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ABSTRACT

An educational needs assessment is a process by which
educational needs of students are identified and ranked in order of
importance. The needs assessment process discussed in this
publication has been designed for use at the district level. At this
level school officials use needs assessment for deciding what changes
to make in a course of study as well as meeting federal eligibility
requirements, The word "need" is defined as the discrepancy between
what a student knows and what he should know. This procedure
explained in this publication will not be useful in determining
institutional needs such as transportation needs, library facilities
needs, or building needs. Student learning needs are the scle focus
of the educational needs assessment procedure outlined. The
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INTRODUCTION

Under Title 1 of the Efementary and Secondary Education Act of
1965, a schocl district must conduct a needs assessment before it can
become eligible to receive Title Il funds for innovative or exemplary
projects. This publication has been developed to assist school district
staft members in planning and conducting a needs assessment, A com-
prehens ve needs assessment procedure is presented with instructions
and sugqestions for implementation.

The recommended procedures are based upon research findings. This
research was concentrated in three major areas:

(1} asurvey of the literature on needs assessment,

{2) asurvey of the needs assessment practices in other states, and

{3) asurvey of the current needs assessment practices and capabili-
ties of Ohio schoo! districts.

The procedures presented nere not only provide a workable needs
assessment for compliance with the eligibility requirements for federal
funding under Title 111, ESEA, but can also be useful in the areas of
educational planning and school-community communications.



WHAT IS AN EDUCATIONAL NEEDS ASSESSMENT?

An educational needs assessment is a process by which educational
needs of students are identified and ranked in order of importance.
Ordinarily, a needs assessment seeks both subjective information (such
as attitudes or perceptions of various groups) and objective infc-mation
(such as achievement test scores) for the purpose of identifying and
ranking educational needs.

Educational needs assessments can be conducted for numerous rea-
sons and at various levels. At the national level a program called the Na-
tional Assessment of Educational Progress provides information con-
cerning educational achievements of students across the United States.
At the state level, Department of Education staff members are often re-
quired to identify critical educational needs of the state. These educa-
tional needs then becoms targets for certain federally funded programs.
At the district level, schoo! officials might use a needs assessment for
deciding what changes to m.ake in a course of study as well as for reet-
ing federal eligibil.ty requirements. At the classroom level, the results
of a needs assessment might be used to determine the important objec-
tives of a course of instruction and to identify the current status of stu-
dents with regard to these objectives,




The needs assessment process discussed in this publication has been
designed for use at the district level. In this process, the word “need”’ is
defined as the discrepancy {or difference) between what a student
knows anu what he should know. Thus, the needs that are identified
and ranked are learning needs of students. The procedures explained in
this publication will not be useful in determining institutional needs
such as transportation needs, library facilities needs, or building needs.
Student learning needs are the sole focus of the educational needs
assessment procedure outlined in this publicaticn.

A clear distinction can be made between student learning needs and
institutional needs if institutional needs are considered to be methods
of aileviating student learning needs. For example, a student learning
need might be that fifth grade students in a district are not achieving at
expected levels in reading. The statement of need is based on the find-
ing that fifth-rrade reading achievements should be at a certain level
and test results or other information indicate that student achievement
1s below this level, Thus, the discrepancy between the expected or de-
sired level and the actual level of reading achievement is the need. In
this example, it would not te accurate to state that the student need is
for improved hbrary facitities. The need is based upon the fact that
students cannot read as well as they should. It may well be true that
buying new books and providing additional library space will have an
effect on reading achievement, but improving library facilities is a
method for alleviating the student need and is 7ot the actual student
need.

The definition of need should be interpreted to include both the
affective (dealing with attitudes and values) and the psychomotor
{dealing with physical skills) domains as well as the area of student
cognitive learning. In other words, it would be appropriate to call poor
attitudes toward mathematics and poor handwriting skills actual stu-
dent needs if a true discrepancy between actual and desired levels can
be documented in these areas.

As stated earlier, an educational needs assessment should rank needs
in order of importance as well as identify these needs. This ranking of
needs becomes especially important when applying for Title 1] fund-
ing since these funds should be directed toward the most critical rieeds
in a district. A recommended needs assessment procedure which can be
used to identify and rank needs is discussed in the next section of this
publication.
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HOW TO CONDUCT A NEEDS ASSESSMENT

Research findings suggest the following points as criteria for the de-
velopment of a needs assessment procedure for use at the district level.
Such a procedure should:

-~ use the “discrepancy’’ approach to determine needs
- inzlude a method for assigning priorities to identified needs

— obain input from parents and other community members in
addition to input from professional educators and students.

~  begin with broad statements of educational goals

—  assess needs in the affective and psychomotor doma™  as well
as cognitive areas.

~ involve the setting of expected levels of student achievement of
goals

—~ use both objective and subjective data to determine needs

The needs assessment procedure shown in Figure 1 is intended to
meet these criteria.

The procedure involves develcping educational goal statements and
conducting a survey of both school and community persons to deter-
mine their perceptions of the importance of these goals and student
achievement. The survey results will indicate the top priority needs as
perceived by the different groups involved. Desired levels of student
achievement are determined in each of the top priority needs as per-
ceived by the different groups involved. Desired levels of student
achievement are determined in each of the top priority areas and actual
student achievement is measured to see if these predetermined levels
are being met. Information from the survey of perceived needs and
from the measurement of student achievement is then used to rank
educational needs in order of importance.

