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FOREWORD

Three Symbosium5~were'he1d in May, July, and October of 1980 in
order to address the interest and concern relative to the needs'assessment;'

aspect of the Comprehensive System of Personnel Deve]Opment (CSPD) sections

of Public Law 94-142. It is'recbgnized that the'quality of services provided

to handicapped children and youth is, in part, dependent on the systematic

assessment and intekpretation of_needs within the field fo]]owed by appropriate - - -

,'actipn related to those needs. The Symposiums were used.as'e'ferum to disc&ss

the importance, concerns, and strategies associated with needs assessment

in the context of CSPD. Th1s document resu]ted from the Symposiums. It :'_'

~is hoped that it can serve as a resource for those 1nd1v1duals who are

1nvo]ved in needs assessment act1V1t1es Wh11e 1t 1s 1ntended to- prOV1de an ‘t
introduction to needs assessment and offer suggest1ons about related needs
assessment act1V1t1es, it is obV1ous that no one document can prov1de
1nformat10n associated W1th all the diverse concerns about this subject.
instead, this doeument should be viewed as- one resource whieh can help

the reader develop an overview of needs assessment in the context of CSPD.

Richard C. Schofer, Director
Project on Cooperative Manpower
Ptanning in Special Education
University of M1ssour1-Co]umb1a
Co]umb1a Missouri




PURPOSE OF HANDBOOK

This handbook is primarily intended to serve as a resource

“to State Education Agency persognel who are responsible for the
development and implementation of needs assessment activities.

It is designed to assist these individuals conceptualize, plan,
implement, and -evaluate their annugl needs assessment activities.
It is.felt that this handbook also would be of value to other -
agencies and individuals who are or'will be involved in various
needs assessment activities. _ '

The ‘handbook is concerned with needs assessment in the context
of a comprehensive system of personnel development (CSPD). The
needs assessment content relates directly to this CSPD context.

The handbook offers alternatives for obtaining, analyzing.,-
and utilizing needs assessment information. It suggests the
relationship of needs assessment to participatory planning,
preservice and inservice training, dissemination and adoption
of promising practices, evaluation, ‘and technical assistance.




SECTION 1.~

NEEDS ASSESSMENT: AN OVERVIEW -




© SECTION I

NEEDS ASSESSMENT: AN OVERVIEW - . . 1

The quality of special education services for the Nation's handicapped - - =~

children depends upon the competence of ‘those who administer, coordinate and
deliver the programs. Public Law 94-142 includes. specific provisions designed -
. to promote and ensure staff quality in providing a free and appropriate public

education for all handicapped children and youth.'-Each State Education Agency . - -
(SEA) is required to develop a Comprehensive System of Persennel .Development
(CSPD) according to Sections 613(a)(3) and 614(a)(1 (c)(i) of the Rules and -
Regulations of Public Law "94-142. The requirement yncludes participatory -
planning, needs assessment, inservice ‘and pkeservi training, dissemination
and adoption of promising practices, evaluation, and technical assistance. R

: This document will focus on the needs assessment component of CSPD.
Implementation of a needs assessment not only meets the requirements of the :
CSPD sections of Public Law 94-142, but also can contribute to-quality ’
planning ‘and implementation of any personnel development activities. Needs
assessment information can ensure that planning, implementation, and evaluation:
of such activities are conducted in a systematic manner. Needs assessment. .

information can be used to: . ™

_Validate the need for specific personnel planning activities. _ 7
.Lend credibility to programs and planning. , ' :
.Serve as a baseline against which to measure progress.
.Indicate strengths of the program as well as needs.
.Project future needs or possible changes. :

| . ; . - -

Requisites *

It is essential to determine’and c1arify'outcomes we want from a com-
prehensive system of_personne] development before beginning a needs assessment.,

_ The use of terms such as "to provide a free and appropriate education",:
"to deliver quality educational services", or "to develop programs that meet.

compliance requirements” are too general to serve as a standard by which to
measure the effectiveness of various training activities of the CSPD.

A more precise description of the goals of educational services is
necessary before the CSPD can be appropriately developed. The more spe- .
cifically the educational goals are stated, the easier our task will be in
determining what is needed to reach them. o S

Review and analysis of existing information suggests that differences. in ,
needs assessment purposes and approaches exist among. state education agencies, .
Tocal education agencies, and institutions of higher education. What is-- .~ " -~ :
required by law and what. is intended by law must be stated operationaltly-to--- -~ =
enable the participating agencies to understand the basis for soliciting and .- .
collecting information and for directing their responses appropriately.-

1z~




For those responsible for conducting the important task of needs
assessment the initial step is to establish certainty relative to
goals. Providing this certainty will also provide the basis for the
leadership necessary for achievement of the goals. Only after this
is determined can the SEA begin to work productively, both internally
and with other agencies. o

Definition

‘Needs assessment is a generic process of collecting and interpreting
information that will facilitate decision-making related to issues and
 problems that must be identified and resolved in order to achieve
desired results. - _ :

Values and Benefits

The needs assessment process provides the. opportunity for individuals,
agencies, and organizations to interact toward a common -purpose. The value
of a needs assessment is that it establishes an information base for decision-
making; the results may give you a solution or provide a direction which will
"be helpful in seeking a solution. _ : S

Additional benefits of the needs'aSSessment that are:oftén overlooked
include the following examples: I ' : _

1. The procedures used to collect needs assessment information can allow
individuals to- think about their roles in.a program and become more .
-conscious of other roles and concerns. This helps broaden perspectives.’ .

