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This Occasiona® Paper (number 3) was prepared for our colleagues and others
interested in the diverse ideas and practices of technical assistance. This
material reflects some of what TADS has learned through its ten years of
providing support services to model demonstration projects and state

- educAtion agency grantees of the Handicapped Children's Early Education

Program (HCEEP). This program is administered by the Office of Special
Education, OSERS, U.S. Department of Education. ’

TADS provides technical assistance to designated projects and states when
it is requested and needed. TADS is a division of the Frank Porter Graham
Child Development Center, University of North Carolina at Chapel Hill.

It is located at 500 NCNB Plaza, Chapel Hil1l, NC 27514, Our phone

\;nber is (919) 962-2001. ,
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. Determining the assistance.tiat a client organization requires to be

proddctive is a critical part technical assistance agency's.worh., The

i

right services and resources can be prpyided only if the agency has knowledge

of the client's needs. This knowledge can be garnered ‘through a process

i

called, by TADS, "needs assessment "

In th1s paper, we have considered the concept of needs assessment in

terms of what we have' learned at TADS over the last decade. We have orgbn1zed
the ensuing discussion around five major topics: .
/ L “Needs Assessment. An Introduction '

' Evolution of the Needs Assessment Process (at TADS)

2.

3. Current Needs Assessment Procedures |

4. Evaluation of the Procedures ‘ ’
5. Conclusions ' ‘ o

" The information we have included here is primarily for those who

.« -
~e

operate technical assistance (TA) programs and for organizations and people.

who receive such services regularly. We hope that comparing your experiences
with our's will lead you ¢o new insights about this process and will perhaps .

give you some ideas for improving -your 'needs assessment work.
g !
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NEEDS ASSESSMENT, AN INTRODUCTION

Definition. Needs Assessment is "jargon." Its meaning has become

. obscure through overuse and misuse. In education and other human-service
fields, it can mean'many things: a systematio information-gathering process
to help plan, program evaluation (a ‘nice way of saying, "We're not coming
‘to evaluate your program, we're just conducting a needs assessment"); or
resource identification. (what services are current]x being provided and by

whom?) @

We use needs assessment to describe efforts to discover'what_an'
organization, program, or individual needs (or heeds most). -In a technical
assistance agency, this sort of j;sessment is conducted so that he]p. o
re]ated to the needs identified, can be provided A technica] assistance

needs assessment, in fact, always includes a promise to help.

Conceptual histo&y In Needs Assessment for Inservice Education:

Building Local' Programs (1980) George P. Kuh traces the development

J? ideas concerning the.role of needs a$sessment over the last twenty five'
years. Prior to the 1960s, it was common practice to design an educationa]

- or training program without giving "systematic consideration to the unique
needs or learning requirements of the students" (p. 6). Programs were formed .
on sound educational theory and the experiences of the instructors and
administrators. During the 60s, efforts to .identify students’ needs before

planning curriculum objectives and -components began to be made. These-efforts

“evolved into, two general methods of assessing needs: the democratic approach

.and the di§cregancz'aggroachg
The democratic approach is basically a group process. Experts and/or

*

" representatives offvarious constituencies related to the proposed effort

v
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are assembled to determine what needs exist. A need, thereforeb is defined -
as: "a change desired by the maJor1ty of sdme'reference group” (p. 6). The
: strength of this approach is that those who will be afﬁected are 1nvolved
in determing the needs. Its major weakness iS that the group may not make¥:
'*avjust distjnctfan'between needs and wants. In other words, needs may
"merely reflect changes that are preferred ‘or demandeffcr various |

,reasons" (p. 6). .

'

In the discrepancy aggroach a need is the difference between the present

level-of funct1on1ng and an ideal or acceptable level (1.et. need = "des1red“
. minus "present" level of‘functionfng)' The strengths of thns approach are
its s1mple formula for defining need and the "apparent congruence between
this method and the goal/obJective/outcome mentality that ha§ characterized L
education during much of the past decade" (p. 6). |

The discrepancy approach also has some weaknesseg, First, it tends
‘to define needs in a'negative way, suggesting that sqmeth1ng.is 1ncomplete,'
inadequate, or missing. Second, it assumes that one can accurately define
the ideal or the acceptable when, in fact, that may not be true. Third,
it lacks a clear method of determining the level of necessity (%.e., how
‘necessary 1is it that the discrepancy be reduced).

The TADS needs assessment -- whjch has some elements of both approaches --
requires extensive involvement from those affected by the needs assessment.
This is because we assess needs by comparing the client's present status

with desired status -- which is possible only with their participation.

Levels of Needs. Al program needs are not necessarily technical assistance
needs. The technical assistance agency and the client must have a mutual

understanding of the kinds of needs appropriate for technical assistance.
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Without a common understanding, it will be very difficult to develop agreements

and form realistic expectatiops for the assistance. Black (1980) clarifiks

&

the appropriate chus for a technical assistance needs assessment by describing
three levels at which needs can be‘identified:"_' .

Need may refer to broad programmatic cancerns that

are permanent and on-going. For example, as long as

there are handicapped children there will be a need

for special education.’ Need is also used to describe

the difference between an organization's current status

and 1fs desired status. In this context needs are

.equivalent to an organization's goals and objectives,

e.g., the need to increase the number of handicapped
~children receiving. special education services from

the organization. Finally, peed can refer to specific

tasks or activities an organization must undertake in

order to accomplish its goals and objectives. For

. example, the organization may have a need to plan,
~ implement, and evaluate a "child find" system in their o
, community. When the organization cannot accomplish a

task or activity using its own local resources, and/or

could benefit from "outside” support, an organization's

need becomes a technical assistance need (p. 38).

For a cldent.program, .the first order of business in pinpointing

technical assistance reeds is clarifying goals, objectives, and program

plans. These must be'clear before the assessment.

B
,-

The TADS TA Cyclé. Our system of -assisting Elients begins with program
plénningt It is éhe first stép in a cycle of activities that we use each year
with all clients l-ffederally funded model demonstration projects of the

. nationwide Hand{capped Children's Early Education Program (HCEEP). See
Figure 1.

A review of the client's program plan§ (Step 1) ensures that both we
and the clfeﬁt share an understanding of the client's mission. If a client
needs assistance in program planning, TADS proVides help prior to conductingv
fhe complete TA needs asséssment. The TA needs assessment is then ;arfied out

(Step 2) to identify (1) spetific‘needs and (2) plans for meeting those needs.

» ok v




: FIGURE 1
_ TADS Technical Assistance Model

1

PROGRAM
PLANNING

EVALUATION
OF
ASSISTARCE

>

4

3

TECHNICAL ‘
ASSISTANCE TECHNICAL
DELIVERY - ASSISTANCE

AGREEMENT

Next, a “"Memorandum of Agreement" (Step 3) specifying both needs and
serviﬁes to be provided is negotiated in discussionsibetwéen the client and
TADS. k;g’ihcludes.specif{cbexpectatiqps, responsibilities, and timelines for
us and for the client. The services speéified in, the agreement are then
delivgred (Step 4). SEvaluatiqn of the services (Step 5) clarifies the
results of the TA,ef%ort‘and helps us deteraine'whether or not the TA cycle

should be renewed. ' ‘ ) | ~d

f

Guiding Principles for TADS Needs Assessment Process.: From the beginning,

certain principles have guided our work with cliehts. They have been strong,

“ongoing influences during the evolution of our needs assessment process and

have shaped several aspects of: 1t§'dé§1§n.

1. A positive working relationship. This is fundamental. It must
exist between client and TA provider for technical assistance to
be most effective. Black (1980) points out that several aspects e
of th% long-term client-TA provider relationship are shaped during

9
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the needs assessment. .Respective roles and expectations are
‘ clarified, attitudes are formed, competence and credibility are
< established, as well as feelings of mutual trust or mistrust.

- 2. 'A_DOnﬂudgmenta] posture. The client must believe that the TA
provider's function is to help, not judge. Otherwise, caution --

even defensiveness -- may govepn interactions and disrupt a positive
working relationship. This is\especially true during the needs
assessment process, since it requires a close examination of all
project aspects. : ' '

3. Confidentiality of informatioﬁ. If clients believe information
about their projects may be given others, especially those who have
authority over the projects, they will be more reluctant to-share

concerns openly and honestly. Needs assessment is okviously
a critical time for information sharing. v

4. Control of decision making. This must stay with clients. They must
- make the Final decisions regarding TA needs and priorities if they -
. are to be truly receptive and responsive tq services. The assessment

process, while providing structure and advice to the client from
an outside perspective. must give the final word to the cljent.

5. Enrichment/deficit gersgective. The client need not have a problem -
to receive help. Technical assistance can address areas of strength
as wel] as areas of weakness. CoL L
6. Preventive as well és remedial. TA services should be provided to
prevent, as well as solve, existing problems. - The most effective
servites are often preventive. g
In TADS system, needs assessment has proven to be the pivyta] operation.
Most initial interactions between TADS ahd its clients each year are geared
toward this event, and virtually all subsequent actions are shaped by it.
Consequently, TADS has constantly worked to refine its assessment procedures.

The result has been a highly successful approach to TA needs assessment.

. EVOLUTION OF THE NEEDS ASSESSMENT PROCESS
= '

The Bureau of Education for the Handicapped (now, the Offiée of Special
- Education) established TADS on July 1, 1971. Since then, TADS has served
between forty and one-hundred client programs per‘;ear. From the beginning,
TADS was asked "to perform an assessment of the needs of each Héndicagped

Children's Early Education Program model demonstration project." Each project
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in this Program is giveh thgee years of funding to develop and demonstﬂa&g '

. T e -
their proposed model for serving young handicapped children. Funds can be
spent in the following areas:

Services to children

Services to parents v

Staff development

.Evaluation of program ~
Dissemination of project materials and methods
Administration and management, of program

oS wny —
- - - L] - -

At any givén time, TADS is working with projects in the first, second,
and third years of funding since new projects are funded anpually. Consequently,
the needs assessments conducted by TADS must take into account the different
néeds of projgcts~1n different yéars of funding as,we]],as their née&s {n‘
these six areas. ( L

As you will’read, TADS has used (over the years) four basic methods

of assessing needs:

1. On-site assessments are conducted by an outside "needs assessor"
at the place of the client's operation. , .

2. Off-site‘asseésments are also,qonducted by an outside assessor,
but they do not occur at the client's place of business.

3. Self-assessments are conducted by the client with the aid of written
materials provided by the technical assistance organization. -

4. Telephone assessments are handled by the technicdl assistance
agency's staff members. These people call the client and identify
the needs via "long distance.” ‘

‘ The way the TADS process of assessing needs has evolved over~the years *
is de;cribed in this section. For:each year of our/;istory (except 1971-72),
we have exﬁfained the way the needs assessment was con@ucted. any change from |
the previous year, and the reason for the change.