A NEEDS ASSESSMENT PROCEDURE

STEP ONE Estabiaty g nevds a§sessment commiftee
STEP TWO Propare statements of edacationa! jouts

STEP THREE - Corduct s sutvey to determine perceived
peluCatiomal oS

STEPFOUR- Agsiqn nnorities to percened edutdatrong! teetds

STEP FfIVE Set Gesired tevels of stadent ahrevertiont

STEP SIX Deterarne gt statas of student chievemest

STEPSEVEN - Cominre a¢tuagl status with desired lovels

STEP EICHMT Asrgn prorties 1o sducabondl Needs
FIGURE 1
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Each of the steps in this procedure will be discussed below and sug:
gestions ¢n how to complete the various tasks are provided.,

STEP ONE-Establish a
2eds Assessment Committee

4]
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Conducting a needs assessment requires considerable coordination.
It is important that the overall procedures used to identify needs be
well planned and carefully monitored. Moreover, it is extremely im-
portant that 3l those involved accept as valid both the identified needs
and the process used to determine the needs. For these reasons, it is
recommended that a needs assessment committee be appointed. This
committee will perform specific duties as well as generally give direc-
tion to the entire needs assessment process.

The superintenaent should be responsit:ie for determining the size of
the needs assessment committee as wel! as appointing its members. The
size of the commitiee can vary, but the number of members should be
kept small enough so that meetings will be “‘work and decision making"
sessions and not just ‘‘talk’ sessions. However, the committee should
be large enough to involve representatives from as many groups in the
district as is possible.

fn naming committee members, the superintendent should consider
representatives from the board of education, building administrators,
teachers, counselors, parents, civic leaders, and students. The persons
actually selected should be respected members of the community and
should be knowledgeable about education and the educational process.

4 4y



The superin endent or hus designe ed representative should also be a
member of the commulter. A typical needs assessment committee
mught hdve tins memberstup. supermtendent, board of education mem:
ber, elementary building principal, parent with children in elementary
school, parent with children in secondary school, secondary school
counselor, secondary schoo! teacher, civic group representative, and a
seconddry school student.

It the superintendent decides to appoint a centra! office person to
serve 11 his place, the representatve should be one who is knowledge
able about needs assessment, The superintendent or his representative
will be responsible for explaining why the needs assessment is being
conducted, orienting the commitee members to the needs assessment
process, and explaining the specific duties of the committee. (The
members of the needs assessment committee should have an opportun-
ity to review this publication before the needs assessment begins.)

The comnuttee will be responsible for making decisions about the
needs assessment strategy as well as performing specific duties during
the implementation of the assessment. After members have become
familiar with the needs assessment process and its purpose, they must
make a decision about its parameters. Specifically, they should deter-
mine whether the assessiment will be concentrated at the elementary,
junior high, or high school level, {1 is possible to use a general strategy
which considers all levels at one time, but more specific information
can be obtained if a particular level is selected for assessment. In addi-
tion, it is probably best to keep the scope of the effort narrow during
the first year,

Other specific duties of this committee are: prepare goal statements,
rank perceived needs, set expected levels of student achievement, and
rank real educational needs. Each of these duties will be explained in
this publication. A timeline of needs assessment activities and recom:
mended completion dates is included in Appendix A, It is important
that the committee as a whole performs the duties listed above rather
than just one person or a group of district administrators. Having the
committee involved in the needs assessment should enhance the validity
of the identified needs, and could determine whether or not these

needs will he agreed upon by educators and community members in
fgeneral.

The needs assessment committee will need assistance in performing
its dduties. A clerical person should be made available for typing, tabu-
lating survey results, notifying members of meeting times, and taking
10tes at the meetings.

S -1)



STEP TWO-Prepare Statements of
Educational Goals

Before a needs ascassment can be conducted, the exact areas must be
~ determined. In step one, the needs assessment committee decided
which level (elementary, junior high or high school) to focus on. It
still remains, though, to choose specific areas. The needs assessment
should not be narrowed to, for example, junior high school mathema-
tics at this point, but the scope of the assessment should be narrowed
from the total impact of ejucation on the student to a workable size.

Narrowing the scope of the needs assessment can be accomplished
most easily by focusing the assessment on the existing educational goals
of the district. These goal statements are usually very general in nature
but they should be adequate for narrowing the scope of the needs
assessment, The commictee will use the goal statements (o generate sub-
goals that describe educational outcomes for a student. The committee
will use the sub-goals in developing a survey instrument (discussed later
in this publication},

A sample of goal statements and appropriate sub-goal statements i,
shnown in Figure 2. Three to five sub-goal statements should be devel
oped for each goal that appears in the district philosophy. Although
there is no required number of sub-goal statements, the total number
should approach forty or fifty since a survey instrument will be devel-
oped on the basis of these sub-goals.

6 11
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SAMPLE GOALS AND SUB GOALS
EDUCATIONAL GOAL Education should hielp eac i sty

dent acquire hamc shihs gtud un
terstandings o communication

SUBGOAL 11 Eact studeot should be able to
use eftectively the basic shetly i
regdinng

SUB-GOAL 1.2 £ achy stuttent should he abile to

comunumicate  ettectively  waith
dthers i wniting

SUBGOAL 13 - £t student shouid te able 10
commurnicate etfectively i speak
ing

EDUCATIONAL GOAL 2 Etication should assist each st
dent to deauare and develop un
clerstariditnds, St titucten gtied skilis
necessary (O tespansihie ¢itizen
sty

SUB GOAL 21 Eacty student should use sociél
Cotittesies aut shabis nesded n
tigran redgtions

SUB GOAL 22 Each student stiaydd sxtudnt con
corn tor the settane and digmity
ot Lt peaple

SUB GOAL 23 Eacty student shioatd te able o
Wtk efectively aoth aafivrduals
At Yo

FIGURE 2

The tina!l list of suby goal statements should bhe subject to approval of
the full needs assessment committee if they were developed by indivi:
dual members or by some other assigned groups. The main criteria used
to evaluate the list of sub-goal statements should be: (1) !s the list of
statements comprehensive enough to include the areas deemed impor-
tant? (2) Are the statements written in such a way that they will be
understood by the people who are not professional educators? (3) Does
each statement reflect a desirable outcome of the educational process
for the level at which the needs assessment is being conducted?