2. Participatory planning techniques strengthen relationships with :
other agencies and organizations and can lead to the discovery of other .
mutual ¢oncerns. ' - " o

3. The process of conducting a needs assessment can serve as a staff -
development model, enabling staff members to jdentify new.skills and
identify the need to strengthen'exist?ng skills. : : _

4. Needs assessment focuses attention on specific areas of concern al-
lowing public education or public relations activities to be initiated.

5. Needs assessment can clarify related concerns. For ‘example, in
assessing the need for paraprofessionals, problems related to in-
centives and general working conditions for support personnel may’

~ become evident. . ' _ o : :

6. Needs assessment can create a climate of trust and ceoperation that
broadens the sense of ownership for the actions taken by the group. ,

' g, dissemination,

7. The process can generate networks for continuous planning,
and allocation of resources. : . o

In addition,,the'results of a coordinated needs assessment process can.

be used to: _ S

.Imprdve the'quality‘df serviceS'deliyered to handicapped children and yodth;v

. Improve the pérforménceiof personnei cUrrently'éddcating handicapped- ”
"‘children and youth. ' o
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.Influence the number of new personnel qualified to meet existing
and emerging needs. ' v '

.Identify spécific needs for the preparation of personnel at both
the inservice and preservice levels. o S

.Establish priorities for meeting program objectives.
.Provide planning information that can be validated.

.Increase efficiency in the allocation of existing resources to
priorities in personnel preparation.

The dissemination énd,sharing of needs assessment results can also
assist participating agencies in organizational development activities,
such as the following: :

.Development of priorities.

.Consideration of individual agency needs in the larger perspective
of statewide priorities.

.Identification of resources that will be available as a result of
state priorities. ' , : y

.Solicitation of resources available to address priorities.
.Determination of how an agency can. contribute to the totalvstate effort..

The incentive for continued involvement in the needs assessment process
is created when participants recognize the benefits of efforts to the agency.
they represent and to the total state or federal effort. Thus, the effec~-
tiveness of needs assessment activities will be enhanced greatly through
participatory planning in developing a needs assessment system, through
shared ownership among agencies, and through joint implementation.

- The purpése of a needs assessment is not just to colleet and rveport num-
bers, but to give direction and focus for meeting needs within a state.

‘ , 2 ‘ _
Criteria for an Effective Needs Assessment System

. Four major areas must be considered in developing an effective needs
asse§sment -system applicable to the determination.of personnel needs: a)

the organizational structure; b) the planning process; c) the information
"gathering procedures; and d) the analysis and use of information. Problems -

in any one of these areas can make the needs assessment process ineffective. - -

U




The Organizational Structure

The organizational structure for:.planning and conducting personnel’
needs assessments will vary in size, depending upon the definition of the
task. The original group of persons or agencies may expand or contract as
the definition becomes clearer.  Thé structure should be sufficiently large
to do the job and placed in a position in the organizatienal hierarchy
where it is viewed as important. In.determining the most efficient and
effective organizational structure for supporting the needs assessment
process, consider the roles of the- state education agency, intermediate
units, local educational agencies, individual teachers, institutions of
higher education, and other educational organizations found within the

state.. .
B o

The Planning Process

v The responsibilities, of the individuals and agencies in planning the
needs assessment must be clear. Skills in identifying what information is
needed and knowledge about information collection and analysis are necessary
in developing an appropriate needs assessment. "If the skills and knowledge
do not exist, the time, training, and materials necessary to  develop them
should be provided.. : o - -

The roles and re$ponsibi1ities‘aSsociated‘withAthe needs assessment
process aré discussed in Section II. Factors to consider in planning a
needs assessment are addressed in Section III. : L

Information Gathering Procedures R

Discriminate use of existing information will support the collection
process. Be certain of the rationale behind the collection .of existing
information, however. Information reported for a different purpose may
vary significantly from information needed for comprehensive personnel
planning. For example: '"How many teachers are needed?" based on the
existing local education agency (LEA) budget may differ substantially
‘from "How many teachers are needed?” based upon the ‘needs of handicapped
children statewide, and differ greatly from°"How many teachers are needed?"
based upon full-time employee figures used by a university for allocating
space, courses, and funds for teacher training. S

It is essential for you to determine which questions about personnel
: needs must be answered, identify whatever information already exists,.and
: then design or revise surveys, questionnaires, and other procedures to
obtain the information needed for decision-making. .

At all levels of responsibility there is a tendency not to reveal needs
that will indicate non-compliance with the ruTes and regulations of Public -
Law 94-142 or with state or local rules and policies. For this reason, A

. much of the information collected is invalid for purposes of needs assessment, o
or needed information is not collected.. Make every effort to collect valid . |
and usable information. This means that decisions must be made on what - ' o
information is needed and then systematic procedures must be used in collecting




o . ’ . . .
this information. Factors to consider in ‘information: collection are dis-
cussed in Section IV. '

¢

‘ Infonmation'Anélysis

-

The compliance monitoring and problem solving roles of SEA staff members
also must be c¢larified with respect to the gathering and use of needs assess~
ment information.  This is essential in order to facilitate the incorporation
of needs assessment results into the State Plans. :

The relationship of the information to the variables within the state
must be clearly described. For example, total numbers might indicate that
no personnel shortages exist in certain special education categories.
However, closer scrutiny of the information may indicate that severe -
shortages exist in certain’areas of the state, while an oversupply exists
in other areas. Design the analysis of information to reflect more than
numbers; e.g., to interpret long and short term relationships among,
changes in, supply of, demand for, and quality of resources necessary to

meet educational goals.