1971-72 | o

e

An on-site visit to each of the clients was ponducted'durihgfthé months
of chober and November, 1971. TADS invited its Advisory Board, a newly
organized panel of fifteen distinguished professionals, to assume the task




of making the visits. The advisors needed to know the objectives and
agenda of the visits. A meeting was held in Chapel Hill to familiarize,
them with our objectives and to gather their suggestions for

conducting assessmentqy ' . '

As a resuly of that meeting, an interview kit -- to help the
assessors collect information in a standard way -- was designed.

It included information about the specific client to be visited,

an outline of the needs.assessment interview format (Figure 2),

a rating form (with instructions) to determine project strengths and
weaknesses in four major content areas -- Iritervention, Communication, .
Parent Programs, and Staff Training -- and a' form for listing the
priority of needs. It also specified the information TADS needed
from the interview. Advisors were asked to write their comments
about the projects and to collect samples of materials projects

had prepared, such as: newsletters, reports, brochures, lists,

and samples of evaluation instruments. These samples were placed in’~
the TADS 1ibrary as resources for later use.

Aékiné advisors to visit over forty projects proved a major
undertaking. The projects were divided among six geographic
regions; each region had five to nine projects. One TADS staff

o K ; FIGURE 2 (1971-72) . -
Outline--Heads Assessment Interview Format
(You may-want to use this outiine during the interview)

[. Exn\nnlﬂon of Purpose

1. Introductory Open-Ended Questions
. A. Dascriptipn of project
b. Project strengths .
C. Project problems !
- [}
[I1. Content Areas Information Goals | Dbjectives | Targets Actions | Evalustion
A. Intervention 4
. Language
Motor
Conceptual
Perception

Physical health .
. Assessment » ! ) v
8. Communication . o ' )
1. ~tiatison .
2. Oewmonstration . B
3. Dissemination .
4. Multiplier activities
C. Parents ’
1. Information exchange-- )
2. Parental involvement ’
3. Training
4. Emotions) support
D. Staff treining
E. Others '

L Rl KU AN R
-
-
-—

IV, Establish a 11sting of priority nesds }
{These can be written {n discussion with director. or by yourself
alona, as you wish.)

V. Get materials from director '
A. Material he'd 1ike to 9ive us .
, . Evaluation materials

V1. After tha interview, prepare. {f not dons. and send back to TADS
. Listing of priority needs [
The rating Yorm
If you wish, notes on content areas
Materials from the center they wish to givf us
Instrument 1isting apd/or samples from cerRer
Any further notes, comments, etc. you care to make
Your expense sheet o -,o

?ﬂmcnﬂb

10 - ‘_l .l' '




. FIGURE 3 (1972-72)
Suggested Format for Needs Assessment Visit

First Morning: W

1. Become acquainted with project - 1.e., visit classes,
talk generally with staff, build personal relationship.

2. - Proceed through needs assessment Process.

first Afternoon:

3. Write Program Plan Qutline with project director
{Program Plan- Outline forms enclosed).

4. List priority of gensral needs (st least four).

Second Ho;‘ning: ‘
— 5. Write Technical Assistance Agreemant {forms cncl&sod).
Outcomes (products to send to TADS ) ) ' 4
a. /Revised Program Plan Outline (send to TADS for retyping)
b. Pr!orify 1{st of four goncu! needs
» .

c. Mritten Technical Assistance Agreement (completed forms
sent to TADS for ratification and retyping)

T

member served as a coordinator fof each region, handling the
schedules and collecting results from the advisors.

Early in December, 1971, the Advisory Board met with the TADS
staff at Quail Roost, a retreat facility near Chapel Hill.

The advisors recounted their experiences and impressions of

the model projects and presented the data they had collected.

On the basis of this meeting, a strategy for delivering
technical assistance far the remainder of the year was’ .
developed.

]
t

Essentfally, projects were,grouped together according to

their needs and geographic location. ' Each cluster of projects
was convened for a meeting to address their common needs
(e.g., communication, parent program development) and to
develop individual, written agreements with each project
specifying the technical assistance to be provided by TADS.

2

1972-73

At a conference for first-year predects in Winter Park, Colorado,
the needs assessment format was modified for 1972-73, both

in terms of content and procedures followed. The needs
assessment visits and the writing of technical assistance

' agreements were to be completed within'a shorter time span.

-

Thus, the agreement writing was conducted by the assessor
as the last task of the on-site needs assessment or at the
conclusion of a needs assessment group meeting (see Figure 3,
point 5). This tentative agreement was later reviewed by
the TADS staff, modified if needed, and adopted.,

4 11

2

le




1Y

i
~ . . . e
R kg’} ot 0

) - . v - . ~ .
The advisors performed most pf the on-site needs assessments. :
 MHowever, because the number ‘of projects had increased, TADS .
~ staff members conducted more on-site assessments and wrote '
- -more agreements than during the first year. ;

- o TABLEY L
.t Needs Assessments in TADS
‘First Two Years

»ff ;Typefof Assessment - . Years

PR TR 97172 197273
., On-Site S TR T
: 0ff-Site - <; | ‘ ;n,.Q 0 ',f - 37 ’ :
S Total N e,

)

“.  Table 1 shows that the setting of some needs assessment activities -
" changed. Initially, TADS had used the needs assessment visits to
establish rapport with the project personnel and to become
familiar with programs, facilities, and resourcgs. This
on-site visit was less important for projects JADS knew.
e T Four needs-assessment group meetings were held in September [
,. of 1972 for second- and third-year projects which were clustered
by geographic location and funding year. The principal purposes/
of.the méetings were to identify technical assistance needs
and to develop tentative technical assistance agreements. = . . ¢

¢

1973-74

‘During_the fiscal:year 1973-74, the plan of conducting on-site
- needs assessments with all first-year projects and off-site
needs assessments with second- and third-year projects’ through
- "a series of group meetings continued. The needs_assessment-
. materials, however, became more defined. .
TADS developed several booklets to help the needs assessors:
©.clarify project goals and objectives, obtain a basic overview
" of each project, describe the types of technical assistance -
_TADS could provide, and write technical assistance agreements. ™
*This procedure was designed to cut down on needs-assessor bias. -
In the previous two years, TADS had observed that needs assessors
tended to identify needs related to their own areas of expertise --
- thus raising the question of whether all.program areas were
" being equally and adequately explored. .

'12""_“ ld
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1974-75

-

*,ﬁértyfFOUr.new demonstration projects were funded in 1974, -

raising the total number of TADS clients: to about one hundred. .
This many projects required a change in the needs assessment -

process. At an orientation meeting for new projects in Ashvi]]e,l

NC (July 30 - August 2, 1974), three alternative technical -~ '
assistance.plans were presented. A newly developed instrument,

' the TADS Organizational Profile (TOP), was used to help
" .determine which alternative was most appropriate for each -

. new project. - - i ;

The‘TOP provided a sfryctured profiie of‘the'drgahizationall,
and programmatic development of each project. It covered

- three areas: the children's program, the parent program, .

and the program for influencing decision makers. These N
areas are the major foci of HCREP projects. Development in
each area was assessed at basic (concepts and knowledge), ~

intermediate (program planning, implementation, and eva]uation) and -

advanced. (demonstration and dissemination) levels.

Based on the TOP results, brojects were matched to one of the

: fo]lowing,plans: - :

~

.- Alternative 1: Technical Assistance Agreements were negotiated -

at the orientation meeting. Only those projects
. which were highly developed and could easily :
identify their technical assistance needs ‘
were given this Alternative. Co
Alternative 2: . This group of .projects demonstrated a sufficiently
' high Tevel of program conceptualization for
technical assistance needs to be identified
through an on~site needs assessment at a later
time. -

~ Alternative 3: Projects needing assistance in planning before

a needs agsessment could occur were given
Alternative 3. These projects attended small-
group meetings where §sistance was given in
developing goals and objectives. The outcome
of the meetings was program-plan outlines which
- . became,the bases of on-site needs assessments
: later in the year. '

s ) i : & i
TADS also decided to conduct on-site needs assessments with second-

year projects. Figure 4, the finstructions for assessment, 1ists the
expected outcomes for the needs assessment with second-year projects

~as well as the content of TADS needs assessment kits for 1974-75.

TADS staff as well as TADS advisors conducted the needs assessments.

v

. s ¢
. 14 |
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* to’ the project over the last six months. and report
. results. o '
1 T L . .
. 3. To review the project's renewal proposal and plans :
. | for the third year. )
\: 4. .To identify the project’s technical assistance needs -
; v (using the TOP). » s
. 5. To develop a tentative Technical Assistance Agreement.
{ 6. To identify any strong components in the project that

’ ) 2. A description of ‘the technical assistance the project
" has recefved during the last six months.
3. Two copies of the TOP.
i Lt

s 4. A copy of Guidelines for Writing Technical Assistance

- Agreements.’ «. o

] . S

) '« 5, Blank Technical Assistance Agreement forms.

\ 6. Forms fo; ur{ting the report‘oh the needs assessment.

FIGURE 4 (1974-75)
Instructions For The Needs Assessment L
* (Second, year projects' on site needs assessment)

The enclosed materials have been prepared to assist in the assessment of
technical assistance needs for HCEEP projects who are approximately mid-way
in their three-year.funding cycle. Thé expected outcomes of this needs
agsessment are as follows: )

1. To visit the project site; meet the staff and observe
~the prograw (1f desired by the project director).

To review the gaihnical'assistance services provided

might be a resource for TAOS in the future.
: . H H i
. The contents of'this needs assessment kit shotld include:

].,‘An-informaiion sheet on the project.

Travel reimbursement fonné:

1975-76

~ Two major

changés in the needs assessment process occurred in 1975-76.

‘First, TADS abandoned its request that all new projects prepare a

. Program Plan Outline as a needs assessment
a completed program outline

prerequisite. Getting
from the project and sending it to the

needs assessor prior to his or her visit took a disproportionate

amount of time; and, in many instances,
received or were incomplete. - -

-

In place of the plan, projects were g

complete,

the outlines were never

jven five workguides to
one each to cover Administration and Management,

.

staff Development, Programs for Children,

and Demonstration and Dissemination Components.
contained tasks which an HCEEP project should complete as its

Programs for Parents,
Each workguide

program evolved.

filled in

of the status of project deve
Figure 5 for example of Administra

After comp
a chec

klist on the front page'gi
lopment in'‘that component

tion and Management

leting each workguide, the project
ving a quick summary

(See ‘
Checklist.) .




- FIGURE € (l975-76§ '
(From: Workguide
Name ‘ .

L4
Project_

d Project Development
Administration And Management
! Checklist '

BIRECTIONS: After you have completed - Date:

the attached workguide, f111 in this
checklist.

' ! . -~ . MWritten state-
- . Must be  Plan - ment available
.. considered partially  and/or task
! and planned completed completed

1. A description of tyour project’s overall ! 'D

mission (] a .