(f the district does not have prepared goal statements, goals from
other districts could be abtained and examined by ths board of educa:
tion for relevance . 1f obtaining goals from other sources is not desirable,
perhaps the needs assessment committee could develop goal statements
tor board approval,
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STEP THREE-Conduct a Survey to Determine
Perceived Educational Needs

Once the fist of sub-goal statements has been prepared and approved
by the needs assessment committee, plans are made for obtaining per-
ceptions of various groups concerning the importance of each of these
sub-goals and how well students in the district are achieving them.,
When these perceptions have been obtained, it will then be possible to
identify perceived needs. Perceived needs are the discrepancies between
levels of importance and achievement for each goal statement. (The
needs identified in this manner are termed ‘‘perceived’’ needs since the
needs are based on perceptions held by people and not on actual mea-
surement of the status of students in regard to achieveing these sub-
goals).

The major tasks to be completed are:

{1} Develop and print the survey instrument.

{2) Determine which groups will be asked to respond to the survey
instrument,

(3) Determine the number of people from each group which will be
asked to respond to the survey instrument,

(4) Draw a sample of people in each group (if necessary).
(5) Distribute the survey instruments,
(6) Collec: the survey instruments.

The survey instrument should be developed from the list of sub-
qoals anproved by the needs assessment committee. A sample format
for this instrument is shown in Figure 3. Additional information con-
cerning the development of the survey instrument is given in Appendix

s 13
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EDUCATIONAL NEEDS QUESTIONNAIRE I
LEVELS OF:MPORTANCE LEVELS OF ACHIEVEMENT g
1
s & £ :
é é z é £ Education should help each g ¢ g : %
T o5 3 : 3 person to. 5 & & § £ ‘
& 2 - 3
T &5 % y = & g
CHNF B SR § 20: o8
(1y (21 (3) 4) (5) T Use effectivaty the hasic (1) (2} (3) (&) (b) '
shitls of reading
(1 (21 (3) 4y (B 2 Commurcate eftectively (1) (2) (3) (4) (5)
with others iy writing
(h 2y (3) (4) (B 3 Commurucate effectively (1 (2 (3) {4) (5)
11y sprendh g
(1 {(2) (3 4) (5 4 Use social courtesivs and (1) (2) () (4} (5)
shis rtoedeo o buman
raldtions
(b 2y (3 @ (9 b Exhdut concern for wel (1) (2} (3) (4) (5)
fare ancd chigrnty of atl
pepply |
{1 {2y (3 4 D 6 Work ettactively with (1 (2} (3) (@) (5)
tcfividaads aned groaps
efc |
FIGURE 3

The survey instrument should be coded so that it will be possible to
determine who (student, parent, teacher) completed an instrument.
This can be done by numbering the instruments {for example, 1-300
for students, 301-600 for parents, etc.) or by using different colored
sheets (for example, blue for students, yellow fcr parents, etc.).

A brief letter of explanation should accompany each instrument,
The letter should explain the purpose of the survey, the level (elernen-
tary, junior high, or high school) at which the responses should be dir-
ected, and the method by which respondents were selected. This letter
should be sent under the name of the district superintendent to give
credibility to the survey.

As the survey instrument is being developed, the needs assessment
committee should identify groups of people who should complete the
instrument. Since input from a number of sources is desired, the res-
pondents should include students, parents, community inembers, tea-
chers, administrators, and board members. Additional groups from
which respondents could be selected are non-certificated school person-
nel, members of community organizations, and representatives of busi-
ness and industrial firms in the area.

9 14



The needs assessmert nemmittee must also decide on the number of
persons who should be : skod to respond to the survey instrument. Even
if it were possible, it is not necessary to obtain responses from every
eligible person in the groups mentioned above. Thus, unless the total
district enroliment is very small {less then 1,000 students in K-12), it
is advisable to select a sample of persons within each group. This does
not mean that the instrument shouid be given only to a group of citi-
zens who serve on a schoo! advisory council or to a group of business
leaders who meet regularly for a noon luncheon. While input from
such groups might be desirable, perceptions of educational needs held
by these groups would not necessarily be representative of community
members in general. The sampling strategy should be to randomly
select individuals to be surveyed. This should assure a representative
group.

In a district with 350 high school students, it would be possible to
have every high school student respond to the questionnaire. No special
sampling strategy for students would be required. However, in a dis-
trict with 1,000 or more high school students, use of a sampling strat-
egy is recommended since this would minimize costs and reduce the
work involved in analyzing the data.

fn most districts, 300 to 500 students would be an adequate sample
to represent the entire student population and to generate data which
would be statistically reliable. In larger districts, the sampling strategy
should be to select randomly about 500 students.

Various techniques are available for selecting a sample of students.
For example, in selecting 500 students from a high school with an en-
roiiment of 2,500 an acceptable method would be to list the names al-
phabetically and assign each name a number from 1 to 2,500. Five
hundred numbers between 1 and 2,500 could then be selected by us-
ing a random number table, and the students corresponding to each
number selected would represent the sample (A random number table
and instructions for its use are shown in Appendix C). However, in a
district with 10,000 high schoo! students, a more workable sampling
strategy would be to randomly select high school homerooms and have
all the students in those homerooms complete the instrument. For ex-
ample, suppose that in the district with 10,000 high school students
there are 400 homerooms. A sample of approximately 500 students
could be drawn by using a random number table to select 20 home-
rooms and including every student in these homerooms in the sample.
This method of selecting students by first selecting homerooms should
not be used unless students are somewhat randomly assigned to home-

10 X



rooms. If, for example, students are assigned to homerooms in which
they have their first period class, the students themselves should be
selected randomly, not the homerooms.

The basic instructions given above would also apply to the sampling
strategy used in selecting parents. Names of parents could be selected
randomly from school records using the table of random numbers. In
districts with large enrollments, parents of students in homerooms
which were randomly drawn could be selected to respond to the ques-
tionnaire,

There are other sampling strategies which could be used as alterna-
tives to random sampling, but the methods discussed above are relative-
ly easy to use and should result in a representative sample.

