
 

Needs   Assessment   Guidelines  
Version   1.1  

These   Needs   Assessment   Guidelines   provide   a   series   of   ques�ons   for   a   team   to   work   through   in   order   to  
iden�fy   both   the   resources   of   a   community   as   well   as   the   issues   it   may   face.   These   guidelines   should   be  
used   in   order   for   a   team   to   be   able   to   then   develop   an   informed   proposal.   
 
There   are   separate   guides   and   templates   for   wri�ng   proposals   and   budgets.   

The   Purpose   
Needs   Assessment   iden�fy   the   resources   of   a   community   and   determine   the   concerns   and   issues   it  
faces.   Addi�onally;  

● To   learn   more   about   what   the   needs   are   in   your   group   or   community.   A   good   assessment   can  
supplement   your   own   observa�ons   and   experiences.   It   can   give   you   detailed   informa�on   from   a  
larger   and   more   representa�ve   group   of   people   than   you   could   get   from   observa�on   alone.  

● To   get   a   more   honest   and   objec�ve   descrip�on   of   needs   than   people   might   tell   you   publicly.  
● To   become   aware   of   possible   needs   that   you   never   saw   as   par�cularly   important   or   that   you  

never   even   knew   existed.  
● To   document   your   needs,   as   is   required   in   many   applica�ons   for   funding,   and   as   is   almost   always  

helpful   in   advoca�ng   or   lobbying   for   your   cause.  
● To   make   sure   any   program   or   ac�ons   you   implement   are   in   line   with   needs   that   are   expressed   by  

the   community.  
 
Also:  

● To   get   more   group   and   community   support   for   the   ac�ons   you   will   soon   undertake.   That's  
because   if   people   have   stated   a   need   for   a   course   of   ac�on,   they   are   more   likely   to   support   it.  
And,   for   the   same   reason....  

● To   get   more   people   actually   involved   in   the   subsequent   ac�on   itself.  

Scope  
A   Needs   assessment   may:  

● involve   and   seek   to   extract   informa�on   of   an   en�re   community   and   its   needs   or,   
● it   may   focus   on   a   certain   service   that   you   may   seek   to   provide   and   an   assessment   of   the   need  

for   that   service   or,   
● it   may   focus   on   a   par�cular   and   specific   problem   and   the   needs   around   that   problem.  

 
HINT:   An   assessment   can   be   conducted   by   one   person,   ac�ng   alone,   but   generally   speaking,   a   needs  
assessment   survey   will   be   most   effec�ve   and   more   useful   if   it   is   designed   and   carried   out   by   a   group.  
This   is   especially   true   when   no   one   has   special   experience   in   this   field.   In   most   needs   assessment   cases,  
many   heads   will   usually   be   be�er   than   one.   So,   start   by   assembling   a   small   group   of   interested   people   to  
help   you   conduct   the   assessment   and   make   decisions   to   carry   out   the   job.  
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The   four   steps   of   the   needs   assessment   are   as   follows  
1. Planning    –   In   this   step   of   the   process,   the   lead   assessor,   along   with   other   members   of   the   team,  

define   the   audience   for   the   assessment   and   then   determine   exactly   what   type   of   informa�on  
needs   to   be   collected.  

2. Data   Collec�on    –   In   the   data   collec�on   step,   the   team   collects   data   as   to   what   the   problem   is  
and   how   it   is   affec�ng   learners.  

3. Data   Analysis    –   In   the   data   analysis   step,   the   data   is   organized   and   then   priori�zed   to   determine  
learning   needs.  

4. Repor�ng   on   Results    –   The   final   step,   repor�ng   on   the   results,   should   include   a   summary   of  
results   and   finally   a   recommended   solu�on.  

 

Table   2: Sample   criteria   for   assessing   needs  1

Criteria  Descrip�on  

About   the   issue   itself  

Equity  Who   the   issue   is   affec�ng?   Whether   different   groups   are   being   affected  
differently   or   dispropor�onately   by   the   issue  

The   long-term   impact   of   the   issue  The   impact   of   the   issue   on   individuals   and   the   community   if   the   issue   remains  
unaddressed  

The   feasibility   of   affec�ng   the   issue  How   complex   the   issue   is,   and   how   amenable   the   issue   is   to   change  

The   severity   of   the   issue  How   people   are   affected   as   individuals,   how   the   community   is   affected,   the  
financial   and   social   cost   of   the   issue  

The   frequency   of   the   issue  How   many   people   are   affected   and   how   o�en  

How   the   issue   intersects   with   other  
issues   and   func�on   of   society  

The   effect   on   other   issues,   or   other   parts   of   a   system.   The   poten�al   for  
unintended   consequences   when   taking   ac�on   on   the   issue  

About   the   context   and   community  

Other   related   work  Whether   other   groups   or   agencies   are   working   to   address   the   need.  
Opportuni�es   for   collabora�on   and   shared   funding  

Public   and   poli�cal   support   to   address  
the   issue  

Is   the   issue   of   interest   to   the   community,   or   conversely,   is   it   an   issue   that   is  
being   overlooked?  

Agency,   Global,   regional   or   na�onal  
goals   and   priori�es  

How   the   issue   aligns   with   exis�ng   goals   and   priori�es.   How   the   issue   and  
interven�on   meets   the   holis�c   emphasis   of   Integral   Mission.   