© 2. A definition of the unique features of the ' ;
program, in terms of (1) demonstrating .
services and/qr (2) developing products

3. Specification of the characteristics
of your target group :

000
0oo
o 0o o

4. Oevelobmgnt of a plan for selecting an
- ‘advisory board,- |

. ) ) .- .

§. A statement of the project's. relation- ' R
ship with its fiscal agency (i.e., the ) ,
organization that has agreed to adminfs-
ter your grant) . .

6. Genera} statement of the program delivery
system to be used in meeting the needs
of children % Sy

A |

7. General statement of the program delivery
system to be used in meeting the needs
of parents - -

.  ‘[5;  -

8. Specification of staff positions and of
respective job descriptions

9. Description of the way staf? roles have
been adequately met with the staff hred

10. Identification of resources outsige of .
the project that will be used to provide
expanded services to clients

11. Specification .of plans for a cost
analysis system .

o0-g0--0.00 0:-0

-

2. Adoption of a comprehensive evaluation
plan

ooo0 o000 0
0 0.0 OO0

=8|

H

o

ey

' v

The second major change in the needs assessment. process was
that the TADS Organizational Profile (TOP), rather than being
used as an organization and management assessment tool, was

used as an instrument to identify needs for téchnical help.

It was used with all first-, second>, and thid-year projects --
on-site or off-site. Additional items had been’added to the
TOP based on feedback from the previous year.

TADS had to conduct ninety needs assessments;in the fall. Therefore,
the first needs assessor's training/%ﬁeting was held early in
September. The needs assessors.included sgme TADS staff,'some ,
TADS advisors, some HCEEP project directors,. and some professionals
from the field ‘of Early Childhood/Special Education. TADS oriented

X
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twenty people to its organization and technical assistance
process and trained them in the needs assessment process: :
including the TOP, Program Planning Workguides, and agreement
writing. o - :

{

1976-77

The process developed the previous year was used again in
1976-77. The TOP was expanded to assess "Staff" as well as
the three original areas (see Figure 6). A1l first-year

- projects continued to receive on-site needs assessments.
Variations in needs assessment procedurés were tried with
second-year projects:. (1) conducting needs assessments by
telephone and (2) -offering an Evaluation Track option.

TADS decided to try telephone needs assessments for two
reasons: the large number of clients and the success of the

., systematic approach to a needs assessment which the Program

" Planning Workguides (see Figure 5) and the TOP (see Figure 6) = .
had facilitated. Six second-year projects that were meeting
their goals and objectives and maihtaining a positive rapport -
with TADS were identified. When contacted, each agreed to
have a telephone need; assessment in place of an on-Site visit.

. The assessment materials were mailed to each project. A
,. _time for the phone call was scheduled by the TADS staff needs - s
Assessor with the project's contact person to occur, typically, . -
‘ after TADS received the completed Program Planning Workguides,
continuation proposal, and'progress report for review. The
' telephone needs assessment included a discussion of the
- reviewed material and a joint rating of the TOP. Since this.
' : _ was a lengthy procedure in jtself, usually another phone call
was scheduled to. complete the needs assessment -- confirming
needs, timelines, and kinds of assistance. :

The Evaluatiom Track, which a project could choose instead of

a comprehensiive needs assessment, provided a yearlong series

of consultations in evaluation planning. Nine second-year

projects optad for this alternative in lieu of on-site

needy assessments.” These projects felt their "need" priority was
evaltdation. There was no further assessment of needs for those

who chose this option. A Technical Assistance Agreement was written
with each'project outlining a comprehensive, on-site delivery
method with an evaluation consultant. : .

Third-year projects were nweaned" from TADS by having the option
of attending a topical conference in Demonstration/Dissemination
, Activities at TADS expense. There were no needs assessments with

third-year projects.

1977-78

During the spring of 1977, TADS supported an external evaluation

il
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. FIGURE § (1976-77)

Cover Page of
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During the summer of 1977, ‘the

Services to Parents; Demonstrati

Staff Development; Evaluation; and _
and three developmental sequence areas (Initial Development; Program
Planning; and Implementation). : '

17

15

of the procedures and materials it used in determining the
effectiveness of technical assistance.
evaluation, the needs assessment materials were redesigned to

provide more specific information for evaluating the assistance
given. !

As a result of that

Project Development Profile was
drafted, to replace the TOP. ' The new instrument's major advantage
was that it allowed TADS to get a better fix:-on the project's needs.

It was divided into six major progyam areas (Services to Children;
q%< Dissemination, and Continuation;

dministration and Management)

Five demonstratioh projects -- one firSt-year, two second-year, and
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two third-year -- field tested the new matérials,' Minor modifications,
were made based upon the field-test experiences and the materials -
were prepared for use with-projects.’

On- November 8-9, 1977, TADS held a training meeting for thirty -
needs assessors. Fifteen trainees were totally new to TADS needs
assessment process. (See Figure 7 for agenda topics.) The
purposes of the new Rrofile and how to use it with the projects
were the primary foci of the meeting. '

In mid-winter of that year, the U.S. Office of Education determined
that the needs assessment forms should undergo "clearance" before
their use could be required of projects. -TADS immediately notified
its needs assessors and clients, instructing them ndt to require that

. the forms be filled out in preparation for the assessment but to use
them only for informal planning. N
Since the forms-piegrgnce process would take several months, TADS
designed alternative needs assessment and technical-assistance
i . delivery processes for second- and third-year projects. Small- -
group meetings on topics with which projects tended to need help °
were offered to all clients. They could select, via mail or
telephone, two such meetings to attend at TADS expense.
. These small groups each involved four to seven prbjects working
with consul%ants to address areas,qflneed.‘ Group presentations
l nﬁm 7 (1917-1) ] .
: Agends Jopics . . ~
” ’ TADS Reeds Assessment Trafning o . ) o
' : : . Rovember 3:9. 1977 - . ‘ (,, :
Teerday. Rovenbor Bth ’ : Viednepéay. Movesber 9th .
stssmi L] o SEssion lll.
1:00 « 2:30 - - Melcome, Introductions, end Onrﬂ’n of the treining werkshep B:30 - 9:30 - - °That night in the mul.(' - Ta) Black
Sonre M:w" : : Servi v hods -
i« - Overview of TADS Morkscope - Tel Black ‘ WTI{%CMN on - Ye! Black
" - B Cvalustion track - VTenys Kniefe!
Purposes of Meeds Assessment and relationthip to evelustion of technice! . Project visitatten - Sonys Johnston
essistence - Tanys Kniefe) 1 C. Informstien Services - Fary Patten.

jec
2.30 . 2:48 - -
248 - 330 - -
330 - 418 -
41 . 500 -
500 - 600 -
$00 - 730 - -
130 - 800
CsEssiow 11
a0 RS-
T NI
e
915 90
. 910 1000

10:00 -1 )0 -
|

Review snd Critique - To) Black
Assessment eptions for prejects snd metching of needs sssessers to

ts - Senys Jehniton ) 930 - 9:45 - - Bresk
Bresk 9:48 1018 - ’- Use of the technice! sssistence syrecwent worksheet - Tal Black
Review of TADS' HCELP Oevelepment Profile - Te) Black ’ - 10:15 ~11:00 - - Simulation enercise
- Stewletion exercise ° ' ’ 11:00 -11:30 - - Feebback session - Hary Patten
- Feedback session - Mary Patten T 11-30 -12:00 - ~ Report Ferws end Wrap Up ~ Sonys Johnston
- Attitude sdjustaest period -
Otmner (Greup '!uwn)
- Brest . 4 :
'
lelephone Meeds Assessment - Senys Jehnston, Mary Pastten -
-.lr{c Needs Assessment Process: Affective Dimensions, Handy Hints -
ac : .
- Breat

. Confidentialtty and Needs Assessment - David Li11le
. . '
. Questions and Geners) discussion




with discussions and individual consultations occurred. Plans g ot
for any additional technical assistance were made during these
consul tations. '

1. TADS mailed to each ‘loject the needs assessment
instrument and planni\: qutle (Profile) with instructions
for the project's staf Peview it prior to the needs
assessor's visit. i s

a3

1978-79

While waiting for the forms-c}e

_ process to be completed,
TADS formulated an alternatiye .

s follows: v

2. When thé needs assessor arrived, the project had the
choice: a) of requesting the Profile be used and the
. task§.rated or b) of discussing the tasks in each .
component without using the rating scale. With either
choice, the Profile remained with the praoject.

3. Needs assessor and project staff developed a tentative
‘ technical assistance agreement and sent it to TADS.

o s
On October 9, IQL%:4@QVenteen of TADS needs assess@rs attended
a meeting to revigwithe new Profile and the revised needs ,
assessment forms.\qpeciﬁigglly the Technical Assistance Agreement
‘Work Sheets. R S AR R :
.. ‘One of the most time consuming tasks for TADS staff during this year
‘ was transforming a1l of thesé materials from the needs assessors
* 1into written Memoranda. Therefore, the new Work Sheets (Figure 8)
were designed to inscliide need and objective statements and activity
steps with timelines; Figure 9 shows sample:timelines. These features
‘made it easier to develop. the Memoranda and deliver technical

. assistance. ‘ )
é; o : e
1979-80° * ™
Conducting assessvehts on-site with trained needs assessors was
~highly successfull in terms of client satisfaction and identification ~

of ¥échnical assistance needs.” ‘The costs, however, were high.
Both TADS and the flederal funding agency were interested in.
determining if less expensive strategies could be used effectively. -
As a result, a Special evaluation of three types of needs assessment
was conducted: on-site, telephone, and self-administered.
Five needs assessment manuals were written .in September and
October of 1979 to implement/the special study. They were:
- 1) An On-Site. Needs Assessment Manual for Projects, 2) An On-Site

‘ z Needs Assessment Manual for Needs Assessors, 3) A Telephone Needs
Assessment Manual for Projects, 4; A Telephone Needs Assessment
Manual for Needs Assessors, and 5) A Self-Assessment Manual for
Projects. ' ‘

Q | ‘ n t9 ZU
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FIGURE 8 (1978-79)
Sample Work Sheet
[ TECHNICAL ASSISTANCE AGREEMENT MORK SHEET |
j  PRIORITY NOMBER ' PROJECT: ' .
]

, NEEO: STATEMENT: “Assistance in ‘o

\ [ .

I1. FOCUs of TECHNICAL ASSISTANCE 111.. TARGETS of TECHNICAL ASSISTANCE: | IV. DEADLINE(S):

(Check the appropriate focus “{List by title the staff person(s) (Date or dates when technical
as confirmed with project . involved in addressing this need) assistance objectives should be
director) . ,completed) -

_ - 4

Xnowledge and Awareness !