Selecting a sampie of community members who do not have students
in school will be difficult because it will not be easy to obtain i list of
names. In small districts, a list of names could be obtained by compar-
ing lists of names on property tax rolls with names of parents having
children in school. A random sample could then be drawn from the per-
sons on the tax rolls who were not identified as having children in
school. An alternative to this procedure would be to have each parent
who resnonds to the survey instrument provide the name and address
of a neighbor who does not have a child in school. The persons identi-
fied in this manner could be asked to respond to the survey instru-
ment. In some cases, it may be possible to simply select names from a
telephone book and compare this list of names with names of parents
with chitdren in school.

With the exception of large districts, it would not be necessary to
draw a sample of individuals from teachers, administrators and board
members. In most districts with total student enroliment under 20,000,
each teacher and each administrator who works at the level of concern
in the needs assessment (elementary, junior high, or high school) can
respond to the survey instrument. In larger districts, a sample of from
300 to 500 teachers could be drawn using the table of random numbers
as discussed earlier. It should be possible, however, to have all adminis-
trators and all board members complete the instrument.

The survey can be conducted in a number of ways once ihe sampling
has been completed. Students, teachers, and administrators can com-
plete the instrument during school time. This holds down the costs of
the survey and should ensure a sizeable rate of response. The instru-
ment could be mailed, with a return envelope enclosed, to parents hav-
ing children in school or it could be sent home with the students. While
both of these methods are acceptable and inexpensive, the return rate

11 i6



may not be very high. An alternative approach which should ensure a
higher rate of return s to have t e instruments delivered personally to
each respondent and collected later at a specified time. This is also a
good method to use in distributing instruments to community members
who do not have children in school. The distribution and collection of
the instruments could be performed by high school students, PTA
members, or other groups as 4 money making project {or their organi-
zation.,

STEP FOUR -Assign Priorities to Perceived
Educational Needs

The survey instruments should be categorized by groups (parents,
teachers, etc.) as they are returned. Once the collection process has
been completed, the analysis of the responses can begin. This analysis
determines the discrepancies between levels of importance and achieve-
ment for each goal statement for each group. A sample worksheet (with
instructions) that can be used to tabulate responses is shown in Appen-
dix D. Use of this worksheet will not be necessary if the analysis is be-
ing handled by computer since cards can be punched directly from the
instruments. Mowever, if use of a computer is not feasible, the work-
sheet should prove helpful in performing the analysis. The actual work
involved is not complicated although it is time consuming.

The results of the tabulation and the analysis will be a discrepancy
value for each sub-goal statement for each group. This discrepancy
value, which will be the averaye discrepancy value for each group, will
indicate the difference between importance and achievement for each

-
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goal statement. Most discrepancy values will probably be positive num-
bers although it is possible to obtain zero or negative number discrepan-
cies. A positive discrepancy should be interpreted as an indication that
people believe students are not achieving a certain sub-goal as well as
they should be. A zero discrepancy indicates that the students are
achieving satisfactorily, while a negative number discrepancy indicates
that students are actually achieving at a higher level than is expected.

The discrepancy values should he compiled into a report for the
needs assessment committee. A sample format fo such a report is
shown in Figure 4. These discrepancy values, determined from the re-
sults of the survey, will aid in determining per.eptions of needs but
will not necessarily serve as a valid indicator tiat a given need actually
exists. A different type of discrepancy valie which gives more valid in-
formation will be used later in this needs assessment procedure.

SAMPLE NEEDS ASSESSMEN . REPORT

DISCREPANCY VALUES
BOARD
s STUDENTS PARENTS  TEACHERS ADMIMISTRATORS MEMBERS

v Ui 1 g’

FIGURE 4

The needs assessment committee examines the report and determines
the top priority perceived needs for further investigation. Sub-goal
statements having many small positive, zero, or negative n'mber dis-
crepancies (hence, not perceived as needs) can easily be ruled out. How-
ever, there will probably be many goal statements remaining aftec this
initial “‘weeding out”’ process, The needs assessment committee will
have to reach agreement on a procedure for determining the top prior-
ity needs since the analysis procedure and the report are not designed
to do this,

There are different methods by which the needs assessment com
mittee can assign priorities to the perceived needs. One method is to
add the discrepancy vatues obtained from each group of respondents
for eacts goal statement; the largest values will then indicate top prior-

13 is



ity perceived needs. Use of this procedure may not be desirable, how-
ever, because it assumes that the opinions of each group are of equal
importance. The needs assessment committee may or may not accept
this equal weighting procedure as the most valid. An alternative to sim-
ply adding the discrepancies across groups would be to weight these
values according to the wishes of the committee before adding. For ex-
ample, suppose the committee members decided that the opinions of
board m-mbers and administrators should count twice as much as the
opinions of any other groups (individual groups, not the remaining
groups as a whole). In this case, the discrepancy value for item number
1 in Figure 4 could be obtained as shown in Figure 5.

|

i SAMPLE WEIGHTING SYSTEM

WEIGHT X DISCREPANCY

Students 1 X 093 B 0.93
Parents 1 X 1.65 - 1.65
Teachers 1 X 1.06 z 1.08
Adkaltators ? X 1.29 2.58
Bor ot Membwes 2 X 0.97 = 1.94
! n 7 Total 8.16

Weighted discrepancy value 816 7 1.17 i

' e . o
FIGURE 5
When this weighted discrepancy value has been caiculated for each

sub-goal statement, the perceived needs can be ranked from largest to
smaliest by the size of this weighted discrepar.cy value.

The top priority perceived needs will be those sub-goal statements
having the largest weighted discrepancy values. However, this list of
prioritized perceived needs is not the terminal point of a needs assess-

ment. The perceived needs are based solely on perceptions or opin-
ions that persons hold toward education. The perceptions of impor-
tance gathered in the survey must be accepted as valid information, but
the perceptions of the levels of student achievement on various goals
may not be accurate. The perceptions of people concerning student
achieverment could easily be biased by an isolated incident or could be
inaccurate because of a lack of information about the schools. Since
perceptions of needs may not be accurate, there should be some objec-
tive data which documents the actual needs. The top priority perceived
needs then become the areas in which to concentrate further assess-
mer.t eftorts.