‘ ‘The data analysis also should be designed to produce relatively quick
results so the information is available within a short period of time. Too
often, needs assessment information is out-dated by the time it is reported
to the field. : : . :

When changes or decisions are made as y result of the needs assessment
information, you should acknowledge the source: This emphasizes the use
of the information in decision-making and racognizes the process, participants,
and product(s) derived from the ngeds assessMent. It encourages continued
support of the reporting and collection of needs assessment information.
Considerations on the analysis and use of needs assessment results are
discussed in Section V. - - ) Co- :

Needs Assessment in the‘Decision-Mékihg Process |

It is important to understand the place of needs assessment in the

- decision-niaking process. Figure 1 represents a schematic model of how
needs assessment can influence decision-making. The process begins with

~ the initiation stage when an agency recognizes the need to make decisions
related to an overriding concern. -At the planning stage, the objectives
are identified and questions_areé posed; the needs assessment provides the-
information needed to answer these questions. Based on the analysis of
information from the needs assessment, the decision is -made on the type
of activities needed to meet the objective(s). After the ,implementation of -
‘the activities, evaluation of the activities' results is conducted to
determine how well the objectives have been met and how the overriding
concern was affected. If the results are satisfactory, decisions are
made regarding the next objective and/or activity and the process is
repeated. If the results are unsatisfactory, the cycle is repeated with:
the objectives-clarified and new questions posed. .Additional information

is sought to. suggest other courses of actions and activities.  Thus, needs
assessment results provide the basis for decisions. o
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Needs Assessment in the Decision-Making Process
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- SECTION II
ROLES AND RESPONSIBILITIES
This_section describes the varied roles and responsibilities of
-education agencies within a state relative to needs assessment. Furtherf
more, it also discusses the 1nterre1ationsh1ps of these agencies w1th1n
the context of participatory planning.
The State Education Agency SEA)
Public Law 94-142 requires that each State Education Agency annually
- conduct a needs assessment of General and Special Education instructional,
. support, and administrative personnel to prOV1de the following information:
o 1. 'The number of qualified personnel available, ;

. . The number of new personnel needed;

The number of persohne] requiring retraining or‘develbbment;.

W N

The content area(s) in which training and retraining is needed
for each group; and ' :

5. The target groups requiring training or retraining

In the annua] needs assessment . 1nformation shou]d be 1nc1uded on all.
personnel directly or indirectly involved in the education of handicapped
children. These personnel include, but are not limited to:

-spec1a1'education 1nstructiona1 ~occupational therapists

personnel - : ‘ -medical personnel
-regular teachers - -parents .
-administrators ' -volunteers o
-psychologists - -hearing officers -
-speech-language patho]ogists -surrogate parents .
-audiologists = -vocational educators
-physical education teachers =~ _-paraprofessionals- (teachers aides)
-therapeutic recreation - v-edUCationai diagnost1c1ans
.specialists . S -others ;" _

~-physical therapists

The SEA staff can use the needs assessment information to increase
j@eir organizational management and leadership roles in such ways as:

1.‘ Demonstrating accountability and state compliance w1th federa]
' mandates

2. -Identifying state needs for retrained and new perSOnnel.

3. Identifying certification needs.

.’o




‘4, Estab]ishing priorities for preservice and inservice programs.

5. Prov1d1ng information and Just1f1cat1on for the allocation of
fiscal, personne], and material resources to meet preserV1ce
and inservice priorities. _

6. ImprOV1ng the quality| of programs and services to a]J hand1cappedf" L,
Students. , _ . i

7. Providing data to the federa] government tos
a) Demonstrate to Co gress the need -for - ex1st1ng preserv1ce

. and.inservice programs (accountability).
b) Gather support for funding needed preservice and 1hserv1ce

programs.
c) Demonstrate quality programs and serv1ces for all hand1capped
children. , .

State Educat1on Agenc1es, therefore, have respons1b111ty for:.

1. - Deve]op1ng a cons1stent needs ‘assessment process (syStem) wh1ch .
can gather 1nformat1on from sources 1nc1ud1ng S . .

state advisory comm1ttees
local education agencies (LEAs) -
intermediate education units (IEUs)
institutions of higher educat1on (IHEs)v
non-public schools . ~ . o ,
parents ' S .
other state- operated educat1ona] programs _
< commun1ty serv1ce prov1ders

SQa -hdD oo o
Nt Vst gt Ngst” mge®

S

'2. Acqu1r1pg current, accurate and useful 1nformat1on through the
statewide needs assessment for the purpose of:

a)“,state level p]ann1ng and reporting :
b) reviewing and updating the State personne] plan
c) acquisitioning and a]]ocat1ng resources based on the State _
personnel plan / .
) comp]et1ng other CSPD requirements for
.Technical assistance
*.Dissemination and adopt1on
Eva]uat1on ' .

-d

3. }Prov1d1ng technical ass1stance to LEAs, IEUs and others in p]anning,‘ ‘
monitoring. and eva]uat1ng the needs assessment process. : S

4, Prov1d1ng coord1nated statew1de p]ann1ng, mon1tor1ng, and eva]uat1onp*
' of personne] deve]opment processes W1th IHEs. - .




The Local Education Agéncy (LéA)

, The[Local Education Agency should be responsible to the SEA for
identifyfing and addressing the conditions required to provide the highest
possiblg quality of educational services to children. For "this to occur,
you shoyld have: ' » '

.An organized plan of action for assessing needs (administrative
tructure). o o

.A designated person for overseeing the needs assessment activities.

A commitment of resources to implement the needs assessment process.

The planning and imp]emehtation of the heeds assessment prbcess should -

not be done by just one person. .Participatory planning, which includes-
~ teachers, administrators, parents%, and representatives of various-community

resources, is necessary to achieve an effective needs assessment system.