(3P4

____Ski11 Osvelopment

_____Product Development l

Decision/Change

V. TECHNICAL ASSISTANCE OBJECTIVE FORMULA: BY (see #IV above for desdline(s) THE (see #II[ for targets)

{choose one of the fonwinm . ) '

a, (if the focus of technical assistance s knowledge and awareness state) lLL BE KNOHLEDGEAEL (and then state the
specific knowledge to be lcquired)

b. (1f the focus bf technical assistance i3 skill developmnt ‘state) ‘"E!_g ég AEL‘ ;0 (and then state the specific
ski11(s) to dbe acquired). = :

c. (1f the focus,of technical assistance 13 nroduct dcvclopment tuu) WILL DEVELOP (and then state the product
. to be developed).

_d, (if the focus of technical unsuncc 13 dccinon/crunge state) WILL SELECT, ADOPT, OR REVISE (then state
" the decision/change to be made). -

TECHNICAL ASSISTANCE OBJECTIVE(S): (use the above formula to write obJchve(s‘))

‘

v ' t

. NICAL A A A : (chccl the technical us!suncc delivery method or combimuon of. methods that
VI, TECHNICAL ASSISTANCE ACTIVITIES:, w11 be used to address the need)

On-S1te Consultation Information Services ' Review and Critique Project Visitation

0ff-Site Consultation snall Group Consultation Other {describe)

]

[(ovcn FOR SEQUENCES OF ACTIVITIES)|

20
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l FIGURE 8 (continued) (1978-79)
Sample Work Sheet

PAGE 2 OF TECHNICAL ASSISTANCE AGREEMENT WORK SHEET - '

SEQUENCE OF ACTIV!TIES:’ {Using the Sequence of TA Activities forms, one corresponding to each technical assistance

vil.

delivery method listed in number V1, plesse 1ist the steps necessary to accomplish the Technical Assistance Objective

11sted on the front page. If more than one objective 1s listed, please indicate which steps correspond to which

objective. Plesse indicate the:date by which sach step should be accomplished. The first step should occur at least

two Or three weeks sfter the needs assessment visit, Please use combinations of sequences when appropriaste.)
STEP 1: BY ° - (date). : !
STEPL 2 BY (dote). | ’ |
STEP 3: BY {date).

! 4
- - . e
STER 4: BY (date).
’ i ; P ; -
STEP 5: BY (date). .
s U ’
STEP 6. BY date .
- :
STEP 7: BY (date).
- P 1 "
- n . *

"VII1. " RECOMMENOATIONS, QUALIFICATIONS, ANO OTHER INFORMATION: (Prease 14st: (1) any specific qualifications the

consultant should haye 'and/or recommended consultants for on- or off-site consultations and review &
selecting programs and/or recommended.programs for s project vis

{2) any specific qualifications for

critiques,
tion, and/or

(3) any specific. information that will help clarify the {nformation nesded for an information service.)

¢

e
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FIGURE 9 .(1978-79) '
Sample HWork Sheet
, ”  SEQUENCE OF TECHNICAL ASSISTANCE ACTIVITIES
' FOR .
. p | :EE::::Z:::> [OR-SITE CONSULTATIONS) <::::::::§;
. STEP
NUMBER ACTIVITIES | TIMELINE

1.

;he project wil)l complete and send to TADS a Consultation Preparation
orm, : . ) -

TADS willﬁ1dent1f}’and copfirm with the project the ‘consultant(s).
" (Specify the number of consultant days and visits.)

TADS and project will confirm the dates of th consyltant's visit,

The consultant will visit the project for _(Specify humber '
days to address the need. (Please 1ist in section [+} '
Work Sheet the specific tasks the consultant will address and/or

other necessary activities.)

The consultant will send to the project and TADS a summary
report on the visit including recommendations for follow-up

activities, by

8 weeks prior to

consultant visit.

6 .weeks brior to
consultant visit

4 weeks prior to
visit

As requested by
the project

’ 2 weeks after:

the visit

pmp—

-

'

’ i

A1l of the manuals were designed to guide the user through
a step-by-step review of a demonstration project's program
and plans for the turrent year and to identify both project
and technical assistance needs. Each manual was divided
into the following sections:

1. Intro?uction -- Background information on TADS and
technical assistance ‘

2. Program Review -- Procedures for conducting a com-
preﬁensive veview of the project, including the
- needs assessment instrument

3. Agreements -- Procedures for developing é tentative

technical assistance agreement

4. Summar and'Evaluation -- Summary report forms and
evaluation forms '

5. Supplements -- A glossary of terms, trouble-shooting
questions and answers, examples of technical assistance '

' ag<fements. etc. :

2o
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The manuals captured the TADS needs assessment process and procedures
more completely than ever before. .
Since most needs assessors had been trained in the previous two
years to use our procedures, the mail and phone were employed
to update assessors regarding the rew study, the new manuals,.
and’ project ‘assignments. ( ' o

'(Figures'lo, 11, and 12 describe the thrée types of needs assess- '
ments which were being conducted and studied.

1980-81

The decisions made as a result of the special study of needs
assessments were: 1) to use on-site ' needs assessments with
first-year projects and any second- and third-year projects
who. requested them, and 2) to use self-assessments with all
other second- and third-year projects. TADS also decided to
streamline the five needs-assessment manuals into one: TADS
Needs Assessment Procedures Manual (Black, Cox, and Prestridge,
1980). The manual is a guide for reviewing projects to

»

identify technical assistance needs; it includes: |

- ' 1. .7 description, background, and overview of the
TADS technica]\assistance process;

2. recommended proéedures for conducting a compre-
hensive program review and identifying areas
needing change;

3. procedures for selecting those needs or areas in
) , which technical assistance from TADS would be
beneficial. '

H

4. guidelines for developing the tentative technical
assistance agreements; and

5. ' procedures for summarizing the needs assessment
process.

The manual includes materials to help plan programs, develop :
' model programs, facilitate staff development, and write
progress reports.

There were eighteen on-site and twenty-seven self-administered
. ndBds asséssments conducted in 1980-81. The feedback on the
current manual has been very positive from the needs assessors

and projects.

?




FIGURE 10 | o
RS 2 ‘ Needs Assessment Studies ‘ : /‘j
s - A

. .~ [oN-SITE NEEDS Asss§SM£NlJ ,

¢ . ’ ;
. . . N

"

I .,"6cncnl Description of Neods Asscxment: Needs assessment 'u‘ithe first step each year in the ) )
TADS approach for the provision of technical assistance services. TADS has determined that any .
form of needs asssssment must address the following issues: . , ]

1. A systematic needs asseszment process is essential to effectively identify technical assis- .
) tance needs. . :
2. A needs assessment must Gocur beforo extensive individualized technical assistance is pro- : ,
' vided. t ’
: 3. Technical assistance nocds can best be identified by a comprehensive program review and
P an intersctive process between the technical assistance provider and client. B
" 4. The roles, responsibilities, and expectations for the provision of techrucal assistance must !
be clarified during the nceds assessment. )
' . S. A neods assessment must establish and/or enhance a trusting relationship between the
technical aszistance p‘mider and the technical assistance recipient.

0. Specific Description: An on-site neods assestment is conducted by a TADS trained needs assessor
in conjunction with: the project staff of the program being assessed. Usually the on-ite visit ,
last for 1% days. : .

m. Acdvitia/uﬂn to Accomphsh sn On-itc Needs Amessment: The follo\ﬁn; sequence outlines
those activities that arc suggested for preparation, implementation, and follow-up of the needs
ssseszmont.

A. Prepanation Activities: ‘
AN 1. TADS TA Coordinator, the projoct director, and the nocds assessor confirn the dates
N , that the noods asscsemant will be conducted. o ‘

2. The nosds assesor and the project exchange information neceseary to propare for ‘the t°°
\ visit (develop a tentative agenda, make logistical arrangements, provide the needs asscssor
— with copy of tho project’s current program plan/proposal, etc.). , .

3. TADS mails s nesds assessment package to the project two weeks prior to the scheduled .
dates. ’
B. On-site Actlvitics: . ' :

1. Introduction -estivities are conducted to provide an opportunity for the needs assessor
and the project staff to got acquainted; review the major dimensions of the program and
staff responsibilities; and discuss any parts of the projeat’s proposal or turrent activities
which aro unclear to the nocds 285¢330T. : '

2. The noeds assesgor reviews the purposes and procedures for the nceds asscssment and .

’ answers any general questions about TADS and'its activities. , : 4

3. The noods assessor and project staff conduct a comprehensive review of the project and . :
its plans for the year using the HCEEP Demonstration Projects Profile. Each item on the
Profile is rated. This task will consume the major portion of tha first day of the needs P
assssamant. : ‘

4. The noeds asscesor develops a tontative list of nocds or arcas that the project may wish
to sddress in the upcoming year. These ncods arc based upon the data collected”on the
HCEEP Demonstration Projects Profils and discussions of other relevant areas from acti-

: vity No. 3 above. ‘ ‘

*§. The projoct staff and tho needs assessor roviow, refine, and conflrm the list of nocds and

determine which are most sppropriately addressed by the project staff and which will

: require resources from the outside to address. Those needs that TADS will assist the /
Brojoct in addressing are ranked In order of priority by the project staff.

sing tho tochnical assistance agreemont worksheets, tho project staff and noods assessor
develop an objective for each noed and a sequence of activities $o address esch objective.
Theso completed worksheots form a set of tentative technical assistance agreements.

C. Follow-up Activities:
l. The noods amessor réturns all materials to TADS within 5 working days after the comple-
1 tion of the visit. )
2. If necomary your TA Coordinator will contact you by phone to discuss the agreement,
including asking any clarifying questions, and to indicate any need to alter the tentative
' plans developed on-site.
3. TADS develops ;/'Memormdum cf Agreement” containing the technical assistance
» agreements developed by the project staff and needs assessor. Then TADS mails them to
the project for approval and signature (within two to four weeks after receiving the needs
. 2380880r's rOPOIt), i
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. FIGURE 11
Needs Assessment Studies . o ‘

o v OFF -SITE TELEPHONE NEEDS ASSESSMENT

»

1. Genersl f)acdpdon of Needs Assessment: Noeds assemment is the first step cpch"ygu in the
TADS approach for the provision of technical assistance services. TADS has determined that any
- form of needs asseszment must address the following issues: :

| A’ systematic nceds asseszment profzzh essential to cffécuvcly ldchinfy technical assis

tance needs. - . :

* 2. A needs asscssment must occur be extensive individualized technical assistance i1s pro-
vided. ‘ . S

. 3. Technical ssmstance necds can best be identified by a comprehensive program review and

an interactive process between the technical assistance provider and client,

! :

. 4. The roles. responsibilities, asid expectations for the provision of technical asmistance must
be clarified during the needs assemment. ‘ o

S. A needs asscszment must establish and/or cnhance & lrusting relationshup between the

technical asaistance provider and the technical assistance recipient. ’

conversations between the project and TADS trained needs assessor. Usually it is necessary for

the needs assessor and the project 1o interact over the telephone from three to five times This

needs Mssessment process takes approximately two days of your time over a two week period.