14 1Y
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The actual number of top priority perceived needs to be included in
further assessment efforts should be determined by the needs assess-
ment committee. Some factors to consider when making decisions on
the number of areas to be assessed are: (1) the size of weighted discrep-
ancy values, (2) the relative costs of assessments in each area, (3) the
relative ease of conducting assessments in each area, and (4) the
amount of time available for assessment. Because of these factors and
others, between five and ten of the top priority perceived need areas
should be selected for further assessment.

STEP FIVE -Set Desired Levels of Student
Achievement On Top Priority Perceived Needs

An educational need has been defined as the ditference or discrep-
ancy between what a student knows and what he should know. This
definition implies that there must be a desired level or a standard set
for what a student should know and then it must be determined
whether or not the student has attained this standard. Setting a stand-
ard for student achievement should be the responsibility of the needs
assessment committee although information from teachers, administra-
tors, and persons trained in educational measurement would probably
be desirable before the committee makes its final decision on such
standards.

Standards of achievement need to be set for each of the top priority
perceived needs selected earlier by the needs assessment committee.
These standards ma:, take different forms. For example, a standard
may be set in terms of (1) national or statewide norms, (2) achievement
levels in similar districts ir the area, (3) achievement of specified per-
formance objeciives, and (4) desired learner behaviors in non-cognitive

15wt
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areas. These standards should represent a desired state ot achievement
tor all students ot o parhicular level i the district’s program, 1t s not
necessary to set standards for edach student or for each class in the dis
trict,

Some examples of standards of desired levels of student achievement,
using each of the fouw forms discussed above, are shown below:

Form 1 Every student in the tifth grade should score at or above the
national norm on the arithmetic portion ot the lowa Test of
Basic Skills,

Form 2 The achievement level of sixth grade stucdents in our district
on the mathematics portion of the Ohio Survey Test should
be equdl 1o or above the actueverment level of sixth grade stu-
dents in district X,

Form 3 Ninety purcent of the fifth grade students should perform
cottectly on 18 of 20 items of a basic mathematical skills
test designed by a group of fifth-grade teachers in our dis
tract,

Form 4  Eighty percent of the sixth-grade students will have a favor
able attitude toward mathematics as measured by the Kiner
Scale of Attitudes Toward Mathematics.

These standards are presented only as sanples and do not include all
possible forms i which standards could be written.

Some important pomnts to consider when developing these statements
of desired standards are:

(1) The standard should be based on a reasonable expectation of
learner achievement. For example, a standard such as ""All
sixth grade students will achieve at or above the 90th percentile
on the California Achievement Test,” is obviously not very
realistic for most districts.

(2) The standard should be based on some logical relationship be-
tween present student performance and future situations for
which the student must be prepared. For example, if it is
known that a seventh aradz reading level is necessary for astu
dent to do successful work in high school, then a logical stand-
arcl would be that “"All high schoo' freshmen should read at or
above the seventh grade level as measured by the Metropolitan
Reading Test.”’
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(3)  The stundard should be written so that 1t allows for a determt
nation ot whether or not the standard has been met. For exam
ple, o standard such as, "Sophmore science students will do bet-
ter than last year's sophomore science students,” would not be
Jcceptable because the word “better” is open to many different
interpretations. 1t would not he possible to determine whether
or not thus standard was met without having a clear definttion
of what was meant by “beiter.”

(4)  The standard should actually be set before the measurements
are taken. This may not ahways be possible, but the identified
need would be more readily accepted if this can be done.

Setting these standards should be the responsibility of the needs
assessment committee., However, it seems likely that the opimons of
teachers and administrators would be desired before final decisions are
Madde on Crese standards,

STEP SIX -Ascertain Actual Status of
Student Achievement

The methods used for accomplishing this step will usually be deter
mined by the nature of the standard used in the statements. The me
thods could involve buying and using standardized tests, having tea
chers set definite performance objectives for a course of instruction and
then using a criterion referenced test to see if students have met these
objectives, or using various unobtrusive measures o determine student
performance ot behavior. In many cases, collecting the necessary infor
mation on student achievement may not be an extra burden hecause
the information 1s often collected during the school year.
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If existing data or data that are normally acquired during the school
year are not adequate, a number of sources can be used to provide
assistance in collecting the necessary information. A large number of
standardized tests are discussed in Buros' Mental Measurement Year-
bnok' and in Measurine Muman Behavior?. |f criterion-referenced tests
are desired, they can be developed by district staff members or pur-
chased from various educational organizations. Many educational or-
ganizations maintain files of performance objectives and related test
items which may be purchased.

If formal testing in addition to the regular testing program is re-
quired, it is quite possible that adequate information can be collected
by giving the test to a sample of students, rather than testing every stu-
dent. It is possible to use a sample of students because you are seeking
information about the average student achievement level rather than
specific information about each student. Sampling procedures similar
to those discussed earlier for conducting a survey would be appropriate
here. Using these sampling procedures will help to hold down the costs
of the testing program.

in situations where forma! testing resuits will not provide adequate
information (for example, when the perceived need being measured is
in a noncognitive area), use should be made of any pertinent data from
schoo! records, follow-up studies of school graduates, dropout studies
and so forth,

‘Mcmat Measurement Yearbook, Buros, Oscar K, Editor; Gryphon Press, Hightand Park, New
Jetsay, 1872

2M¢asurm9 Muman Behavior, Luke, Daie G., Mites, Matthew B.; and Earle Raiph B. Jr., aditors;
Teachers College Press, Columina University, 1973
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STEP SEVEN -Compare Actual Status with Desired
Levels of Student Achievement

L\
A
4

If the desired standards for student achievement have been properly
written, it should be possible to make direct comparisons between
these statements and the measurement of student achievement to deter-
mine the discrepancy between these two states. (Please note that these
discrepancies are not related to the discrepancy values discussed earlier
in step four.) Some sample comparisons are shown beiow:

Desired Status -

Actual Status -

Discrepancy -

Desired Status -

EXAMPLE ONE

Every eighth-grade student in our district should be
able to read at or above a sixth-grade level as measur-
ed by the Metropolitan Achievement Test.

