ how much time will be required from them; agency or group.
+ when and where they will meet; and,

+ that their role is advisory only; they are n : 7//y,,//,,,,,,,,/
expected to manage or carry out the study. i
LT

Al

| itk
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Worksheet Two
v

How Ready Are You to Do a Needs Assessment?

This worksheet will help you consider the kind of information you need. It can also
help you assess whether or not there is a strong commitment by deeisakers to

use the information that is obtained. How these questions are answered and by
whom will help you design the needs assessment research plan and make its
implementation much easier.

1. Have a look at any needs assessments your agency may have done before.

(&) What were the results?

(b) Were they implemented?

(c) What implementation problem(s) came up?

2. Imagine some possible results and think about what the consequences to the agency would be if they actually
happened.

(a) Is that what you want to hear?

14



(b) Could a new service or program be considered at this time? If no, why not?

(c) Could some parts of the program or service be modified? If no, why not?

(d) Could new methods or procedures be adapted? If no, why not?

(e) What is likely to be the commitment of the key people who would have to implement any changes?

3. What do you want to find out from the needs assessment? Staff, volunteers, and agency clients may give you a
pretty good estimate of needs.

15



4. Who will use the needs assessment? How much influence do they have to implement its recommendations?

5. Does your agency have the funds and/or the people to take action on what is learned from the needs
assessment?

6. When does the needs assessment have to be completed?

7. Does your agency have the resources and skills to do a needs assessment?

16



Chapter Four
v

Choosing Your Approach

Social Indicators
Service Use
Key Informant Survey

Community Groups

a > w N ke

Field Survey

Worksheet ThreeWhere to Get the Information You Need

Now that you know what information you would like, ¢ Demographic characteristitsage, sex, education,
you need to know where to find it. You can either gather income, ethnicity;

information from written records or you can ask people ¢ Social behavior and weteingr crime, drug abuse,
for information. There are five general approaches you  mortality, suicide rate, divorce rate, child abuse;

can use. ¢ Family patterns family size and composition,
1. Social Indicators number of singlgparent families, working mothers;
2. Service Use s Social conditions poverty rate, overcrowding
3. Key Informant Survey substandard housing, welfare rates.

4. Community Groups L - .
Information is usually gathered for specific geographical

5. Field Survey , - )
) i areas such as a city, although it is often also available for
Which approach is the best? Should you choose the ONQgividual neighborhoods or communities.

you are most familiar with? Or should you choose the
one that is the easiest or cheapest to do? Social indicators can offer useful comparisons with other

s+ There is no one right approach. You probably W”Fommunities or cities or between one year and another.

not be able to get all of the information you want. For example, you may discover that the teen pregnancy

+ Information can be collected many ways. You cafiate in Edmonton is among the highest in all Canadian
use a combination of approaches cities or that the rate has changed over the past few

+ Discuss these approaches with other key peopleyears. These would clearly tell you much more about
they will have useful ideas heeds than would just the rate for Edmonton itself or the

+ More important than collecting information is the rate for one year.
usefulness of the information you collect. Using This Approach

1. Social Indicators The social indicators approach can be useful in providing

) ] ] _some descriptive information. However, we do not
This approach assumes that certain demographic, S0CiQecommend using it alone. There are risks involved in

economic, and geographic characteristics are related t?naking inferences of need for statistical data. For
client service needs. By using information such as CeNnsESample, because a given area has a lot of ferhateled
data, government statistics, and agency reports fromyjngie parent families, it does not necessarily follow that a

public records and documents, inferences of need argsjy grothers program should be established in order to
made. Rather than producing new information, thiSyoide male role models. Without information from

method simply integrates and interprets what is alreadyyiher sources to back them up, assumptions made on the
there. basis of social indicators can be risky. This approach is
This approach allows you to compile information on suctpest used along with other approaches.

things as:

17



This approach takes advantage of the fact that many Service Use
useful data sources already exist in our community

Some common sources of information include: The basic focus of this approach is on agency records of
clients using a service. Client characteristics, the services
¢ census data + educational records provided to them, referrals to your agency, registrations,

waiting lists, and correspondence, are used as indicators
of the need for a service and the type of client who needs
+ planning departments « Social planning councils jt, Where possible this information is also gathered from
+ colleges and universitiess libraries other organizations in the community who serve the
o same client group. This baseline information is then used
Statistics Canada reports ¢ estimate community needs through a survey of

+ local board of health + Public assistance records

+ law enforcement recordse

+ Mental health existing agencies and programs. A service use survey can
organizations provide two important types of information.
o LYF2NXNIGA2Y 2y LIS2LX SQa vy

Strengths use of and demand for services.