" Conditions that support successful collection of needs assessment
information at the LEA level include having: s

1. -The designated person‘be one who has adequate aufhbrity in ihe S
LEA organizational hierarchy. : o

2. A local participatory planning committee to promote the needs .
assessment and ensure its success. : -

3. AdeqUafeftime, suppbrt, and personnel allocated to the task.

4. SEA and IHE training resources avaj1ab1é to ensure that expertise
and support are accessible when needed. . ' =

5. Involvement of a'number of'perSOns in a'variety‘df positions'to
assist in the planning and implementation and to increase ownership
-and participation. : :

" The LEA must develop cooperative relationships with agencies-which
share their concern and motivation to serve children. Truly collaborative
relationships will be enhanced if there is a mutual commitment to share
services for conducting a needs assessment and to exchange the resulting
information. - A primary example of such a relationship is the information
exchanged with the SEA. Valid reporting of available LEA data is essential
for the SEA to fulfill its role and. responsibilities. At the same time
statewide information is useful to the LEA for comparative purposes. In
addition, identifying LEAs with exemplary programs can facilitate the dis-
semination of promising practices and material and target needed information

to LEAs seeking to improve services. o : o

‘To fulfill its role, the LEA must provide a clear description of its
needs, have well-identified objectives, and utilize methods of measuring

progress. .This. is important because programs provided by other agencies

cannot adequately address a poorly defined target. The effectiveness of

. cooperating agencies.in assisting the LEA depends on the ability of the
 LEA to clearly describe its needs. For further clarification, include.a

description of what results are expected once the needs are-addressed.

: 9 ’
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The LEA's role -is not limited to those children enrolled in public

education. A working relationship with non-public agencies has mutual

“advantages which can result in increased awareness and improved services
to a1l children. f : ‘

~ LEAs which are members of a cooperative should coordinate their needs
assessment plans. This can be achieved by having a representative from
“each participating LEA serve on a cooperative Needs Assessment Committee.
~ The results of a needs assessment within a cooperative should reflect the
specific needs of each LEA, as well as the broader needs of the cooperative.
The annual needs assessment information is used by the LEA to:

1. Develop a personnel management-plan to incréase fhe effectiveness
of delivering educational services to children. .

2. . Identify individual needs in order to establish individual -
inservice prigrities. S .

3. Identify professional development needs of the staff.
4. Establish priorities for inservice programs.

5. Provide information and justification for allocation of fiscal,
2 | ~ personnel and material resources to meet inservice priorities.

6. Provide data td the SEA which wi]]:

%ﬁ. ' .Demonstrate to the Legislature the effectiveness- of existing

BEARE , preservice and inservice programs (accountabi]ity), '
, élv | .Gather support for the funding of needed preservice and

T inservice programs. ’

.Demonstrate that quality programs and services for all
. handicapped children exist.

,Acknow]edbe the participatioh of pérsonne] in furthering their
own growth and in improving their ability to provide educational
services. R : ‘ - -

;A]1ow.the results and outcgmes of personnel development
activities.to be publicized and disseminated. -

.Be made available to.counse]or;,vhigh 5chooié and co]]eges that
will enable prospective teachers to make realistic career choices.

.Intermediate Education Units (IEU)

~ Intermediate Education Units include education services centers,
resource centers and legislatively-created administrative structures for
the delivery of special-education services. The role of the IEU in needs
assessment usually depends upon state definition and local preference.

o o 0
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Responsibilities of the Intermediate Education Units will vary
relative to their Tlines of authority in delivering services. Respon-
sibilities may include: . ' ’ '

o 1 Facilitating the collection of needs assessment information;
2. ‘C011ectingineeds assessment information;

3 - C . . L3 3 - - ~‘
3. Providing technical assistance/training in the needs -
assessment process. ' N

. The IEU roles and responsibilities may be similar to those of
~ LEAs as defined by .the state. If this is true, the responsibilities .
previously discussed would also apply to IEUs. '

Institutions of Higher Education (IHE)
o ' L ) e . I O :
Colleges and universities are a major source of educational training,
technical assistance and consultant services. They are a vital link in
the statewide needs assessment, with respOnsibi]ity for: - o

"~ 1.. Supplying information on the numbef of qualiiied personnel
- being. trained and the area(s) of training. : :

2. Reviewing current Undergraduate and'graduate-grdgrams'as,they'
relate to state licensure/certification and competencies. .
appropriate to meet the educational needs of students.

3. Identifying the number of IHE personne]frequiring retraining
* and the content of the training. . L o

4. Serving-as a resource regarding research in training, model
programs, and instructional methodologies.

The information obtained from IHE needs assessment focuses on_qUestions
such as: o . : : ' . o

1. How many students are*currentiy enrolled in the various training
' programs? : - o o
2. What'coqberationvexists among departmehts'and amOng’c011eges and
universities preparing personnel in related areas, €.9., medicine,
.social services, psychology, speech pathology and audio]ogy?

'3, MWhat overlap exists across programs? h

4. What is the statewide need for personnel by type of personnel? o

5. What is the re]ationship'between program (content) and Cdmpetencies

needed by personnel to provide quality programs and services ‘to all

handicapped students?

1
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6. ‘What technical asSiétance and consultant services (human resources)
~ are available to-meet personnel needs in geographic areas of the
'7. MWhat technical assistance is.neéded to enable the IHE' to prepare
itself to address the needs? . o ) S

The needs assessment information is used to:

1. Jdustify the establishment, revision or elimination of specific
' courses or ‘programs; . ' :

2. Justify’projected increases or decreases in enrollment;

3. Demonstrate progham responsivéness to SEA and'LEA needs;
4. Demonstraté accountability tofstudénts by providing them Withfthe
skills_necessary,tO'sat1$fy career aspirations; - ,
. 5. Demonstrate aCCQuntabilitykto‘schoolsvby providing them.with~
qualified, responsive graduates; _ ' : R
6. Justify requests for federal and state funds
“Identify trends in service delivery to handicapped  students.