The analysis of the results obtained by administering
the Metropolitan Achievement Test to all eighth-
grade students in our district indicates thatseventy-
three percent of the eighth-grade students are reading
at or above the sixth-grade level.

100, (Desired) -~ 73 (Actual) = 27%

EXAMPLE TWO

Ninety percent of the ninth-grade students should
score at or above the national norm on the Stanford
Hiah School Science Test

19 .
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Actual Status -

Discrepancy -

Desired Status -

Actual Status -

Discrepancy -

The analysis of the results obtained bv administering
the Stanford High Schoel Science Test to ninth-grace
students indicates that only sixty-two percent of
these students scored at or above the national norm.

90", (Desired) -~ 62", (Actual) = 28%

EXAMPLE THREE

At the end of the thitd grade, ninety percent of the
students would be able to answer correctiy eighty
percent of the questions on a locally developed test
of basic math skills.

Eighty four percent of the third grade students were
able to answer correctly eighty percent of the ques-
tions on a math skills test developed by a committee
of third-grade teachers in our district.

90", (Desired) — 84 (Actual) = 6%

When it is not possible to obtain direct information needed to deter-
mine whether or not a desired level of student achievement has been
reached (this could often be the case when the perceived need is in the
affective domain}, an attempt should be made to identity as many in-
direct indicators of actual status as possible. An example using indirect
indicators is shown below.

Desired Status -

Actual Status -

EXAMPLE FOUR

All students will demonstrate concern for the welfare
and dignity of all people.

On a locally developed test, fifty-three percent of all
eleventh-graders indicated that they would be willing
to live ncxt door to a person of another race, thirty:
seven percent indicated that they would continue to
associate with a friend whose father had been sent to
jail, and twenty-two percent indicated they would be
willing to perform volunteer work in a rest home for
the aged.
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STEP EIGHT-Assign Priorities to Educational Needs

PRICRITY

The needs assessment committee shcu!d list the educational needs in
order of importance after studying achievement. The needs should not
he ranked solely on the size of the discrepancy between the desired and
actual status of student achievement. Among the other factors to be
considered when preparing a ranked list of needs are:

(1)

(2)
(3)

(4)

(5)

the ranking given each need by each group involved in the sur-
vey
the logic behind the statement of desired status

the relationship between the statement of desired status and
the actual status of student achievement

the validity and reliability of any standardized tests which were
used

the validity of any sampling strategy used to determine actual
status

There is no “magic formula” for determining the top priority needs
from this information. The final list of ranked needs should be deter-
mined by discussions among committee members after consideration of
the factors above. An alternative strategy would be to let each member
assign points to each need (for example, use a scale of from 1 = low
priority to 5 = high priority). The needs could then be ranked accord-
ing to the total number of points assigned to each need.
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APPENDIX A
NEEDS ASSESSMENT ACTIVITIES

A list of the major activities in the needs assessment process is shown
below. The recommended completion dates have been arranged to coin-
cide with the ordinaty school year. Since the needs assessment proce-
dure could begin at any time during the year, the recommended com-
pletion dates may be useful only in providing estimates of the time to

be allotted.
PERSONS RECOMMENDED
ACTIVITY RESPONSIBL.E COMPLETION DATES
1. Appoint a needs assess  Superintendent August 15

ment comnriittee

2. Conduct orientation Superintendent September 1
mecting for needs
assessmient committee

members
Purpose:

a. Explain purpose of
needs assessment

b. Discuss educational
goals of district

c. Determine level to
be assessed

3. Conduct needs assess-
ment committee meet-

Superintendent
Superintendent

Needs Assessment
Committee

Superintendent September 15

ing

Purpose:

a. Determine educa: Needs Assessment
tional goals Cormmittee

b. Arrange for writ- Needs Assessment
ing of sub geal Committee

statements

¢. Select groups to
be surveyec!

d. Discuss weighting
procedures to e

used in data analysis

of survey resuits

Needs Assessment
Committee

Superintendent

22
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10.

11,

12.

13.

14.

15.

ACTIVITY

. Draw sample for survey

instrument

. Develop and distribute

sur .+ instruments

. Return survey instru

ments

. Anal z2e survey resuits
. Prepare summary

report

. Assign priorities to

perceived educa-
tional neecis

Set desired levels of
student achievement

Determine measure
ment instrument to be
used

Order measurement
instruments

Administer measure:
ment instruments

Compare actual status
with desired levels
Assign priorities to
educational needs

PERSONS

RECOMMENDED

RESPONSIBLE COMPLETION DATES

Superintendent/
Clerical

Superintendent/
Clerical

Siirvey respondents

Clerical

Superintendent/
Clerical

Needs Assessment
Commiitee

Needs Assessment
Committee

Neecds Assessment
Committee,

teachers/subject

matter specialists

Superintendent/
Clerical

Teaching Staff

Needs Assessment
Committee

Needs Assessment
Committee

October 1
October 15
November 15

November 25
December 1

December 5

December 20

December 20

January b
Febiuary 1-May 1
May 156

May 15



APPENDIX B
DEVELOPMENT OF A SURVEY INSTRUMENT

The suggested format for the survey instrument was shown earlier in
this publication in Figure 3. The survey instrument should follow this
format since a discrepancy value can be determined from perceptions
on levels of importance and levels of achirvement for each item on the
instrument. However, use of this format requires that the survey res-
pondents be told very explicitly how to mark their responses on the in-
strument. A sample set of directions is shown on page 25. This set of
directions (or a similar set) sh. ild be attached to the front of the sur-
vey instrument,

The items on the survey instrument will be made up of the sub-goal
statements discussed in Step 2 of this publication. The following sug-
gestions are given to guide the development and use of these sub-goal
statements:

(1) Each sub-goal statement should relate to one of the goals estab-
lished by the needs assessment committee or by the board of
education.