An on-site follow-up visit is avaidable when in the opmion of the project, TADS. and the nced}
- assessor §t is nccessary to tomplete the necds assestment. i

/" Activities/task to Accomplish an Offite Telophone Needs Assessment: The following sequence
outlines those activities that are suggested for prepanation, implementation and follow-up of the

needs assessment. .

A. Preparstion Activitics: S, .
|. TADS, the project directar, and the nceds asessor confirm the schedule of d‘kf the
needs aszessment and sot a time and date for the first telephone call.
“2. TADS mails s nocds assesement package to the project two weeks prior to the scheduled
dates. . - .
‘3 The project staff completes an initial agcssment package including the HCEEP De¢mon-
/ srration Projects Proflle (Note: any items that are unclear of need further explanation
may be left bhnk.lq‘lcn there will be an opportunity for the project and the necds assessor
to intersct later.) ‘ :
4. The project director sends the compibted materials and s copy of the project’s current
progrymn plans/proposal to the necds assessor. .
§ The needs assessor reviews all of the materials, develops a list of question, 1if any, whuch
need clarifying; and develops & tentativa list of program needs or arcas where the project
may desire changs. o, ,

B. Off-tite Actyities (3 to S telephone calls):

1, The noeds amesor discusses the purposss and the ectivities to accomplish the nesds assess-
ment with the projsct. 0.

2. The nesds ssssesor and project discuss any questiods that necd clarifying, both items
from tha profile and any gsneral questions sbout TADS and its activities. '

3. The project and-necda assessor discuss tha project’s current status, i.c., the list of pro-
gram needs or aress that change is detired.

4. The nceds amasorland the project conflrm 8 priority list of nceds that will be sddressed
through TADS. : ‘

5. Ths project and necds assessor develop a tentative technical assistance sgreement for esch

. need using the technical assistance agreement wotksheets (which specifies an objective,
timeline, and activities). - .

C. Follow-up Activities:

1. Tha needs amessor retums all materials to TADS within 5 working days after the scheduled
complation date. .

2. If necessary an on-ite follow-up viit is scheduled. (If thero is a follow-up vigit the needs
asscamnent and (cntativa technical asistance agreement will be completed at that time.).

3. TADS develops 8 “Mecmorandum’ of Agrcemont” containing the technical assistance
agreements developed by the project and needs asscsior The memorandum i3 then mailed
to the project for approval and signature (within two to four weeka after receiving the

. ) : ) .
.[. Specific Description: This needs asscssment is conducted through a senies of planned phone

needs asesor's nloon).
r
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" FIGURE 12 _
Needs Assessment Stud1es

A

{SELF- _ADMINISTERED Nm-:ns‘Ass;-:‘ssm-:Nﬂ' |

o

l. Genenl Deoulption of Needl Ane-ment Needs assessment is the first step each year in the‘_

TADS approach for the provision of technical assistance services. TADS has detenmned that any
- form of needs assessment must address the following issues: : )

1. A :y:tematlc needs assessment process is essential to effectively identify techmcnl assis-
tance needs. :

. A needs mecsment must occur before extensive mdmduahzed techmcal assistance is pro-
vided.

Technical lmstance needs can best bmdentxﬁed bya comprehensxve program revxew and
an interactive process between the technical assistance provxder and client.
. The roles, responsibilities, and expectations for the provmon of technical us:stance must
_be clarified during the needs assessment.

2
3.
4
5

technical assistmce provider and the technical assistance recipient.

o. Speclﬁc Deocription A seif-adrhinistered needs assessment is conducted by the project staff
using a set of recommended procedures. It is expected that this process will take approximately
two days. One person on the TADS staff will be available by phone during the scheduled two
days to answer any questions that may arise. Ah onsite follow-up visit is available when in the

/ opinion of the pmject and TADS it is necessary to complete the needs assessment.

m Acuvitiel/tnh to Aeoomplnh a Self-Administered Needs A-e-nent The followmg sequence .

outlines those activities that are suggested for prepmtlon, unplementatlon, und follow-up of
the needs nseumt ) .
A. Preparation Activitleo
1. TADS and project .director confirm the dates tlut the self-adnnnnteted needs assessment
‘ will be conducted and who will be available at TADS during'those dates.
2. TADS mails the “Seif-Administered Needs Assessment Manual” to the

‘ilroject two
weeks prior to the scheduled dates.

3. TADS contacts the project to clarify the procedures and expectatlons og the suuested '

self- menment stroteuu.

Self- A-.nent Acuvltlu S

1. The project conducts a comprehenslve review of their program’s. currqnt status using
‘the HCEEP Demonstration Projects Profile and the procedures outlined in the “Self-
" Administered Needs Assessment Manual.”"

’
! i

- select those needs that will be addressed through usistance from TADS This list is
put in priority order.

3. Using the procedures outlined in the manual the project staff develops a tentative techni- ..
cal assistance agreement by completing the necessary technical nssixunce agreement

worlmxeets.

-

Follow-up Activities:
. scheduled self-assessment.

‘need clarifying.
TADS contacts the project by telephone to clarify any quettlons, confirm ‘the techni-
cal assistance needs, and determine whether or not a follow-up visit is needed.

+

If necessary, an onwite follow-up visit is scheduled. (If there is a follow-up visit the
needs assessment and tentative agreement will be completed at that time.)
TADS -develops a “Memorandum of Agreement” containing the technicol assistance
agreements developed by the project. The memorandum is then mailed to the project
. for approval and signature (within two to four weeks after receivln;
" administered assessment mateﬁals) v ,

mose wowN

. A needs assessment must establish and/or enhance a trusting xelatlon:hlp between the

2. The project staff develop a comprehensive list of needs or areas'of desired change and \

1.. The project sends lll completed matemls to TADS wlthln k) working dayt after the
TADS reviews all the materials ptovided and develops a list of questions. if any, wluch

the project s self- f




’ assessments themse]ves.

0 '
1

,CURRENT NEEDS ASSESSMENT' PROCEDURES

The evo]utLon,of the process Just descr1bed led to a set of procedures

. now in use W1th all prOJects. These methods. exp1a1ned in the fo]]ow1ng

Y
't

pages, are out11ned in depth 1n TADS Needs Assessment Procedures Manual

(B]ack Cox, and Prestrldge, 1980) and 1n supp]ementa] mater1a1s.

- On-Site and'Se]f—Administered Needs Assessments&

f Needs.assessments are admjnistered either by.a‘trajned needs'assessor
or by the“o]iEnt.'<First-year-demonstrationhprojects work with a needs
assessor, whi]e«second- and:thirdeyear projects genera]]y conduct self-
assessments - :/) e |

-~ The f1rst-year assessment accomp11shes several-object1ves

"+ 1. The proJect receives a comprehens1ve program review. v
2. Needs wh1ch techn1ca1 assistdnce can address are 1dent1f1ed
* 3. The foundation for a trusting re]at1onsh1p between the
' : client and TADS is built. (The personal contact involved
in an on-site needs assessment is felt to be essent1a1
1n promot1ng this re]at1onsh1p )
Exper1ence has shown that given the structure of the materials and :
the training provided 1n an on-site needs assessment, f1rst year proaects

-are qu1te capabTG’of (and" sat1sf1ed\v1th) conduct1ng subsequent years needs: -

‘
4

Sdhedu]ing ' , o

Mostﬂneeds assessments must occur between October and February if“

“technical assistance services are to be délivered within our clients' fiscal

' yeari(Ju1y 1 -,Jun;’éo). Within that five-month time frame, we try to be

ffexfb]e about'scheduling On-site needs assessments genera]]y take one-

and-one- ha]f to two days Projects whlch conduct se]f assessments may
-~

schedule a s1m11ar amount of t1me or may elect to schedu]e shorter sessions .

[




over a period of days. Factors which tend to influence earlier versus
later schedulinq are: year of funding (first, second or th1rd) the |

h1r1ng of prOJect staff and proJect 1d1osyncras1es

o Match1ng the Needs Assessor to the ProJect

. Two areas in which we try to ensure that the assessor is well su1ted
to the client are: 1) fiscal agency background’ and 2) content specialty.
For example. we try to make sure that someone w1th local educat1gn agency |
-experience is used to assess a prOJect with such an agency as a fiscal agent.
We also.try to ensure that the assessor 1s experienced with the kind of '
_ children the.project serves -- in terms of handicaps, socloeconomics,
ethn1city. etc.. | | | ,

[ The attention to details has paid off repeatedly. A needs assessor

' with the right background who goes into a project can frequéntly solve some

needs on the spot -- before developing, an agreement for other needs.

Preparing for the Needs Assessment

The needs :assessor and the person in‘charge of facilitating the assessment
are‘expected to become familiar with: ' | o
1. The grant proposal: the proJect s statement of intent
2. The HCEEP Demonstrat1on Project Profile and the HCEEP' Model
Development Guide (developed by the Office of Special Education):
. -—4001s. for examining project accomplishments, and goals across
components : :

The Profile and Guide are part of the package. which also includes the TADS

Needs Assessment Procedures Manual»and several forms, sent to the needs assessor
)and the project two weeks prior to‘the assessment.
The dates selected for the needs assessment, should be chosen so that all

of the staff can participate as fully as poss1ble The project's fiscal

agency should also be involved. An agenda must be developed pr1or to the | \

’ | 2 U v ‘ . . l
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needs‘assessment; A sample agenda is depicted in Figure 13. Co

. ) - . ~

Implementation

. The Profile. The needs assessor must review thenrole of TADS and the
rneeds assessment w1th staff members. Then, a component-by-comoonent analysis ‘
of the project's status us1ng ‘the HCEEP Demonstrat1on ProJect Prof11e is begunt
Components are:’ Serv1ces to Chi]dren, Services to Parents; Staff Deve]opment,
'Demonstrat1on, Dissemination, and Continuation; and Adm1n1strat1on and

Management. - Each of these components is cons1dered 4n terms of conceptua11zat1on.