~!

. Collaborative efforts of the SEA, LEA, IEU and. THE enhances the
development and implementation of a well-conceptualized and =
coordinated needs assessment plan. : :

i

P o Participatory Planning - ,

" SEAs, LEAs, IEUs ahd'IHEs-may vary in the procédures,they employ iﬁ:
conducting needs assessments; a characteristic common of most approaches

is a reliance placed on participatory planning. The emphasis is as much on.

- the manner in which participation occurs as the representation of the

participants. In carrying out needs assessments in personnel planning,
the interagency relationships :become central to the planning process.
Such relationships depend on the responsiveness of individuals and-a
general commitment to quality programming. “While personal-attributes
play a major role in influencing how a .person interacts with others and,
in general, participates in-a planning process, there are conditions
which enhance participation. - Throughout ‘this document an attempt has
~ been made to incorporate suggestions which influence, relationships among
“agencies. and the involvement of individuzgs. o -
, . _ ‘ % N

N
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. Conditions Which Enhance Participatory Planning

The conditions essential to participatory planning in needs assessment
are, for the most part, merely sound planning procedures. -They are accented

by the value consistently placed on the contributions of all -participants,
and: include the following: ' o ’

1.

' The manner in which participants are selected should reflect

" be made.

The outcomes of participation must be perceived as beneficial

to the participants :in contributing to the goals of the
agency(ies) they represent. : o

The needs assessment procedures employed must be éyStematic and

' “appropriate for the needs being assessed.

Rote expectations myst be c]ear~f0r‘each participant.

respect for the contribution they have to offer and should be
respectful of their ongoing workloads. 5

Needs assessments should be employed primarily to collect data |,
as a basis for making decisions and not merely to comply with
regulatory requirements. If the needs assessment. is required,

then the underlying rationale for the requirement (and not

the requirement per se) should be the basis for involvement

of others. P ' : ' ‘ E

Begihning with initiation of the'needs'asséssmeht and throughout

the process, attention should be given to the anticipation of
outcomes in terms of decisions to be made and/or products to be
produced. There should be no confusion regarding why the process
is being conducted or the probable point at which decisions will

Those responsible for directing the process should be knowledgeable
about needs assessment. To a certain extent the person{s) can be
developing his or her skills, but the individual must be able fo
provide leadership. This does not preclude utilizing the skills

of participants. _ ' 4 ,

VSupport‘shou1d be prbVided at a level sufficient to carry out
the activities. Support includes fiscal resources, staff support,
and time. ° : I

The value placed on the needs asseésment process and outcomes must o
be made evident to participants. - S ' :

The climate must be such that participants feel that‘their'views
are valued and that the process they are. engaged in has merit and
will result in decisions being made. . ' _




[+l

Conditions Which Inhibit Participatory Planning

~ Certain circumstances interfere with implementing participatory planning.
Most of these eircumstances are controllable, but some are not. For example,
if an SEA has a history of involving IHEs and LEAs in planning activities by
exercising its regulatory authority, this history will likely cause agencies
to view attempts at participatory planning with suspicion. It is difficult
- to change perceptions. SEAs with image problems should examine the manner
in which they interact with other agencies. Conducting needs assessments - -
depends greatly on cooperation, particularly in the area of determining
per?ogne1 needs. Other examples of inhibitors to participatory planning
include: ‘ , : ' o :

1. Relating needs assessment only to compliance WithIState‘and/or
- federal régU]ations, : o -

2. Using the same techniques which have resulted in unreliable
information in the past. = '

3. Imposing procedures on participants without inviting'their,inpUt.

4. Givingvthe impression that other agencies must pakticipate;

5. Initiatingvneeds assessment“activities without carefully
thought-out, systematic procedures. SR o

o= B

6. . Poor timing:. For examp]e: LEA staffs experience peak workloads during
particular times of the year and IHEs are able to collect certain
information more easily during registration than during semesters.
Waiting until a deadline is due on a report before initiating a
needs assessment can also give the impression that 1ittle value s
‘placed on- the needs assessment process. ' - ‘

7. Failure to assign a competent person to coordinate the heeds
assessment process not only limits its effectiveness, but also
suggests that it is of little value. : :

8. Fa#Thre to articulate the reasons for the activity or o explain
what use will be made-of the results. o

Participatory planning works best when the agency initiating the p1ahnfng,

is known as an-agency which values and enhances the participation of others. .

There is no set of-rules which will assure an agency -that participatory
planning will occur.. Certainly, .there must be a willingness on the part of =
all participants to be responsive.and_to,assumevresponsibi]ity, but the
~ agency conducting the needs assessment must assume responsibility for

establishing and maintaining the conditions necessary to enhance participatory L ]

-planning. The advantages of creating a planning process'in‘which:participants
-.feel their views are valued and willingly become major contributors are many.
- One obvious advantage relates to the positive influence such. ‘an approach can -
" have on cartying out the needs assessment. On the other hand, there are a .
number of related benefits, e.g., improved interaction with participating

agencies, more assurance of assistance and implementation following the

e L T




needs assessment, and increased

opportunities to cooperate in other planning

- activities aimed at the improvement of instruction of handicapped students.

~

implementation of syatemat
use of rcsults.