+ Is relatively inexpensive + Information on those services that are available to

¢ Easy to access public records and reports meet particular needs.

+ Requires little expertise to collect information From these two pieces of information, you may be able to

+ Information from various sources can be co_mblned estimate the gap between what exists and what ought to

+ Once a system has been set up, it can easily be exist.

maintained and updated _ ) . o
The service use approach is more useful in examining

relatively specific needs. For example, if you are assessing
Weaknesses needs related to substance abuse, you would only want
+ Indicators can only tell you about needs indirectly  to survey those agencies and organizations which offer
+ Rates and averages do not always reflect characterisservices in this specific area or which receive regular
tics of individuals in that area. When you average requests for such services.
some statistics they often do not tell you a lot about
some individuals
+ Requires you to make some assumptions which al- The service use approach can provide information on:
ways involves some risk
+ Statistics can be manipulated to support your position

Using This Approach

type and range of services available

problems addressed by these services

characteristics of clients (e.g. age, sex, place of

residence, income)

who referred them to the service

how accessible and affordable the services are

waiting list for the service

A Decide which indicators you will use, where you can i aso
get them and how you will assess them.

Activity Checklist

A Clearly define the information that you require. A
literature review could be useful.

* & 6 6 6 o o

important to ensure that your survey is
) comprehensive, including such service providers as:
A Contact the organization in the community which community agencies, hospitals and health clinics, court

have the information and secure their-operation. related programs, government departments, church
A Gather the information in a useful format. sponsored programs and private agencies.
A Interpret the information in terms of needs.

A Integrate the results with those from other
method(s).

18



Strengths Key informants do not need to be professionals, nor

+ relatively inexpensive to collect and analyze must they be high profile. Many frofine workers and
T e volunteers have valuable insights and knowledge about
+ may enhance communication among service the needs and services in their communities
providers Using This Approach

+ provides a useful inventory of community services
+ provides indepth information about current service
usage

The first step is to identify those people in the community
who are most likely to be helpful in identifying needs.
The selection of appropriate informants who represent a
variety of perspectives is a crucial part of the process.
_ o , _ _ The views of those selected can be obtained through a
+ Provides indirect evidence of needs; i.e. service faceto-face interview, a telephone interview or a mail
availability and use may not actually reflect needs ¢ questionnaire. It is also possible to interview key

Weakness

+ agencies may not keep thorough records informants in small groups. The information obtained
+ concerns about confidentiality may preclude use of oy using the key informants approach often serves as
some records an excellent basis for designing a questionnaire to be

+ provides no information about the population not used in a community survey.
receiving the service

. . Strengths
Activity Checklist . : .
) + relatively inexpensive
A ldentify the information that you require. + relatively simple to undertake
A |dentify agencies and organizations to survey. + requires little time to conduct

A _ , o + provides a wide variety of perspectives
Contact responsible persons in these organization:  ~gn encourage interagency-operation

to secure their caperation.

A Prepare worksheets for recording information. Weaknesses

A Collect information. ¢ key informants may represent existing service groups
but may not necessarily be representative of the
community: therefore,
= may present biased views
= may promote conflict if agency mandates overlap

or where there is interagency competition for
The key informant survey approach is based on th limited funds
assumption that certain people in a community are in : >NBftASa 2y LIS2LJ SQa LISNDS
position to understand social and health needs in that
com_munlty. Information gathered from a broad cress Activity Checklist
section of these key people provides valuable —
information for a needs assessment study. Depending”A Describe the information that you require.
on the focus of your study, key informants could include z
any or all to the following:

A Integrate and interpret information.