1

'

'imp]ementation and evaluatjon. The Profile design allows the current status .
‘ to be rated desired changes in status to be 1nd1cated and techn1ca1 assistance
needs. stated "Figure 14 111ustrates the format
After a]] components on the Prof11e have been rated the 1nformat1on
1s transferred to the Summary Page (See Figure 15) which is a qu1ck v15ua1
reference of project needs. The proJect then orders the needs accord1ng to
priority. - v ' . :

" FIGURE 13
o : ) Sample Agenda

SAMPLE AGENDA' FOR CONDUCTING A TADS NEEDS ASSESSMENT

Yoy

FIRST DAY - lNTRODUCTfDN AND PROGRAM - o : SECOND DAY - DEVELOPMENT OF TENTATIVE-TECHNICAL

REVIEW ' —_— ASSlSTANCE AGREEMENTS
. 1
1172 hours -- INTRODUCTION AND DVERVIEW: 1/2 hour -- REVle AND lNTRDDUCTlON .
OSE; HCEEP; TADS-and Needs Assessment;
Purposes and Benefits; and The Project ] hour -~ SELECT NEEDS BEST ADORESSED mm ASSISTANCE FROM
- Major Goals and Dbjectives, Staff TADS

Roles, and Program Components
15 minutes -- BREAK

15 minutes -- BREAK
- 1 hour -- DEVELOP TENTATIVE TA AGREEMENTS: Needs Statement,
2 hours -- PROGRAM REVIEW: Services for Children ) . Focus, Target(s), Deadlines, and Dbjecttves(s)
and Parents Components [
. 1 hour -- LUNCH
). hour -- LUNCH )
- ] l/Z hours -~ DEVELOP TENTATIVE TA AGREEMENTS: Select TA
Y12 hours -~ PROGRAM REV!EH Staff Development . Actfvities, Sequence Activities, and Provide
and Demonstration, Dissemination, . ) Qualifying Comments
and Continuation Components ’ .
15 minutes’ -- BREAK

15 minutes -- BREAK:
) b] l/Z hours--- SUMMARY AND REVIEW: Review All,Tentative TA
1 hour -- PROGRAM REVIEW: Administration and : Agreements for Completeness and Clarity.
* v Management Component . Review "Next Steps," Summarize Entire Two Days,
' and Complete TADS Evaluation Forms
1/2 to 1 hour -- SUMMARY AND REVIEW: Oevelop List
of Areas of Desired Change for
_ Forthcoming Year and Check for - '
Completeness . B )
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v F I GURE 1 4 ‘
Samp]e Summary Page from the Profﬂe ' b
L ! CURRENT PROJECT STATUS _
) | . ) 2 ’ £ g '
| STAFF DEVELOPMENT cohrouem : L - i g gg 55 é g ' ,
. b . N 5 £ . K .
u g a 5 y )
This component identifies tasks that nllu to the prohslonll dmlopmlm ot prohct | 3 % 3 E i 3 i E 5 E ) % !
* gtaff. It includes determining staff dmlopmmt needs, resources, snd plans to mest those n!ldi. 2 3 3 Se ok
) Conapmﬂluﬂon ‘ ) : ‘
' . ' : o 3 - .
4 « ¢ V. The project hes & written statement of gosls lnd ob}octlvu for the Staff Devstopment = a :
: Component. . 0. 2 '3 — —
The project has a written mmmcm of and/or clearly delinsated plans and proadum for, '
. 2 ... ovllmlng staff to thu-pm}oct and the Handicapped Chitdren’s Eerly Edocation Prognm 0 1.7 2 3 —_— — N
3.. ... identifying the competencies necessary to fulfill sach staff rols. 0 1 a2 3 — — ‘
, 4. ... dstemining staft dmlopunmlmlnlno needs. | 0 1 2 3 —_— —
5. ...sstaff development/training program that addresses ths currently ldcmlﬂcd needs. 0 1 2 3 — —
8, 5L amigning staff rewponsibilities within the Staff Developmaent Componant. ) o, 2 3 — —
7.% . maintaining records on the sctivitles of the Staff omlopm-m Component 0 1 2 3 —_— —
\ " OTHEH FONCEPTUALIZATION TASKS: o ' !
; ' " 2 _— —
A 1 2 — —
\ , | ; ‘ .
lmpl-mnaﬂon _ ' ‘ ' : s ! "
8. Current staff have been oriented to the project and to thl Hendicapped Children’s Eerly R .
‘ Education Program. 0 1 2 3 —— —
9. Staff development/training nesds have been identified. . 0 1 2 3 — —
10. Ruoumq nesded for lmpl-mcntlnq the staff dcvnlopmln!/tnlnlnq progrem heve besn ‘
scquired. _ 0 2 3 —— —
11. Staff development activities sre ongoing snd/or completed. o' 2 3 — —
12. Records on the activities of the Staff Developmant Component are being meinteined. 0 1 2 3 PR
OTHER IMPLEMENTATION TASKS: '
N . . 0 1 2 R
0 1 2 —
Evaluation
N 1
Data sre being coilected (o . k
13. ... documaent the cxlstlng staff development needs of project steff. 0 1 \{ 3 — o——
14. . ..document the extent to which ell planned staff developmaent sctivities were provided. .0 1 2 3 — —
16. ... documant the extent to which goals snd objectives of the Steff Development Componlm ‘
have besn attained. 0 1 2 ‘3 — ——
18. .. documant the extent to which staftf members ware satisfied with the staff dovciopmum L ' o
program. 0 1 2 -3 —_— —
17. ... documant the extent of progress or change in staff knowlcdqn/skllll ne nsult )
of staft dlv!lopmcm sctivities (where spproprists). 0 1 2 < S .
18. ... document the sxtent to which project steff have scquired the compcuncln nmsary i
. to fulfilf their respective staff roles. 0 1 2 3 — —

Aruitoxt provided by Eic:

e




: FIGURE .15
‘ ' ‘Sample Profile Summary

+ |HCEEP DEMONSTRATION PROJECT PROFILE
Summany PAGE

o1mnons (1) After completing the entire HCEEP D 'nuon Project Proﬂle A NBeeds A t Instrument. CIRCLE the nusbers of each task in each pro-.
qram cosponent that you indicated a desire Tor change Tn status during the curren! lundlnq year.

(2) Place a “X° through any circlied task mmber that you indicated & need Vor “outside” or technical auhunce

. {3) Example: @z 3 Q;\@ﬂa

" PROGRAM D(V[LON!HI PHASES

Conceptualization Implementation , Evaluation
1 Admintstration and Ihnnqeneat Component &
Program Planning . . . . . . e e e e e e 123456178 3635 36 37 38 39 59 60 61 62 63 64
PEFSONN@Y . & ¢ ot v e w e e e e e a e e e e 910N 08 R o, . .. .. St
" Physical Arrangements . . . . . . . . . e 12 |J‘ll Q28348 o A '
. Financial Administration . . . , . .0 o« v v v v v v 15 16 17 . 45 lﬁv
. Evaluation Plamaling . . . . . . . .. e 18 19 20 21 22 23 24 25 26 47 48 49 50 S)
Records and Reports . ! . . . . . P 21 28 5263 ' _ , '
Advisory Boards . . ! . " 2930 5¢ 55
Coordination with Other Agencies . . . . . . . . . . « 121 56 57 58
) ot ot. __ .
1. “Services to Children Component 123456789101 12 19202122224 252627 | 3334352363 3819 ‘
1311516 17 18 28 29 30 31 32 0
. o oL v o, =
. .
" 11, Services to Parents Cosponent 12345678910 1M 121314151617 1819 2021 22 23 24 25
’ o, ot . __ oo .
' ' N ) . . Lo
T
Iv.  Starf Development Component v - 1234567 8910 1112 : 13181516 17 18
' o, __ . ' o0, .~ e oo
. ' . v .
V.  Dewonstration. Dissemination and Continuation Component 1234567891012 15 16 17 18 19 20 21 22 23 2526 2) 28 29
' 1o wor __ o

.

The Work Sheets. Each technical assistance need is recorded on a

Work Sheet (Figure 16). The focus of the technical assistance, the people
who will be direct‘recipients of the assistance, and the date by which the
'assiscance is to be completed are all 1nc1aded on this form. Then this
informatid% is used to wcitc a Technical Assistance Objective. Finally,

a deliVeEy ﬁethod that addresses the need efficiently and effectively

is chosen.

‘ N ’ Sequence-of—Technfca]-Assistancé Activities (Figure 17). For each

delivery method listed on.the Work Sheet, a Sequence form has been developed.
: - |

‘ ! |

‘ |

o | | T s
| S 2
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Aruitoxt provided by Eric:

) FIGURE 16
Sample: A Completed Work Sheet
,;:gﬁ?n 1 [TCHMCAL ASSISTANCE AGREEMENT WORK SHEET |
. NUMBER

' PROJECT: pAagY Lenma, and PMFN‘f ING Pro)ed'

I NEED STATEMENT: “Assistance in 1 Ie tian of o rio.‘fc g

5 'for \'\‘(o,n*_(’

and ANon- ésg:.m.m -.2V) “g;;mg techai

ages h th Q 36 ‘Qn'H\Sr

) : ) ¢

e

1. FOCUS OF TECHNICAL ASSISTANCE: 1 .
(Choosa onty ONE focus for each objective)

TARGETS OF TECHNICAL ASSISTANCE:
(List by title the staff person(s) involved in
addressing this need)

| " Priect Coordingtor  Chlle

‘ Qr_gg]ggmgg'j Spec "Iis’t" and
3 Ho\ms Tbg:npij"'_g '

|

——— Knowledge and Awareness

X. Skill Development

e Product Development

e D€Cision/Changse

1 1v. DEADLINE(S): |

(Date or dates of technical assis-
tance objectives should be com-
pieted)

January ’3, 1990

THE

V. TECHNICAL ASSISTANCE OBJECTIVE FORMULA: BY
’ : {Ses No. IV above for Qeadlin_c(s)

{see No. 111 for targets)

o (chooa one of the following)

a. (if the focus of technical ulsnnco is knowledge md awareness state) WILL BE KNOWI.EDGEABI.E {and then state the specific knowlcdge

0 be acquired). |
b. (if the focus of technical u!mnc- is skill development mu) WILL BE ABLE TO (and then state the specific skill(s) to be acquired).
c. (if the focus of technical assistance Is product development state) WILL DEVELOP (and then state the product to be developed).
d. (if the focus of technical assistance is decision/change stats) WILL SELECT, ADOPT, OR REVISE (then state the decision/change to be

made).