In most instances participatory pianning contngbutes to the

ie procedures and to the effective
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_SECTION IIT o S,
PLANNING A NEEDS ASSESSMENT- | |

This section focuses upon those act1v1t1es involved in planning a needs
‘assessment. Although basic considerations for the 1n1t1at1on, implementation,
and evaluation of a needs assessment are presented, it is to be noted that
there ‘is often great variation between SEAs, LEAs, IEUs and IHEs in terms of .
the circumstances that contribute to.this process. . Therefore, the readers
should be aware that their process will probably need to be modified accord;agﬁv'w'
to the resources, goa]s and needs of the 1nd1V1dua1 agency. h {

Dec1s1on to Initiate Needs Assessment

It is. important to acknow%edge the advantage of making needs assessment
a routine part of your planning. While it can be employed as an 1ndependent
activity to rank needs. or to determine the feasibility of responding to an
jdentified need, needs assessment is most effect1ve hen 1ntegrated into an
adm1n1stratWVe or p]ann1ng process.

The mot1vat1on to engage in a forma] needs asses ment may come from i o
several sources. In some cases, involvement may not be by: choice. For example, :
the inclusion of needs assessment informationin a CSPD is a requirement. A :
need may be identified without cenducting a formal n/eds assessment process; . -
‘e,g., an- advocacy effort br1ngs to your attention an/omission or deficiency

~in programming. - Or needs assessment may be a rout1ne\e1ement in an ongoing .
planning process. The reason for a needs assessment may- 1n476eh e the extent
of staff time and resources allocated to the process. Its imporiance and
purpose should always be directly related to producing 1nformat1on that W111
lead to better cho1ces 1n providing services to- ch11dren. ' -

- The fo]]ow1ng are neCessary cons1derat1ons in’ 1n1t1at1ng a needs assess- o
ment‘ . ,

o .

. Stat-ment of Intended Outcomes (What decisions are to’ ‘be ‘made?):. There -

may be situations in which the intent-is to:examine a wide range of. needs

and to eStablish a priority ranking. ' In more typical. situations, the .
intent will be to reach a dec1s1on on a specific quest1on, such as the

- following: ‘

.What are the 1nserv1ce needs of paraprofessionaTs 1n c]asses for
the- severe]y menta]]y hand1capped? ‘ .

.How many teachers will be needéd statew1de 1f a part1cu1ar
program is. 1mp1emented? B .

'.Do IHE facu]t1es have: suff1c1ent expert1se re]at1ng to the
. least restrictive environment in, order to prepare regular
teachers to serve hand1capped ch11dren in the ma1nstream?

Do adm1n1strators need add1t1ona1 sk111s 1n manag1ng equa] access
and due process requ1rements7 : : , , .

[;BJ!;sd S : ’5,'f" | i-]ff ' ) ‘161 o 12353




_ This is gn important step because your source(s), will greatly influence -

B

Depending on how the questions emerge, different people will be involved
~in stating the inténded -outcomes. Because the total process requires
that all participants understand the question(s) and decisions to be '
considered, it is -important that the wording of the statement be

" subjected to careful review. In addition, to reach agreement on the

“wording of this statement, it is necessary to make a judgment on its
importance-in relation to other goals and planning activities being
considered by the district, agency, or department.

‘Examination of Related Qutcomes what‘other'“neéd" uestions are bein
Studied?): ‘1o avoid costly information collection an unnecessary use

" OF stafT time in carrying out a needs assessment, it is important to-

address related "need" questions whenéver - possible. In other words, if

~ other related concerns are being explored, you could study them simul-

taneously through the same needs assessment process. Be careful not to :

force relationships.

Specification of Information Needs (What information is essential to
answer the -questions?): The etermination. of neede information may -

You must identify the information required in order to make decisions
on your "need" questions. Brainstorming techniques are helpful, although
they tend .to.generate an excessive inventory of possible information.
Care must be exercised to seek only information-that is ggg%gé%gx»to your.
decisions. Resi

information. Information collection and analysis is costly and the
response demands on those persons submitting information are often
excessive. Once you have identified your information needs, review them-

for quantitative and programmatic jmplications. This will help you in

~your decision -on sources of information and in instrumentation.
. o ¢ - i : - _ . L

.l

st the temptation to collect a wide -array of - nteresting"

- Quantifiable = : -~ Programmatic S
_Examples = "~ - . .. _Examples . -
Number of teachers. - .~ Inservice topics
*| - Number of dollairs spent - -7 Preservice curriculum
_ 'Number of children : . - Parent training

Number of classrooms . B Due process .. L
‘Length.of transportation route(s) Interventions (instructional .
Amount of materials S . programs) - . o
Number -of days. for screening - o Attitudes . T
Amount of compensation for = * Community agency cobperation

IEP participation

v
.

Long-range planning

| - Number of courses. to be*offeredt "

Determination of Information Sources
. CoTlection of needed information?): Once you ave reache agreement on.
the essential information you need to make. your decisions, the next task

“is to identify'sources'from'which;the,needed information can be-obtained.

: f;gﬂf“

an_individual, staff, or team decision, dependingionftheAcircumstahces.

oA

What sources are available for_the




o

the information's validity, cost, and promptness of response. If the.
information already exists in files, reports, or some other form and is -
accessible,s you should consider its appropriateness for your use, rather
than duplicating efforts. In reaching your decision on sources, first
‘generate a Tist of options, then analyze each one according to:

a) validity . -
- b) efficiency >

c) time - _

d) availability - A : o

2) credibility (Do others. place value on the source?)

You may decide to interview principals on a topic even though the needed .

information is in their annual reports, However, you may feel that it is

important for principals to interact with you or your:staff on the topic,

in addition to providing needed information. Thus, the decision on

~ “sources should be carefully studied. s L

5. Instrumentation and Procedures (What vehicles = -
e needed information?): . Ihis step .involves

collect the needed information, plus developing -

Infdrmation'CQ11e¢tioﬁ,

.deciding. on how you w1l

procedures and instruments if needed. Survey instrurients are useful for - .
certain purposes, but they should not be the only ethod used. In using o

survey instruments, a major investment should be.made in the design of -
the forms to be used. A well-designed. form can greatly enhance responses
- .and information '
~information that is unnecessary,. too general for. decision-making, or is
stated in a manner that is too difficult and time consuming to.analyze.
Your goat in this step should be to develop procedures. and/or “instruments
“which are appropriate and efficient for collecting the needed information
~ from the sources selected. Field test all procedures and. instruments
prior to using them. Resources spent on this step will save time and
 funds. This représents the primary quality control on the input you will
eventually use in making your decisions. L : L

6.

 process:): At this stage, you (sta or team) wil!