 

1  Rabinowitz,   P.   (2017).  Community   Tool   Box:   Sec�on   23.   Developing   and   using   criteria   and   processes   to   set   priori�es .  
Lawrence,   KS:   Center   for   Community   Health   and   Development,   University   of   Kansas.   Retrieved   from  
ctb.ku.edu/en/table-of-contents/assessment/assessing-community-needs-and-resources/criteria-and-processes-to-set-pr 
iori�es/main  
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Phases  

1. Planning   &   organizing   Phase  
a. What   do   you   want   to   get   out   of   the   assessment?   What   is   its   goal?   
b. How   will   you   use   the   results?  
c. Are   you   ready   to   do   the   work   that   is   required   with   our   fullest   effort?   
d. How   much   �me   do   I   have   for   the   assessment   from   start   to   finish?   The   answer   will  

depend   on   what   informa�on   is   already   available,   how   much   resources   you   have,   how  
many   will   be   involved,   and   the   size   of   the   group   being   assessed.   

2. Informa�on   gathering   Phase  
a. Ask   who   has   the   informa�on   about   the   situa�on   you   will   address?  
b. Who   will   be   the   par�cipants   you   will   include?   (   Govt   officers,   Health   officials,   Local   govt  

officials,   community,   hospitals,   residents,   small   businesses,   teachers,   people   in   a  
geographic   area,   representa�ves   of   various   groupings   –   make   sure   to   include   a   diversity  
of   gender,   age,   children,   people   with   disability)  

c. How   many   will   you   survey   –   this   will   determine   the   length   of   �me   your   assessment   will  
take  

d. How   will   the   data   be   collected?   (Eg.,   Door   to   door   surveys,   online   surveys,   published  
documents,   Government   mee�ngs,   community   mee�ngs)  

e. If   a   survey   /   ques�onnaire   is   being   used   who   will   design   it?   

3. Analysis   Phase   
a. What   are   the   risk   and   protec�ve   factors   associated   with   the   issue?  
b. What   are   the   causes   and   consequences   of   the   issue?  
c. Who   should   be   the   target   group   for   interven�ons?  
d. What   evidence   exists   about   effec�ve   interven�ons   to   address   the   issue?  
e. What   evidence   exists   about   effec�ve   approaches   to   this   issue   and   with   this   target  

group?  
f. What   is   the   transforma�onal   nature   /   element   of   this   interven�on   that   makes   this   a  

holis�c   response?  

How   will   the   informa�on   be   analysed?  
a. Discuss   each   issue:   Is   it   feasible   to   address   this   issue?   What   are   the   larger   implica�ons   of  

addressing   it?   Does   this   issue   �e   in   to   other   issues   and   strategies   that   are   currently  
employed   or   planned?   Will   there   be   other   benefits   to   addressing   this   issue?  

b. Individually   or   in   small   groups,   rate   each   issue   in   terms   of   its   importance   and   the  
feasibility   of   having   an   effect   on   it.  

c. Discuss   the   ra�ngs   as   a   group,   examining   whether   any   issues   can   be   eliminated   or  
consolidated   (by   addressing   two   issues   together).  

d. Rank   the   issues   according   to   the   agreed   criteria,   and   select   the   highest   issues   for   ac�on.  
e. How   will   the   informa�on   be   summarized?  
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4. The   Report   Phase   
a. A   short   execu�ve   summary   that   includes   the   purpose   of   the   needs   assessment,   the  

dimension   of   the   issue,   the   method/s   used   and   conclusions  
b. Who   conducted   the   assessment   and   brief   descrip�on   of   process  
c. Who   par�cipated   in   the   assessment   –   by   groupings   of   age,   gender,   ethnicity,   educa�on,  

social   demographic,   experience   etc  
d. List   top   5   concerns   /   needs   of   the   survey  
e. List   the   resources   and   strengths   available   to   address   the   issue   locally  
f. Sugges�ons   for   ac�ons   that   include   local   solu�ons   and   are   realis�c,   �mebound,   specific  

&   measurable.  
g. Recommenda�ons   need   to   be   feasible   and   realis�c  
 
 

Some   Samples   online  

1.      SAMPLE   Community   Needs   Assessment   Survey  

2.       Community   Health   Needs   Assessment   Survey   SCS  

3.       Community   Needs   Assessment   Ques�onnaire  

4.       Community   Needs   Assessment   Survey  

5.       2017   COMMUNITY   NEEDS   ASSESSMENT   SURVEY  

6.       Example   Community   Health   Survey  
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https://www.hud.gov/sites/dfiles/SPM/documents/ROSS_HH_NeedsAssessmentSurveySampleFinal1.pdf
https://www.surveymonkey.com/r/SNXP6FR
http://www.pacs-ky.org/Editor/assets/pennyrile%20needs%20assessment%20survey.pdf
https://www.ihda.org/wp-content/uploads/2018/12/Community-Needs-Assessment-Survey.pdf
https://www.surveymonkey.com/r/2GHPB73
https://www.naccho.org/uploads/downloadable-resources/Programs/Public-Health-Infrastructure/Example-Survey-CTSA-Community-Health.pdf