TECHNICAL ASSISTANCE O8JECTIVE(S): uss the above formula to write objective(s)

‘8' g0, i n’ + ff -”
1€,19 “ﬂtdcggg Jruecﬂ w L

'ml

__B?c_%m

TECHNICAL ASSISTANCE. ACTIVITIES: (check the technical assistance delivery method or combination of methods that will be used to
address the need) '

1 ' ’ *
x On-Site CONSUITALION  wamm INformation Services  wmee— Review and Critique  .— Project Visitation

1
— Off.Site CONSItaUON | cmmmme Small Group CoNSUIALION e Other (describe)

Choose the Sequence of Technical Asslstance Activities work sheat(s) ,

that correspands to the delivery method sslected in V1. above. Com-
plete the work sheet(s) and attach. N
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| | FIGURE 17 | C
Sequence of Technical Assistance Activities
Sample :
SEQUENCE OF TECHNICAL ASSISTANCE ACTIVITIES
FOR T 1
5 [ON-SITE CONSULTATIONS | . S B
) : o . NEED
- ' - PRIORITY '
NUMBER
VVM: Sequence of Activities: Th'e[primary purpose for this form is to indicate the dates of the activities that both the project staff and TADS
need to accomplish in order to address the technical assistance objective and need that are4ssociated with this activity sequence. If more
_than one objective is listed for an individual need there should be separate activities indicated for each objective. See Section 111 of the
manuai for a more detailed discussion of how to use this form, (*The first step shouid occur at ieast two to three weeks after completion
of the needs assessment. ) . ’
-
STEPS ' ACTIVITY DESCRIPTION .
¥ ' .
1. By Noyvember (7, 4" (dae) ......... the project will complete and send to TADS a Consultatiori Preparation
(8 weeks prior to Step 4) . ’ Form. : -‘
2. Bydecgmber  (F " (dae), ..... ..... TADS will identify and confirm with the project the consultant(s). TADS
{6 weeks prior to Step 4) ) will support the consultant’s services for up to L. days and L visits '
, ; 10 the project. (Specify-the number of consuitant days and visits.)
3. By Lecembe” /S, /7_' __(date), .......... TADS and the project will confirm the dates of the consultant’s visit.
(4 weeks prior to Step 4) ‘ o .
A ' /4 de Ton
4. By MRouary 27, 19~ (date), .......... the consuitant will visit the project for {2 daysto z 7)-
as requested by the project . . [ e N
( Y fect) / e [fzsirss Kuyr Scates 7
. 115, Ort.
b » ' (Please specify number of days of consultant’s first visit and the specific
tasks to be addressed, use the back of this form if more space is needed.)
5. By I;”MN’ X5, /9" (date), ,...... ... the consuitant will send to the project and a copy to TADS a summary
(2 weeks after Step 4) ' . ' report on the visit including recommendations for follow-up activities.
' 6. By Jia-.ﬂz.ﬂ”;'/ 2% " Vi el (date)v, .......... the designated staff will send TADS a completed Evaluation of Consulta-
(2 weeks after Step 4) tion report form.
_NOTE: Since these steps represent the minimal preparation and follow-up activities, you are encouraged to build in other activities that will help
both you and TADS to address the need and objective. Please use the below space and the reverse of this page. Be sure to date the acti-
“vity and fit it into the sequence above by re-numbering tho steps. .
' 3
-Step By - .
- 1
VIl RECOMMENDATIONS, QUALIFICATIONS, AND OTHER INFORMATION: Please list below any specific Qualifications the consultant
should have and/or requested consultants for this activity.
) . , .. :
22{ ('Qﬂ_ﬁg//zjﬂf \Sﬁag// 4a, 7/ nistérin #/r 2 .
7 . - -9 .
Zecpre Ling Zpe Uzqyvs gnd Hund S’ca/e: Ly (o, risd A
or m//o//,'// 7] ma/gga lely tandicd pped (72 sants. '
4 P ‘ T
| J
Q t

ERIC

Aruitoxt provided by Eic:




By inserting a date for completion of the Technical Assistance, the project

can establish the timelines for prepar and follow-up activities. The

amount of TA‘(number of'consultation ays/or visits) proposed to meet the
need,is also included. Finally, th oject and needs assessor are reqoested
either to recommend persons'or‘describ qualifications which they feel the
TA provider should‘consider in potential consultants. Q

For each technical assistance need, a Work Sheet and a Sequence-of-
TA Activities Form are returned to TADS along with the rated Profile and
Summary Page. These materials comprise a Tentative Technical Assistance

Agreement.

Developing the Memorandun of Agreement

At TADS, a coordinator receives the[tentative agreements and initiates

a ratification process:

1. Work Sheets and the Summary Page are reviewed to ensure :
that the statements capture the needs identified by the Profile; -

and

2. costs are estimated so the agreement stays within the allocated
financial resdurces. ,

The coordinator acts as an advocate for the project and‘negotiates

necessary changes Frequently; ways of’meeting needs are found that stretch

'resources. such as combining cohsultations or altering a delivery method.

During ratification. potential consultants are identified and contacted
to ascertain their availability. Based on the ratification -process. discussions,
a draft Memorandum of Agreement is prepared. It is signed by the person at
TADS with administrative responsibility for technical assistance to demon-
stration projects. Two signed c0pies are sent to the project. The project s
director signs and returns that copy -- if the agreement is accurate --
to TADS. While not a legal contract. the Memorandum of Agreement between

TADS and the project is the basis for delivering services in which the roles

34 9
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r

and responsibilities of both parties are cleariy delineated.

EVALUATION OF THE PROCEDURES

TADS{has,employedvvarious'ways of gathering information to evaluate its

needs assessment procedures. Routine evaluative procedures have been conducted

"with each needs assessment. Anecdotaizreports have been gathered from clients

and needsvassessors. -And, more recently, two'speciai studies have been under-

taken.

Routine Procedures and Anecdotai Reports .

The client and in the case of on-site visits, the needs assessor
routinely complete separate evaluation questionnaires and return them to TADS
after an assessment. The questionnaires ask questions about the quality
and usefulness of the materials and procedures, the extent to which stated
criteria were met, and the degree of client satisfaction. Clients rate the
performance of their needs assessor, and the needs assessors rate the
readiness and receptivity of the projects The duestionnaires aiso provide

opportunities for more open-ended comments, suggestions, and criticisms.

When the information from aii questionnaires for a given year is compiied N

it provides a measure of how successful ‘the needs assessments were for that

year and whether or not changeskan‘procedures are needed. Figure 18 shows
the basic questionnaire. It is sent -- as shown -- to projects conducting
self-assessments. Figure 19 shows the sections added to the questionnaire
when it is sent to needs assessors. Figure 20 shows the section added to .
the questionnaire.uhen it 1s sent to projects having on-site assessments.

In addition to the routine ques;ionnaires, reports by needs assessors
of their experiences and feedback f ient programs (often unsolicited)

provide a wealth of information on what makes the process work. These

3 3
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City, Stete .

.  FIGURE 18 rroject 1 —
BaSiC Questionna‘lre. ) . v Dates of Neads Assessment
(Sel1f-Assessment) Heeds Assessor
’ . Type of Needs As v Self .

 TECHNICAL ASSISTANCE DEVELOPMERY SYSTEM

! PROJECT EVALUAT IOM OF NEEDS ASSESSMENT . ' .

; .
This questionnaire is designed to gather information reparding the TADS' needs essessment .conducted with your
project. The items ere éesigned to provide TADS with information regerding the needs essessment procedure end
your opinions regerding lts quality end usefuiness. The information provided by ell projects will be u"i to
determina the effectivensss of our needs essessments. YOUR RESPONSES TO ITENS WILL REMAIN STRICTLY CONFIDENTIAL
end wil} be reported only in combinetion with information gethered from other projects. Ve would eppreciate

your most honest and objective opinions. THANK YOU. '

d

' ( . THE HEEDS ASSESSMENT: Listed below is @ set of stetements of criterie for & TADS' needs essessment. "
) ‘ Plesse retw—the extent to which you belleve the needs essessment of your project
: , mat the steted criterie by circiing the eppropriete number. For qusstion 6,
- please follow the instructions glven with the item. - I
. ’ ’ Efcanded .
’ ’ . Not ' Mat Mat Stated
Ret Pertieily . Completely Criterion
1
I. Tha needs sssessment provided 1 H ] . & s ¢
' ¢ comprehensive review of the
! project.
1. The nesds of the project, those ] 1 1 ) ) .5 7 6
~ o requiring end not requliring .
! technical essistance, were
idantified. - )
* 3. A list of clasrly specified [ . ) \ 5 6 :
nseds to be addressed by tech- .

nical essistence was developed.

S, Technical essistance ectivities v 2 ) L I H [
ds
sbove were identifled.

’ 5. Roles end responsidilities for \ 2 . ) L} 5 ¢ .
the project steff end TADS in _> .
plenning end cerrying out teche . v
nicel essistance were clerified. . , . ,

6. in eddition to these criterle, were A
thare other eccompllishments of the
. needs essessment process? {(please check) Yes Ho :

If ves, please descride:

.

1), THE MEEDS ASSESSHENT MANUAL: Pledse rete the quality of the nesds essassment manual by circling the
eppropriete number for each of the following items. Plece eny commants

t

-t you msy heve regarding the manual In the section lsbeled "comments.'
Unsetis~ Seiow ' Excel= ' Gxcep-
fectory Averege Avarege Good Tent tions!
. I. Clerity, I.e., extent to 1 H ) [ 3 ¢
- which cc'mun:; erg clear,
understendadle, etc.
2. Complgtensss, |.s., entent [ 2 ) [} [ 6
to &lcﬁ Tnformation siseded
to complete the nesds
essessment I3 included, etc. /\ g/ : ¢

ERIC | , A . | ,

PR A 7o providea by emic: '
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ire (Self-Assessment)
: L}

~ FIGURE 18. (cont.') -- Basic Questionna
3. ' 2 )

format, i.a., extent to
wh orgsnizetion, format
of the manual makes it . ;
aasy to use, etc. v 2

&, Usefulness, i.e., extent ] 2 3¢ L[} H 6
to which the contents of N M
the manual are of use in ' )
planning and participating
in the neéeds assessment.

, 5. Quality, i.e., overall 1 ‘2 . 3 4 5. 6
quallity including freedom .
from errors and misleeding,

information; wtiting gtyle, f K
atc.

Not at Some-~ Rather ’ . .
P Al what Completely Precisefly _ o

6. To what axtent were the 1 2 3 ' ) 5 6
proceduras outlined in .
the manual followsd during
your needs assessment?l

!
7. :Commants:

- N -

~

111, THE OVERALL NEEDS ASSESSMENT PROCESS: Please rate tfte total needs assessmant process by circling your
s _ response to each of the foljowing items. Pleese answar the \d

B ‘ ) questions and provide commants, where appropriate, in. the ‘ '

‘'General Comments'' section. Plense note in your comments any '

. particular strengths or weaknesses of the process.

Unsatis- Selow , Excel- Excep- '
factory Averege Average Good Tent tional

A, Satisfaction with Naeds Assessmant

I. Extent to which the needs * S| 3 4 5 6 L g
assessment experience met .
your staff’'s expactations. '

2. The usefulness/epplicability t 2 . 3 § 5 6 PR .
' of the nesds assessment : ?' - ,
" to your project, .

3. The quality of the overall 1 ‘2 3 4 5 6 f
needs assessmant pFocess. i

&. Your overall setisfaction’ 1 , 2 3 L} 5 )
with the total needs assess-
. ment experisnce. . : !

8. Generel Commnts:

'
0

a * *

'

TADS, UNC-Chapel MIIT, 189} . - THANK YOU.