_‘on information needs, sources of input, and on procedures.for collection.
It now becomés necessary to implement a system for information collection.
The amount of time and resources vequired will depend on the hature of
the question(s) you are studying and the complexity of the procedures.

Attention must be given to the follewing: o o '

.Assuring that all participants undefstand'the purpose for the - .
“needs assessment and the type of decisions to be made.

e e .Communicating ciear‘ﬂirectiongfto Yééboﬁdents regar&ing what -
: ' they are to do and who is avadlable to them as a resource person -
should they need he]p or ¢larification. R
.Setting up a mechanism for moﬁitoking'responses. P

.Making certain that the techniques tQ be used are appropriately
applied. For example, if-a Wai]'suryex,is;invo]ved,.allow

o . = L o .',) [ “.’ . ;»;"

jon analysis, while a poor]y;deSignEd'instrument‘canqgeneraye -

g Infdrmation Co]]éction rHow do we carry qut the needsAasséssment'co]]éctiqn

Cas




- sufficient time. "If interviews are to be used, be certain to
~hold them at convenient times and appropriate places for ‘the
interviewees. ‘ B o

7. - Analysis and Interpretation (How do we determine the meaning of our .

-, Informationl): Decisions on analysis need to be considered when questions
are Tirst being formulated and collection procedures. planned, For example,
whether analysis is computer-based or manually recorded, the questions, - ‘
forms and collection methods should be designed accordingly. Before ‘the
final decision is made on the information .collection techniques, decide - ™

_on basic analysis strategies. - S

. Advanced planning ori the type of analysis to be used will ensure that o
you have the information in a form usable for your analysis. Quantifiable. -
data versus programmatic responses will present different analysis and

_ interpretation problems. T oo o

You.may need to conduct some statistical tests, depending on. the design
of your needs assessment study. Typically, needs assessment information -

- is tabulated and organized as percentages,: means, and rank orders. It

~ is always important te be objective in interpreting information, but * =~ :
quantifiable results are often easier to interpret than subjective. =~ .
results in programmatic assessments. In using the programmatic approach,

~ you must exercise caution to avoid reading your own biases into responses
~and making inappropriate inferences. It.is best in all. cases to organize -

your raw information (actual responses) in a manner that is not only -
usable to you in making your analysis, but as a reference: for others -
- . who may wish to examine your original source of information.. There will
be some needs assessment studies in which comparisons over time will be .
of value. In these cases the actual responses become particularly. important.

~ As you state your questions and plan your collection strategies, begin -
" to determine how you will organize your information, carry out the ...
analysis, and report results. Prepare reports which directly relate
to your questions. If you have collected additional "interesting" P
information which is not directly app]icab]e'to_the'question(s) you posed,. = -
report this information separately. You will have to use subjective ‘
. judgment in determining the format of the report. However, remember
. that the people who respond to your information collection procedures
will usually benefit from receiving feedback. I

8.° Plan of Action (What constitutes a plan of action once the stud is
~ ‘completed?): - In needs assessment the -goal 1s genera y to define needs

and to make a decision. At the completion of the study, you have support
for a decision and.a description of what is needed. You seldom have a
‘blueprint or detailed plan on how to implement the decision. Actually,
‘as you go through the earlier steps of needs assessment you should begin -
‘to consider the implications of possible outcomes. The analyses should
present few surprises, as you will begin to get a feel for the responses
as the results are processed. - ST :

The p]anuofféction.should directly ref]ect'the~keéﬁits of and'decisions '
~made from the needs assessment. The purpose of the plan of action has .
' -_additional:meaning_when=its re]ationshipvto_the.originaquuestipnﬁs)s':;_ o




needs assessment results, and decisions are clear. The actual imple- =
 mentation of the plan of action may include individuals who were previously -
involved in the needs assessment processs this enhances. the continuity - .
of these activities. In cases where the plan of action involves individuals
not previously associated with the project, the history of the needs: .
 assessment process should be-explained so that the subsequent activities -
~are placed in perspective. - ) o '

Program Coordination How do you ensure integration?): Too often, needs
_ assessment activities are conducted.in Tsolation from ongoing planning
or program development. “This tends to focus attention on needs assess-
ment-as if it were a separate activity, rather ‘than -being incorporated -
- into the ongoing planning process. Needs assessment should not be viewed

as an end in itself; instead, program coordination should be designed so

- that needs assessment is integrated into the‘strubture-for.pveraT]_program ”;5
development. ' A o S e

Guidelines for Evaluating Needs Assessment Relative to CSPD Activities =

. '_jThe.SEAs'ComprehenSive:Sy5£em of Personnel Deve]ophent-(CSPD) shou1d o
‘provide a statewide umbrélla for coordinating all needs assessment activities.

A State CSPD implies that a needs assessment system-has been developed and
is operating to provide data- upon which personnelideve1opment*p1ans are

formulated, implemented, and evaluated. A number'of‘questions.shouldAbe .
addressed in order to determine the -adequacy, efficiency, and effectiveness

.. of needs'assessment_procedures*uti]ized'in CSPD activities. - - ,

- Adequacy . : _
1. Are appropriate and interested»CSPD.consumer-groups‘included as
sources of needs data? A partial 1isting of these groups may ‘be. -
found in the Office-of Special Education State Plan Review Guide
- that is included in the Comprehensive System of Personnel Devel-
- opment: A Writer's Handbook - : '

. “Aré the sodrcés:appfopriate for the type of information to be
gathered? -~ - - ' - |

Is there a-rationale for collecting each piece of data?