2. Key Informant Survey

Identify and secure the eoperation of a cross
section of key people who are knowledgeable about
service providers from other agencies e2dz2NJ O2YYdzyAueQa ySSRad®

.
¢ program planners in public or private organizations z Prepare interview questions or questionnaire.

+ school personnel (teachers, principals, counselors)

o clergy A Conduct interviews or madut questionnaire.

¢ public health nurses A Tabulate and interpret the data.

+ physicians A ] ] ]

+ community volunteers Follqw up, if neces§ary, with a groyp mee.tlng of
+ representatives of funding bodies key informants to discuss and clarify the findings.
¢ community mental health workers

+ public officials
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4. Community Groups

This approach is similar to the key informant approac
except that a wider circle of informants takes part.
Persons in the community interested in the need o
service being assessed are invited to attend an ope
meeting or series of meetings. The purpose of the forur
is to provide an opportunity to bring together the diverse

perspectives of community residents in order to gain
Weaknesses

more comprehensive picture of social needs. After
presentation or display, a discussion is held and th
comments are recorded. This is a quick and effectiv
approach for gathering information about needs but i<
best used in conjunction with another approach.

Using This Approach

Community forums are best for more general need:
assessment studies. If your needs assessment is focus
on a very specific area of needs, for example, fami
planning needs or a specific sgoup of the population

such as the elderly, this may not be the most effective

method for you to use.

need:

a. Diversity - Representation from a broad cress
section of the population is essential.

b. Publicity - The meeting should be widely publicized
to insure broad representation. Publicity should
clearly state the time, place, and purpose of the
meeting and the sponsoring group.

c. Input from the Community- It is important to work
closely with community members in planning,

publicizing and conducting the meeting. Their input

and coeoperation can be invaluable.

d. Structure- The meeting should be wedtructured to
allow for ample and equal opportunity for
participants to express their views.
format and rule should be clearly stated and an
effective moderator should be chosen.

e. Follow-Up - It is important for people to know that
their participation was helpful and that the meeting
had some results.
attending the meeting and informing them of the
outcomes are important as a folleup measure.

Small working groups may also be established as a

result of the meeting.

20

The purpose,

Letters thanking participants for

Strengths

+ relatively easy to arrange and inexpensive to conduct

+ allows opportunity for all persons wishing to state an
opinion to be heard

¢ generates interest among citizens who may then be
willing to play an active role, such as sitting on a
committee

+ those attending the meeting may not be
representative of the community.

+ information obtained may be based on personal
opinions rather than informed opinions

+ only those individuals who are comfortable in
expressing their view in this type of setting will be
heard

e LIS2L3 SQa SELISOGIGAZ2Y A

+ meetings can be dominated by pressure groups who
influence the results

Activity Checkilist
For your community forum to be successful, you will A

Describe the information that you require.

A Contact community representatives to plan the
meeting.

A Plan the meeting agenda around the key questions.

A Choose an appropriate date, time, place and
moderator.

A Publicize the meeting.

Hold the meeting and systematically record all
opinions expressed.

A Send followup letter or notices.

A Interpret and present the meeting results.

Y@



5. Field Survey Weaknesses

. , .« can be more costly and tirreonsuming than other
In conducting a field survey, your are usually seeking:

approaches
¢ actual information such as family size and e may be viewed as an invasion of privacy by some
composition, income and ages respondents
¢ perceptual informaton NBX 3 NRAY 3 ¢ poor sampling may result in a n@apresentative

dzy RSNBRUGFYRAY3I 2F GKSANI  sample of the population being surveyed

¢ experiential information RS a ONRA 0 A Y 3 « requires trained personnel to design the
behavior patterns such as use of service or lift  questionnaire and to code and analyze results
events

Usually a standardized questionnaire is used with #ctivity Checklist

selected sample in a maiut survey, a telephone A Describe the information that you require.
interview or a facdo-face interview. From the
responses of the sample, you can estimate the size of the
population in need and the services they require. The
field survey is most effective when used after need areasA  Choose a survey method (fateface interview,
have been identified either through service use mailout questionnaire or telephone interview).
information or interviews with a few key informants. A

Choose a sample which is most likely to provide the
information that you require.