(2) The level of specificity of a sub-goal statement should be about
midway between the fow level of specificity in a goal statement
and the high level of specificity in a performance objective.

(3) Each sub-goal statement should deal with only one activity. For
example, do not combine basic skills in math and proper atti-
tudes toward learning in a single sub-goal statement.

(4) Each sub-goal statement should be as brief as possible.
(8) The use of ambiguous terms and phrases should be avoided.

(6) The positioning of sub-goal statements on the instrument
should be determined somewhat randomly. For example, if
there are three sub-goals related to mathematics, these sub-
goals should not be listed together but should be separated
from each other.

(7' The number of sub-goals used on the survey instrument should
not go above fifty.

When the format of the instrument and the sub-goal statements have
been agreed upon, the instrument is ready for final typing and reproduc-
tion. Since the same instrument will be used for all the groups surveyed,
some coding system should be used to enable the person who analyzes

-t
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BEST COPY AVAILABLE

the data to rdentify the gooup to which a particular respondent belongs.
An easy way to code the mstruments s to use different colors of paper
tor the instruments given to different groups. For example, all instru
ments give to parents could be blue, instruments given to students
could be yellow, ana s forth.

If the mstruments are mailed to various persons, a return date and a
return address should be stated on the instrument itself or on the ac:

companying letter.

SAMPLE DIRECTIONS FOR SURVEY INSTRUMENT

Directions: Attached are forty statements of educational goals. To
the left of each goal statement you are to indicate your opinion of the
iroportance of vach goal being achieved hy stucdents in this district. Use
the following key to indicate the importance you attach to each goal.

1 This goal s of /ittle or no importance
2 - This goal is of rninor importance

3~ This goal is of mec/ium importance

4 - This goal is of major importance

5 - This goal is of critical importance

To the right of each goal you are to indicate your opinion of the de-
gree to which students in thus district are achieving this goal. Use the

following key to indicate your opinion.

1 — This goal is being achieved to a very low degree
2 - This goal is being achieved to a /ow degree
3 - This goal is being achieved to an average degree
4 — This goal is being achieved to a /igh degree
5 — This aoal is being achieved to a very high degree

Shacle the number that corresponds with your opinion. Make sure
that you stade a number for both the importance of each goa: and the

degree of achievement of each goal.
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APPENDIX C
TABLE OF RANDOM NUMBERS

Shown on page 28 is a table of random numbers. Directions for
using this table of randecm numbers are:

Step 1 -

Step 2 -

Step 3 -

Step 4 -

Step 5 -

Determine the number (N) in the population from which you
are drawing a sample. If this number is less than 100, it will
be necessary to setect two-digit numbers from the table. If
this number is between 100 and 999 inclusive, it will be ne-
cessary to select a three-digit number from the table.

Assign each person (or item) in the population a number
from 1 to N (with each number being used only once).

Determine the number in the sample. One random number
should be selected from the table for each person (or item)
in the sample.

Randomly select a starting point within tho table of random
numbers. The starting point can be determined in a number
of different ways, but a very common method is tocloseyour
eyes and touch the table with a pencil. The number closest
to the point of contact is the first number selected.

Select other numbers by moving vertically, horizontally, or
diagonally from the starting point.

EXAMPLE

Suppose it is necessary to draw a sample of 230 students from the
total high school enrolimen: of 963 students. '

Step 1-
Step 2 -
Step 3 -

Step 4 -

The population contains 963 students. Thus, it is necessary
to select three-digit numbers from the table.

Each high schoo! student will be assigned a number from 1 to
963 (this could be assigned alphabetically).

The sample size is 230. Thus, it will be necessary to select
230 three-digit numbers from the table.

The starting point selected is the O shown in Row 35,
Column 14 { } ) of the table {column numbers are read verti-
cally). The first three digit number selected is 012 which
appears in Row 35, Column 14, 15, and 16.
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Step b -

It has been decided to move down vertically from the num-
ber 012. The next five numbers selected are 643, 152, 279,
028, and 467 (the number 968 was not used since it exceeds
the number in the population). This process will continue
until the bottom row of numbers is reached (the number in
the bottom row is 3E8). At this point it was decided to move
horizontally to Row 50, Columns 17, 18, and 19 and move
up vertically from this point. The next five numbers selected
are 441, 781, 060, 300, 734. This process is continued until
two hundred thirty numbers have been selected.
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RANDOM NUMBER TABLE BEST mPy AV,{}M
BL

Calumn Number

00000
12345

Q4422
8200
30099
25020
93298
27342
36903
3107
REMLA
T30
n31ul
199 /76
RTINS
RRERE

434
[RAAR]
HERAT |
(1(!-1 S
‘.,“ﬂ‘\’n
AR
R )
RARPIE
SO0
LItR BN
1OHYS
14070
95531
Siotn
08 140
JANEY
/83
296 /4
190491
£
9031
23320
ST ARY]
1950
133,79
Q16,73
ARG
308/
34152
48 780
22894,
kit P
w/llud
14949
/73743
24067

00001
67890

143430
RE BB
56198
52673
92398
03 706
33439
17001
13604
5179
714149
[TRISARY
1/'.; /’;‘
;g
skt atn
DRACIR R
REAIRES

AR M

a3

(LRI Y

ChE
AT
£ a9
[IRE RIS
Sty
S
BrHu!
33833
HEFRE
RATISR,
TH848)
uvi/23
77349
¥1/76%
3136
SOL
9131
06269
13761
39443
6,1.404)
13143
fOE?
RRE S
IRBRN;
#3736
0643
REIIRT.
LaUYL
9109
L8