ERIC | | . Ja

A FuiText provided by Eric .
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FIGURE 19 o
Additions to Basic Questiopnaire for . . .. sssieene _ -

Needs Assessors .
Heeds Assessor

Project Locetion

TECHMICAL ASS)STANCE DEVELOPHENT SYSTEM
o+  NEEDS ASSESSOR EVALUATIOH OF ON-SITE
HEEDS ASSESSMENTS .

e ' N
PURPOSE: This questionnslire is designed to gather Informstion rsgerding the TADS® needs essessment you
recently conducted with the project |lsted ebove. The information that you provide will be combined with
N that of other nesds assessors to determine the offectiveness of our efforts, ¥e would eppreciete your most .
honest end objective opinions. THARK YOU, ' :

T

—

1, TIng UP!NDH,): Pleese provide the_ information requested In sech blenk.
Btlas a

). How much time did you spend on the nesds essessment?

d

g
H

. .

in prepsretion
on-site conducting tha nesds essesimant
in follow-up \

in trevel

. - .

IV, THE PROJECT: Pleese r'uo tha following Ch.f.t!.fll;lcl of the project by circling the response
. which reflects your opinion of ths extent to which the choro;torl-tlc was evident.

' f

Not Somewhat Quits Por-
! Evident Evidant Evident veslve

I. Undatstanding of the needs 1 ] ) ) s ¢

Q!l.lﬁ! process, l.e., B |
salllerTty with TADS snd/ : ‘ )
tha pu e of the nseds ) g '
esses , fam!)ierity B
with nesds essersment
msterials, tha sctivities
comprising the process, etc. .

2. Preparednass, |.e., ¢1! nssded vy ] ) L) 5 ¢
ste n ettendence, calendars R
cleared, necessary ssterials ' ’ )
ot hand, ol! eppropriete staff :
orisnted to nesds essessmant N
procedures, etc.

). Oan!, i.0., willlngness to | : 2 3 [} S‘ 6
shere nlornt;on. witling* ! ! ,
ness to consider new ldass, : :
otc.

Leadership #n. to@ey - ' 2 ) L) H [
- provision of sdequate re- i
* sources, fecitities, etc., : ' :
support of the needs essess-

ment, Involvemsnt in tha
naeds essestment, etc.

-
.

5. ¢ 't

T

S

V. Genere! Commants: Plesse 1ist hare eny commsnts that you wish to moke regarding the needs essessment.
Plesse note in your commants eny particuler strengths or weaknesses of £he process.

as 3y
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Aruitoxt provided by Eic:

.

~© FIGURE 20
Additions to Basic Questionnaire for '
‘On-Site Assessments ' Project 1D

Dates of Needs Assessmant

City, State

1

Heeds Assessor

Type of N..dlblll.llﬁr;l On-sits
TECHNICAL ASSISTANCE DEVELOPNENT SYSTEM ’

PROJECT EVALUATION OF NHEEDS ASSESSMENT

P

Thiy questionnaire it designed to gpther information regarding the TADS' needs assessment conducted with your
project. The items are designed to provide TADS with Information regarding the needs assessmant procedure ond
your opinions regarding 1ts quslity and usefulness. The information provided by all projects will be used to
determine the effectivenass of our needs assessments. YOUR RESPONSES TO ITEMS WilL REMAIN STRICTLY CONFIDERTIAL
and will be reported only in combinet ion with Informat ion gathered from other projects. e would appreciete
your most honest and objective opinions, TMANK YOU. : . :

' |

. -

Jil, THE NEEDS ASSESSOR: Pleste rate the '6Iiovlng characteristics of the needs assessor by clreling your
response on esch of the following items. Place 'sny comments regarding the nesds

b assessor in the section lebeled '‘Comments.'
Unsatiss Selow Excel~ Excep-
factory Average Average Good lent 4lone!l
I. Preparedness, i.e., femillarity ' 2 3 4 s ‘
with the project's proposal end
other relevent materials sent
to him/her, familliarity with
and materlials, etc. //’"
2. Expertise, |.a., knowledge of WCEEP 1 2 3 4 Cos ¢
project operation, ebility to assist (7
in the identification of needs, etc.’ i
3. Organizstion/Manegemant Skills, I,e,,. | 2 y . L} 5 6
Tesadership ablT1ty, attention to i '
tash, summarization skillss priority L :
setting skills, etc. ,
. &, Flexiblllity, i.e., ability to adjust 1 . 2 3 L) 5 . 6
schedules, focus, etc. to meet } ! to
project nesds, etc, -

§. interpersonal Skills, [.e., abllity | R I 3 L) s 6
to roiau well tc the staff, sup-~ .
portivensss, open, non-threetening . .
spprosch, etc. ’ - .

6. ¢ [ %




UL .
reports often describe how the process contributed to the development ;
of . theuclient s program beyond- the identification of technical aSSistance
needs. _ ' | .' _ ,
| TADS staff mémbers also prov1de information that fs used to refine the
TA needs assesst nt They not only have conducted many needs assessments,

9 ¢

they have implem nted hundreds of indiVidual TA plans based upon. the results

of needs assessmen s. . Over the years, ‘their feedback has improved the processg

of pinpointing needs,_setting priorities, and developing realistic ‘

expectations forrTA during the assessment process.

\
o

0 o . b

'\Special Studies

- In 1979-80, " TADS conducted special studies that contributed significantly

to the understanding and refinement of TA needs assessments two yearlong
~ case studies of TADS work withvselected client programs -and ‘an extensive

‘?f evaluation of three TA “needs assessment methods

INQ_£§§£_§Iud;§§ The two case studies involved a third- party obServer s

‘presence at each client' s maJor TA events during the year; The observers
documented in detail the entire on-site needs assessment process {Behr, -

Hawes,. VandiViere, Suarez, 1981) Thdy*&lso'reportedqbothishort-«andalong-

term results of the assessment process on the two client programs Most results

were positive; a few were not.

Percep‘b’lans‘v eontamed i n the case ﬁtu‘di;eg J,endqt@asuppor,; i,ouraown:: ; 3,;; o

experience and data. For example, both case studies cited seVeral

t

changes in prOJect operations as a result of the needs assessment, such as-

[

improving communications, increasing administrative support and resolVing
organizational conflicts | Also, impresSions and attitudes shaped during

the needs assessment seem to persist for- the clients. A negative experience

. during one prOJect s needs aSSessment colored the director S relationship

'w'"mw"""
ok
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° .

”w1th TADS for the ent1re year More information concern1hg the 1979-80

i

case stud1es is ava11ab1e from TADS, and both ‘case studies are continuing

.through 1980-81 and 1981 -82..

Assessment stratgg;ess The most ambxt1oug effort by TABS tomdate in SRR

ref1n1ng and evaluat1ng its needs assessment procedures was a year]ong study

_ compar1ng three d1fferent needs assessment strateg1es (Suarez and Cox, 1981)
‘ The three strateg1esvwere' (1) on- 51te V1s1ts -- conducted by a tra1ned

- needs assessor at the c11ent program's 51te, (2) te]ephone assessments --

‘conducted by a tra1ned needs assessor through a series of telephone ‘conver- . ¢

"sations, and (3) self-administered assessments -- conducted by the client ;J

program's staff u51ng written procedures and materials prov1ded by TADS

The mot1vat1on for conduct1ng th1s study was, in part, econ0m1c

. ObV1ously. if the telephone and self- assessment strategies produced resu]ts ‘

comparabTe to . the estab11shed on-51te strategy.uthen these less.expensive .

strateg1es could be used in: conduct1ng future assessments Beyond the
. oy !
econom1c cons1deratfons were. the quest1ons "Can te]ephone and self- assessment

!

strateg1es really produce a va11d TA . needs assessment?" and "In what ways,

~if any, do the three strategies differ, besides cost?" S

«'Each of sixty;four client programs wasvas§1gned,one of the'three needs
assessment strateg1es us1ng a strat1f1ed random-select1on process First-,

second-, and th1rd-year proaects were equale represented in the eva]uat1on

o et i e . o

1 -
of ,each strategy

Data were coTTected in order to -compare the strateg1es in four areas:
1. 'Integrlty -- were the strategies comparab]e in “terms of meeting
the estab11shed cr1ter1a for a valid needs assessment? D1d they

revea] similar "needs"? Was the stability of those needs comparable

~ over time? D1d the strateg1es equa]ly promote "adifitional

b -




e

accomplishments” during the needs assessment? o

2, Participanttgerceptién -- Were there any differences in the level '

- of satisfaction of client programs and needs assessors? - . ” r

. 3. Time and effort -- Did the stratedies differ in the amoynt of time’

'and'effort given by the client staff invo]ved, the TA coordinators,
Al . . . . 1

" and the needs assessors? Did the strategies differ in the number

~ of days that the needs assessment took?

4, Technical Assistance ?-'DidAthe strategies equally lead to the

- "technicaifassistance that helps clients meet their needs, keeps
‘ eiients satisfied with services, and has a generally, favorable
‘impact on the client? |
The results indicated that all three strategies identified technica]
KL Jass1stance needs and were similar on most variables. uPart1c1pants sccasionally
favored "on-site" err‘"teiephone " They also suggested that whiie the

, strategies were comparab]e in 1dent1fy1ng TA needs, there.were some qualitative

o .
- - ' ¥} '] nt
s n

d1fferences »
Based on the results of this study, TADS has discontinued generai use of

the telephone stfategy. "On site" assessment is now used with all first-year

ciients and se]f-asseSsment with sesond- and th1rd-year projects, un]ess the

- client requests an on-site visit. A full report on th1S study, ‘An Ingu

Evaluation of Theee Technicai Assistance Needs Assessment Strategies (Suarei
\ - 1 ‘ ‘n!

i

TADS philosophically is committed to responsive, rather than directive,

 and Cox, 1981), is available from_ TADS.

CONCLUSIONS

teehnicai assistance. Our approach is structured and comprehensive. See

I3

45
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FIGURE 21 . .
. A Needs Assessment Matrix

.. Structured .
Procedure

Directive

- .
. .. Sk e .

TADS

NEEDS ASSESSMENT

»

—»

TA Provider

I . ‘b

v ~ Unstructured
! : Procedure

Responsive
TA Provider

t

2l

if technical assistance is needed to achieve that progress.

- “Figure 21.( All ‘the factors 1dentif1ed in our evaluation as contr1but1ng

to successful needs assessments Are- products of this philosophical approach

For example: TADS pr6I1des structure by thoroughly training needs assessors
in'the protess offaSSe sment and fam}lihr{z1ng thqm.with:thg-c11eqts m1ssi¢n'
and scope; byISUggestfng preparatqny”actiyities for the client;'and'by.
}developing materials with Which to review programs (thereby minimizing biases
of bdth client apd needs assessor). We try to be respons%ve by acknowledging - -
the stage of‘organizatioaal development of the client; by matching needs
assessor (in terms of background and skills) with the client; and, by using.

a process which'allows the client to determine where progress is desired and




- . . ]

. ~
;
. - ¢

X The needs éssessment procedures which have evolved over the past ten

§~ S years: are not stat1c. They are subject to the same. forces which!\roduced

i : the@. a responsive philosophical stance and a desire for structure in ' '

!

.- proceﬂures. We believe that these two forces have created a positive and

Y ) , ‘ *
effective means of assessing, and then addressing, our clients' needs.
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