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Conducting a Needs Assessment

Directions: A needs assessment can be done in many different ways, depending

pevelop

on how much time you have, the resources you have available, and how
thorough you want to be. Below are a series of ideas and activities you might
include in your needs assessment. Together with your staff and advisory team,
select one or several of these activities. We’ve noted what kinds of resources and
how much time is required for each to help you select the most appropriate
activities for you.

Surveys

Surveys are a great way to capture quantitative information about what is needed in your community (see
Tool 87: Tips for Developing and Administering Surveys). Youth and family members are the most common
types of people to survey. You might consider asking the following types of questions:

e What kinds of activities or programming would they like to have in an afterschool and expanded learning
program (e.g., sports, academics, arts, personal and social development)?

e What kinds of activities or programming do they already access in the community (e.g., sports leagues,
local Ys, scouting organizations, Boys and Girls Clubs, etc.)?

e What kind of schedule they would like to see—that is, do they want a program that is offered every day?
How late do they want programs to go? For how many weeks? Throughout the school year? Summer?

e Do they need transportation home?

Time Commitment: High—you need to identify the population to survey (perhaps all of the young people and
their families in the school where you are planning to run your program), distribute the surveys, enter the
data, analyze the data, and create some kind of report.

Resources Required: Moderate—the main expense is staff time. You’ll need to copy and distribute the survey
and then have someone enter the data, which can be time-consuming if you distribute a large number of
surveys. You may want to hire someone to tally and present the results.

Focus Groups

Focus groups can be a good way to get qualitative and more in-depth information from a smaller number of
people. Focus groups might be with youth, families, community members, or potential providers. You will
need to identify the groups of people you want to talk to, develop a focus group protocol that includes the
guestions you want to ask, schedule the groups at a time that is convenient for your participants, and identify
people to conduct the groups. Generally, focus groups should include five to eight people. Any more can get
unwieldy, but fewer than five requires people to talk too much and can be tiring. See Tool 88 for tips on
conducting good focus groups.

Time Commitment: Low—these can just require a few hours of time to coordinate and organize, and then
each group typically lasts between 45 minutes and 1.5 hours.
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Resources Required: Moderate—these can be expensive or relatively inexpensive depending on how many
people you include, whether you provide food, and who conducts the groups. You may want to hire someone
with experience doing focus groups; it can be challenging to keep the group on track and elicit the information
you want, so having someone with expertise may be useful.

Program Inventory

One way to determine where there are gaps in programming in your community is to do a program inventory.
This can be a formal survey of providers in the community or a more informal review. Some questions to ask
providers include:

e What age range do you serve?

e How often do you run programs? What days of the week? What hours? How many weeks each year? Do
you run summer programs?

e What types of activities do you offer?
e What neighborhoods or schools do you serve? What is your target population?

Time Commitment: High—an inventory can be quite time-consuming. You will need to either set up and
conduct interviews or develop and disseminate a survey. Getting community providers to respond to a survey
will require follow-up because most are very busy and may not see it as a priority.

Resources Required: Moderate—this does not have to be an expensive process, but it will require a fair
amount of staff time, especially if you decide to distribute surveys. Interviews or more informal program
reviews may be less time-consuming and therefore less expensive.

Interviews

Interviews with key stakeholders in the community can be a great way to learn more about what is needed
and how your program might be received. Think about people in your community who could serve as key
informants. This might include local leaders such as city council members or faith-based leaders, school
officials, directors of local non-profits, the head of the parent-teacher organization, and other high-profile
individuals representing your constituents. Develop a set of interview questions unique to each person that
targets the information they may be able to provide. Contact each individual to set up an interview. The
interview should last between 45 minutes and 1 hour. Any more than that may be overwhelming. If possible,
meet in person rather than doing it over the phone in order to build relationships.

Resources Required: Low—these can be relatively inexpensive to conduct and they only require the time of
one individual to develop questions and conduct the actual interviews.

Time Commitment: Again, these only require the time of one person to develop a set of questions and set up
and conduct interviews. Depending on how many people you talk to, these might take as little as 5 or 6 hours
to conduct.
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Now What? Take the information you have gathered for the activities above and write it up in a brief one-page
report. This can be a bulleted list or PowerPoint presentation. Present the findings to your advisory board and
other local stakeholders to make sure the information you have gathered is accurate. This is called a feedback
loop. Ask your stakeholders to make suggestions based on the findings; note their suggestions in your
document. Keep the document for future use. You are likely going to have to demonstrate the need or
background for the program in grant proposals, program plans, or evaluation reports (see Tool 41 for program
plan template). This information can be compelling for recruiting program partners and in-kind donations from
local businesses. A little bit of information can go a long way in gathering support for your program.