Design the questionnaire.
While some studies do survey an entire population, this A
is rarely a feasible approach. Usually, information is
obtained from a representative sample of the population
or of a subpopulation such as the elderly, single parents A Code and interpret the results.
or the poor. From the responses of the sample group, 4
you can estimate the size of the population in need and
the services that they require.

Conduct the survey (may involve training of
interviewers first).

Present the results in a meaningful format (such as
tables or graphs).

Using This Approach

Regardless of which survey method you choose, it will be
necessary to design a questionnaire to gather the
information. It is often helpful to have the aperation

of other community groups or agencies to ensure
relevance of the questions and, in some cases, to secure
access to respondents. The field survey is often most
effective when an initial indication of needs has been
obtained through another method such as interviews
with key informants or analysis of social indicators.

Strengths

+ gathers information directly from those experiencing
the needs

+ provides most valid and reliable information

+ is flexible enough to cover a wide variety of topics

¢ SYKIy0Sa GKS O2YYdzyAideQa
or organization

+ obtains information from a large number of people

(0p))
<

O«

(¢
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Worksheet Three
v

Where to Get the Information You Need

In Chapter 1, we discussed the differences between needs, wants, and preferences and the importance of knowin
which one(s) you wanted to find out about. You face a similar issue with choosing your approach for getting the
information you need. It is unlikely you will get all the information you need (or think you need).

What information do you want? Given your time and financial constraints and the expertise you can draw on, what
information would you prefer to have?

In Chapter 4, you read about the various approaches to find the information and the merits of each. This workshee
will help you select the one(s) that best suit your needs.

1. What information do you need to fulfill your research objectives?

2. Where can you get this information?
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3. What approach(es) can you use?

4. Given time and cost constraints, what approach or combination of approaches are feasible?

5. Do you need any outside assistance to undertake the activities associated with the approach(es) you have
chosen? If yes, what activities do you need help with?

23



Chapter Five
v

Ways of Collecting Information

Mail-out or Internet Questionnaires
Faceto-Face Interviews
Telephone Interviews

P O bR

Analysis of Records

Worksheet Four:Selecting the Best Way to Collect the Information

In Chapter Four, we looked at five approaches you cou Strengths
use to find the information you need. This chapter ook 4 |arger sample size more readily obtained
at how you can get this information.

*

+ simplicity of coding and analysis
The most common methods involve asking people ¢ ¢ less time required
analyzing records and other written information. They ¢ can cover a large geographic area inexpensively
are: ¢ increased sense of privacy and anonymity among
1. Mail-out Questionnaires participants may encourage more frank responses
2. Internet-based Questionnaires ¢ can be done with a minimum of skilled people
3. Faceto-Face Interviews
4. Telephone Interviews Weaknesses
5. Analysis of Records + lower response rate

¢ no assistance provided to respondents in
understanding questions; therefore higher possibility
of incomplete or invalid responses

In choosing how you are going to collect information,  |ack of a personal approach may lead to indifference

The appendix provides some basic information on
guestionnaire design.

the two major considerations to keep in mind are: about completing it
+ the kind of information each method can collect ¢ because more highly educated people are more likely
+ the time and costs associated with each method to respond, results may be biased
) . . ¢ no guarantees that the respondents you send it to
1. Mail-out Questionnaires will fill it out

To researchers, the appeal of mailt questionnaires is 2
that most people are familiar with them. Mailt )
questionnaires are also a relatively easy method foWith the trend of increasing Internet access, emaihd
contacting specific groups of people. Questionnaires caweb-based surveys have become a popular alternafore
provide answers to specific questions, and can be&ccompaniment}o mailout questionnaires. Like malil
particularly effective where there are many alternativesout surveys, Internet questionnaires are effective for
to be considered or rated. Madlut surveys are an reaching a large sample of people. There are a couple of
effective method for projects that involve sampling athing to be considered before doing an online survey:

large number of people or a large geographic area. Thi§ whether your sample group has Internet access; and,
is also a relatively cheap research method. However, th§ whether there is online survey software available
recent increases in postage rates have made it a less that meets your needs. (There are a number of free

affordable option (particularly if you are providing return  and usesfriendly service providers available.)
postage, which is recommended to encourage higher

response rates).