12345

13441
B St
383/2
1,903
S 188
RAIRD)
48997
49609
LRI
B.109
0016
BG9G
043,443
s34/91
IR0
[RRITY: 1Y)
RV AL
S 39
1/l
UL I
R¥At T
(100
4343
3937
49431
u/1n4
L3092
30072
0uh18
/2301
‘,)943{1
PR IT)
15978
30780
16.201
13063
A49090
1591
14227
O6O0D2
DRIRID
196,94
HE071
133338
L6315
K367
SO0 1h
320143
/1065
J9E8Y

1111

1112
67890

w3
ERRL RN
(1358
KPR R
O30
14/
uasih
JoH
911/3
RRABIN
33394
95691
Gy
(11084
83765
%137
7HOGG
51889
13427
Jed”
119
(1404
30016
RONVAS
G010
14443
PUIRTS
1308,
J1266
76194
337289
34357
03679
00165
J9900
33330
¥3396
JOGE8
91433
N9
A0
07456
0O
7L88()
23237
7342
93007
OOL03
4/818
24310

22222
12345

* 1339
ey
REITRE|
RS A
Hj ’U‘;
"“.".?/
RRITAN
483884
30596
01704
445991
RERRE
320808
17508
69690
17481
762908
97417
36008
19210
WAL R R
vt
RITR IR,
KL
FRIHR
UR3H0
GUH()
8820
H5 /N
63820
a149%
50208
87888
G655
93176
76563
1613/
502004
83L88
0394/
O30
843/3
10208
Bahuts
08339
RESRE
10875
RAB KL
62600
309718

28

22223
67890

70031
o
RARLE X
(0L
14710
L 36
17751
5HHG06H
81691
91702
36320
L6071
[ORNA
23831
L7215
9315H%
06724
90053
35664
01814
38569
00611
81370
Wil
32088
16841
69199
0H419
34/89
54349
36605
23747
07653
15145
66486
12676
66682
811206
10/ 7%
H0716
H1G75
+34184
32918
8326
420609
9u019
16984
0L228
50964
82841

€2
.

33333
12345

936.44
08/
KRR
IHH80
23708
49043
Jran
81360
78481
34648
99235
AP
86352
67423
33648
34122
07982
02693
g2099
89685
3133h
[{RItAN!
‘ 0 J ‘
/209
33/
Q5118
22526
32431
3792/
63408
50946
72264
20104
32842
16416
66939
66LY/
13671
33457
84990
26922
24825
RRRSAY
RTINS
L2049
14392
11927
18067
86216
12380

33334
67890

17109
ToLa9
6823
71273
61603
01214
GO 7543
40297
83¢16
77460
72272
18033
73049
43822
53454
46198
2418
14635
24915
13168
88130
88861
16074
94046
52165
08581
76500
36176
12078
64389
12101
63655
680¢8
773GH
83793
12287
41881
9084 1
J2G670
43228
BGO10
15665
58907
HEHG60
80870
02492
12858
40829
62175
57480

44444

12345

87784
tG/67
11953
03726
39106
g3
69489
86,348
570076
89173
40711
76493
86253
11210
43872
25486
91029
44829
39667
85809
15775
28312
35080
45586
28498
40368
16818
B7567
29980
25459
87037
40992
27500
19779
40906
44089
00648
311056
14893
22881
65535
90327
97073
71697
95274
57925
26782
01766
64184
84143

44445
67890

S

98023
77826
25178
78280
18684
43687
42883
98230
76837
4606€
21737
08691
04300
91760
51980
48841
16816
06585
22398
16368
H43856
03536
13233
23767
92735
24/78
45670
22631
16118
50857
53308
81250
40822
84671
66622
06196
09893
03118
00355
06849
154987
65565
56630
85928
85138
59457
61802
31146
73319
51388
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APPENDIX D
SAMPLE WORKSHEET FOR DATA ANALYSIS

Shown on page 30 is a sample worksheet for use in analyzing the re-
sults of the instrument used in the survey. Instructions for using this
worksheet are discussed below.

Step 1 -

Step 2 -

Step 3 -

Step 4 -

Step 5 -

Step 6 -

Before using this worksheet, separate the completed survey
instruments by groups. All the instruments compieted by
students, for example, should be analyzed independently of
instruments completed by persons in other groups.

Since the worksheet has space for only fifteen items and fif-
teen respondents, it will be necessary to reproduce copies of
worksheet. For example, it will take 60 worksheets to record
responses of 300 students on a 45-item questionnaire.

The worksheet is so designed that each row represents the in-
formation from a different respondent. For the first survey,
instrument recorded, mark the number indicating the level of
importance for the first item under I in row 1, column 1, The
responses for item 2 go under row 1, column 2, etc. Mark the
number indicating the level of achievement for the first item
under A inrow 1, column 1.

The second instrument recorded will fill row 2, third instru-
ment, row 3, etc. When all fifteen rows are filled, add the
numbers in each column and place the total at the bottom of
each column. (Do not compute the quotient or discrepancy).

When each survey instrument has been recorded on a work-
sheet and the column totals have been added for each work-
sheet, add the totals for each column on each of the work-
sheets and put the grand total for each column on the row
for total on the last page of the worksheets.

Divide each total by the number of respondents and place
the quotient in the row marked quotient on the last page of
worksheets.

Subtract the quotient value under A from the quotient value
under I for each column. This difference represents the dis-
crepancy value for that item and should be ptaced in the row
marked discrepancy.
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APPENDIX E
ASSISTANCE WITH NEEDS ASSESSMENT ACTIVITIES

Assistance with many of the needs assessment activities discussed in
this publication can be obtained by contacting various universities and
other educational research organizations. These organizations should be
contacted directly for information concerning costs and procedures in-
volved in obtaining assistance with developing goal statements, per-
forming data analysis, drawing a sample, and so forth,




