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CHECKLIST OF ESSENTIAL NEEDS ASSESSMENT STEPS

For your needs assessment, have you:
· Determined the purpose of your needs assessment? Timeline?
· Determined who will develop the needs assessment (e.g. SEA, contractor, combination)?
· Who will be included on the needs assessment team?
· Determined what data you need to collect?
· What are the questions you need to answer?
· What is the purpose of the needs assessment?
· What is the minimum required by your stakeholders or your department?
· Who can help you determine where to find the information you need?
· Don’t forget to document special needs and available resources.
· Chosen several key questions that your needs assessment will evaluate?
· Decided on your data collection methods?
· How will you get the information you need to answer your questions? 
· What collection methods will you use (e.g. surveys, focus groups, interviews, community meetings)?
· Are you collecting enough OBJECTIVE data?
· Who will you need to talk to regarding needs? Who will be your data sources?
· Are there any existing data sources you can use that fit your needs?
· How often will you need to collect data to get a representative picture?
· Decided how you will organize your data?
· Can your collected data answer the questions you asked?
· Is there any missing data?
· Decided how you will analyze your data?
· Can you define needed services?
· Can you prioritize needed services?
· Can the information help you develop reasonable and measurable program goals?
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