Internet-based Questionnaires

Some of the resources listed in the in Appendix C offer
more information on doing Internet surveys.
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Strengths

+ same strengths as maut questionnaires

+ cheapest of the survey methods

+ fastest survey method; less time required for data
entry allows you to move to analysis stage sooner

Weaknesses

same weaknesses as mailt questionnaires

unequal access to the Internet by different groups
people (and different patterns of use) may lead to an
unrepresentative or biased sample; depends upon
target population of survey

L4
L4

2.

This method is probably the least used of the thre¢
methods for asking people for information. It is the mos
costly in terms of time required to set up and the skillec
personnel needed.

This method is practical only where a small number ¢
people are to be interviewed. Its biggest advantage, ar
it is a strong one, is the richness and detail of informatio
that it can provide especially when you want to find ou

Faceto-Face Interviews

and differentiate between needs, wants, and
preferences. Facw-face interviews allow the
interviewer to ask further questions to clarify and probe
responses.

expressions as a cue to probe further or batk

Strengths

more detailed and richer information

an opportunity to clarify responses and probe for
further information

an opportunity to explain the purpose of the study in
more detail and to clarify questions

more questions can be asked

higher response rate than other techniques

avoids problems of illiteracy among respondents
new issues can be uncovered

¢
¢

* & o o

Weaknesses

most expensive survey method

interviewers may bias the data

data may be more difficult to code

more management tasks; have to hire, train and
supervise interviewers

may be hard to contact some people

takes longer to administer and conduct; the number
of people you can sample is small

* & o o

<>
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3. Telephone Interviews

As with madout questionnaires, most people are familiar
with telephone interviews. They are relatively easy to
administer and conduct. Telephone interviews are a kind
of compromise between fact-face interviews and mail
out questionnaires. This method has some of the
advantages of each.

Strengths

less expensive than fade-face interviews
callbacks to make contact or obtain additional
information are simple and inexpensive

allows for clarification of questions and responses
can be done faster than other survey methods

¢
¢

Weaknesses

must be kept relatively short

interviewer may be viewed with suspicion because of

connection with telephone soliciting

¢ may not be representative as it precludes people who
have an unlisted number or who have no telephone

+ several calbacks may be necessary to contact the

respondent

¢
¢

4. Analysis of Records

The interviewer can also watch facighnalyzing records and other written information can tell
AyGSNBai

@2dz o62dzi LIS2LX SQa
of usage of services and service locations.
Strengths

¢ can give a specific information
¢ is an inexpensive source of information

Weaknesses

+ records only existing alternatives, therefore may not
show all needs, wants, or preferences

p




Worksheet Four

v

Collect the Information

This worksheet will help you decide how to collect the information you need if you are surveying people.

Is This An Important Consideration?

Mail-Out

Faceto-Face Telephone
Questionnaire Interview

If Yes, Which

Interview Method is Best?

You want to probe or clarify responses

No Yes

Probably Not

You have a complicated series of
guestions to ask

Probably Not Yes

No

You have a lot of opeanded
guestions to ask

Probably Not Yes

Perhaps

You want people to rank or rate

alternatives Yes Perhaps  Probably Not
You want to survey a large sample Yes No Probably Not
You want a high response rate No Yes Perhaps
You need the results soon No Perhaps Yes

You want a specific person to respond No Yes Yes

You do not have trained interviewers Yes NoO No

or the time to train them

(Other Consideration)

Table Adapted from:ABBEXIVINGSTONE, D. and ABBEY9Q/S2 2 € A ¥y 3

Ontario Ministry of Tourism and Recreation, 1982.

1. Which method is most appropriate to your needs and your limitations?

wSE2 MORK yldzZl @1 2¢ bSSRa
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2. Do you need outside assistance to undertake the tasks associated with the method you have chosen? If yes,
which tasks? (e.g. Drawing up questions, gesting, coding, training interviewers, etc.)