Finally, think about ways to modify this activity to engage young people in the process once your program is up
and running. This is a great way to kick off a service learning project or to engage youth in the ongoing process
of program planning.
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ORGANIZATIONAL ASSET MAPPING ACTIVITY

Prior to Meeting

ASANENIRN

Invite school staff members

Invite partners organizations

Invite board members

Invite program volunteers

Have an understanding of the number of attendees (for groups)

Materials Needed

<
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Asset Mapping Instructions

Flip chart, with sticky back

Tape (if flip chart does not have a sticky back)
Multi-Colored markers (for color coding)
Sticky Notes

Clock/watch

Candy or prizes (optional)

Mapping Facilitation

v

Explain the purpose of the activity (e.g., the purpose of this activity is for our group to identify
the resources we could reach out to for our advisory group OR the purpose of this activity is for
our group to identify resources in the community that we are not currently tapping into)
o Depending on group size and time allotted, split group into teams and assign a team to
each of the categories (below).
Ask each team to list as many resources related to their topic/purpose as they can in their
category in 5 minutes (with a small group they can do all categories)



v

2 Categories (this can be posted around the room)

e Human Resources (i.e., staff, volunteers, teachers, etc.)

e Civic Organizations (i.e., funding agencies, local govt., etc.)

e Community Partners (i.e., agencies, local business, large corp., etc.)
e Church & Faith Based Partners

e Community Organizations (i.e., service providers, associations, etc.)
e College and Universities (i.e., TRIO, admissions, sports, etc.)

When 5 minutes are up, have each team share or discuss their list/responses

Have the teams write down the responses using different colored markers for each of the
categories on the large flip chart paper.

If time allows, solicit additional suggestions for each category from the larger group and include
results of each category on the wall.

Finally, have teams develop a visual of their asset map using the material provided.

Action Planning

v

As teams map their responses on the flip chart paper, ask each team to pick a marker and place
a star next to the organization/resources they think could have a big impact (they can rank
resources depending on the initiative).

Explain the concept of BRIDGE BUILDERS (people who have established relationships with the
identified resources or are willing to make contact).

Instruct the team to circle the organizations/resources they have an “in” with for action
planning.

Have each team develop an action plan with tasks for the team (including Bridge Builders) to
begin outreach to the community resources identified in the mapping.
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Shared Responsibility Worksheet for the
Program Leader and Principal

Directions: The principal and program or site leader should complete this
worksheet together. Review the tasks in the left column. Add any additional tasks
that may be needed. Then, for each task, indicate who will be responsible—the
principal or the program or site leader—or whether it will be a shared
responsibility. If a responsibility will be shared, decide how it will be shared.

Responsibility of Program Responsibility of Shared Responsibility

or Site Leader Principal (Indicate How)

Secure space for
afterschool activities.

Inform school day teachers
that their classrooms will be
used.

Provide supplies and
materials for program.

Handle discipline issues
that arise in program.

Communicate with families
about the content of
program.

Recruit youth for program.
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Responsibility of Program Responsibility of Shared Responsibility

or Site Leader Principal (Indicate How)

Decide on the type of
activities to be offered.

Hire and supervise program
staff members.

Register participants for
program.

Define the program staff’s
training needs.

Other
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Identifying Program-School Alignment Opportunities

Directions: Use the following survey to ask school day teachers about the
academic, social, emotional, and physical areas they are working on during the
school day and in which their students need additional support or where they
see opportunities for curriculum alignment with the afterschool and expanded
learning program. For each subject or topic area, have them list specific skills
they see as priorities. Then ask them to assign a priority level—low, medium, or
high—to these skills. Once you have collected feedback from all teachers, use
the matrix on the next page to keep the information organized.

Teacher Name:

Grade Level(s):

Subject/Topic Area Specific Skills Priority Level

a

High

Medium

Low

High

Medium

Low

High

Medium

Low

High

Medium

aa oo aaaoaaaa

Low

Please identify areas where you think the program and school can collaborate to better support youth and
reinforce important skills:

Directions: After collecting the forms from teachers, compile the information in a table like the example below.
To aid in the decision-making process, you can sort the information by grade level, subject/topic area, or
priority level. Use the blank form on the following page for your program.
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Lincoln School Teacher Programming Needs — Example

Teacher Name and

Priority

Suggestions for

Grade Level Subject/Topic Area Specific Skills Level Collaboration
Ms. Meier, Math concepts e Long division Medium | Math teachers can
Grade 4 e Fractions provide list of concepts
to the program staff
weekly
Mr. Davidson, Interacting with ¢ Understanding High Form partnership with
Grade 4 special-needs disabilities community organization
students e Communicating for special-needs
respectfully students
Mrs. Smythe, Life-science labs and o Life stages of Low Collect insects during
Grade 5 experiments insects program as part of
e Plant structures Audubon Society
and functions enrichment program
Mr. Johnson, Time management e Weekly Medium Specific time in
Grade 8 homework afterschool and
planning expanded learning
e Finishing long- program to work on
term projects on long-term English
time project
Mrs. Fleming, Coordination e Reinforce basic High Joint training for the
physical education, coordination skills afterschool and
Grades K-3 like dribbling, expanded learning staff
balancing, and gym teachers
running
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[School Name] Teacher Programming Needs — Template

Teacher Name and Priority Suggestions for

Grade Level Subject/Topic Area Specific Skills Level Collaboration
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