3. Who could help you with these tasks? Would they need to be paid?
Could you recruit volunteers?
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Chapter Six
v

Summarizing and Reporting

1. Summarizing the Findings

2. Presenting Your Findings

While attention is paid to planning and doing needs2. Reporting Your Findings
assessment research it is surprising how little thought is

given to summarizing and presenting findings.  In'OUr answers in Worksheet Number Two helped you
worksheets One and Two, you identified the purpose ofdentify who wants or needs this information and how
the needs assessment research, who it was about, wher@uch information you should provide.

the information you needed was, and how you could getrhere are a number of ways to report your findings,
It. including:

In discussing the responses to the Worksheet questions, 4 \vritten report + a public meeting
you probably will have decided what information would _ . _

be useful to you. It is important that the information you ¢ @ presentation + adiscussion group

obtain be analyzed and summarized in a way that isyou may wish to choose a combination of these. For
useful to those who will receive the needs assessmenéxample, the people who asked for the research and
findings. Will your research plan enable you to get thehose who funded it will want a full report. A formal
kind of information you would like to present to decision written report would probab|y be best for this group. If
-makers? This chapter can give you some ideas f@hjs is your decision, you will probably want to include
revising your research plan. the following sections in your report:

1. Summarizing the Findings + Executive Summary and Recommendations
¢ Purposes of the Study (Why it was done)

If you have a lot of numerical data, you may want to 4 Background (How it came about)

present it as: ¢ Methodology (How the study was done)

= Approaches chosen

= The method used to collect information

¢ achart ¢ amap = Description of work done

There are other descriptive ways of presenting your ¢ ResearchFindings o
information.  These are generally referred to as ¢ Analysis and Discussion of Findings
qualitative analysis and include: ¢ Recommendations

+ atable ¢ agraph

+ written descriptions + films Staff of your agency and residents of the community who
_ , could be affected by the recommendations may also
¢ pictures + tape recordings want to know the findings.

_Partlcularly Whefe you have used opended questions Other interested people may include those who were
in your survey, it is important not to lose the personal

- a2 . urveyed, other members of th ncy, ia, othe

O2yusyd 2 ¥ €2dNJ Ay F2NXI Sgen%cyi smgovernr'the t déjﬁa§n§£§ts yagld%'ltﬂgg Eeﬁe a%
comments are often the most effective evidence of nee Ipublic ’For these groups, a presentation, a public
and should certa_ln_ly be considered as part of you meeting, or a discussion group can be sufficient for
report. However, it is critical to look for common themes . -

o . reporting your findings.
among responses and to highlight these in your
conclusion and your presentations. The project steering committee can be helpful in making
decisions about what to present to whom.
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Chapter Seven

v

Using the Needs Assessment Results

Worksheet Five: Ensuring That Your Needs Assessment Research
Gets Noticed and Used

We are fast approaching the end of this workbook. Yetlt may be that your needs assessment does not support
in a sense, this is only the beginning because needbe existence or the urgency of the needs which were
assessment is the logicéirst step in any process of assessed in the study. Or your results may indicate a
service planning. need for a particular program or service for which

If you think back to the beginning of this workbook, yourfsgurdcszsaggng:ﬁq ?ﬁ:'?}gﬁéné;f;ura?ﬁfﬁr ?]S::jsr:r?gt
will realize that we have come full circle. The purposeg udy P u

that we discussed for undertaking a needs assessme pu have the commltment and resources o adc_iress
study were related to the importance of careful and these needs, you will want to plan a program accordingly.
logical planning as a basis for offering relevant,

meaningful and useful services. If you have achieved the

purposes set out in our research plan, chances are good

that you will have a clearer idea of the type and extent of

LIS2L) SaQ ySSRaT @&2dz gAff KFE &S |
importance of these needs; and finally, you will have

some recommendations for action. Your findings should

now be incorporated into your planning process.

Q)¢
Q)¢
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Worksheet Five
v

Ensuring That Your Needs Assessment Research
Gets Noticed and Used

Research plans often get put aside as people concentrate on the many tasks and problems of carrying out the nee
assessment. This worksheet will help you to determine if you are on track with your research plan. It may well be the
your research plan needs some revision.

We suggest that you discuss the worksheet questions or at least keep them in mind throughout your needs assessme
research. The worksheet is not meant to be done only after the report is written.

1. Is your report readable?

2. Review your responses to Worksheet Number One.
Are your research findings clearly linked to the problems and /or issues you set out to research?
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