Do the needs assesSmént~pf0cedures provide_currentﬂinformation?;
(Decide how current the information must be.) . |

Are the roles and resppnsibilities-for,p]dnning the.ﬁeeds
assessment c]early_defined’at.each of the fallpwing,leyels?

1EUs , N ' SR
"LEAs - ‘ R ‘ o
- IHEs IR

Other Agencies’ .




) 6.'_Is the needs assessment system an 1ntegra1 part of the evaluat1on
oo design of the CSPD? .

7. Do. the needs assessment data 1nd1cate the number of qua11f1ed
~Personne1 available? |

8. Do the needs assessment data 1nd1cate the number of new personne]
needed?

9. Do the needs assessment data 1nd1cate the number of perSOnnel
- requiring retra1n1ng or’ development?

10. Do the needs assessment data identify content areas 1n which
' _tra1n1ng is needed for .each group?

1. Do the needs assessment data 1dentify the groups requ1r1ng retra1n1ng o
" or deve]opment’ = _ o .

12. 'Does the State P]an conta1n a descr1pt1on of needs assessment
- procedures? . R A .

| 13.' Is the col]ected 1nformat1on shared with al] 1nvolved sources?

Efficiencx | | N
1. vAre the needs assessment procedures re]at1Ve1y S1mp1e and cost-
effective? . ,

2. Are current procedures of data co]lect1on stud1ed for usefu]ness
© and appropr1ateness’ _

3. Are the needs assessment procedures coord1nated w1th the day-to-day
- activities of the re]evant sources? .

" . 4. Have you designed the needs assessment act1V1ties SO that they Can
~ be'tied into the current SEA organizatlonal structure?

5. 'Are there internal procedures to ensure communicat1on regarding néeds -
assessment activities within the SEA?. (Is the State Director involved
and/or supportive of intra- and 1nteragency col1aborat1ve needs ’
_assessment act1V1t1es’ .

6. Do the needs ‘assessment procedures provide data that can readi]y
" . be ana]yzed, 1nterpreted, and uti11zed? _

7. Do the needs assessment p]ans 1dent1fy t1me 11nes’ ::f._‘ _

Effect1veness o 91{,¥"': .

1. Are the needs assessment p]ans art1cu1ated 1n measurab1e
outcomes that can then be ut111zed in subsequent eva]uat1on
.act1y1t1es? ' : : o

a1
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- 2. Is there organizational agreement concerning: -

a) The importance of needs assessment?
b} Its use? . ..~ . . C A L
¢) -Commitment to the support_and_fo]lowﬁthrough-required by

- the needs assessment system? _ S L
3. Has an effort been made to make involved parties feel that they.
" have something to offér as well.as something to gain from the

needs assessment process?

‘4. Is the~data'collectithproéedure systematic? |

§. Do individuals who havé~responSibi]it&‘forféodrdiﬁatihg the needs Q;A

- assessment process have the required skills and expertise?

6. When bequirédfski]]s}and expeftisé'are nbt‘évai1abie; is training :
provided to prepare those persons wha will be invp1ved? | T e

7. Will a relationship between the results of the needs assessment
“and the changes in inservice training andfor preservice plamning
be demonstrated? . - EEE A .

 Appropriate planning for and eoordinating oﬁ'thé‘needb assessment.
' process can ensure ite adequacy, efficiency, and effectiveness.

P




SECTION IV
' INFORMATION COLLECTION

The systematic collection and use of information for purposes of
- decision\making is a basic principle of needs assessment. If information =
is collected but not used, or if it is obtained in an arbitrary and in- ' -
consistent mariner, the credibility and value of needs assessment procedures-
are diminished. =~ , ; S o L

This section is intended to provide assistance in determining the kinds =
‘of information and methods needed to conduct a needs assessment in the context
of CSPD. The suggestions are based on the view that needs assessment is a
generic process which. can be applied to a number of concerns. It is important
for all agencies to be sensitive to the-information needs of other cooperating
agencies, however, it should be recognized that needs assessments are conducted S
at.different levels and often for different purposes.. For example, SEAs and - ‘ .
IHEs are concerned with knowing the state-wide need for personnel and arez — ., -
committed to improving the quality of special education acress the state. . =
.. While LEAs share these concerns, they also have reasons to .conduct needs ,
. assessments which are unique to local or intermediate district conditions.

h Assumptions

_ Understanding the concept of needs assessment is basic to the applica- = .
tion of strategies for conducting this process.. Needs assessment is defined
as a generic process of collecting and interpreting information that will
facilitate decision-making related to issues and problems that must be

identified and resolved.in order to achieve the desired results.

" Five basic aSSUmptions'uhderlyingrthé development of a needs assessment
system are: ' ‘ ' : o :

1. The consequences of the needs assessment will result in _
~some kind of action. T '

. 2. Change-é;kard'improVement‘is qvpkimary’géa1,' _
3. ,Impro‘hment'can_be‘described, measured, and'achieved.'.~'~
4. It is possib1e~t0'a$sess,the currenf statué_in_re1ation to fhe'
_desiredvgoa](s); ; - C -
5. Decision-makers are motivated to make the nécessahy°resouhcési‘”
avajlable to'achieve improvement. e -

The abovendefinitfohvand basic assumptions servé as guidelines for -
the.fo]lowing_suggestiong,'.; T o IR ’@




Needs Assessment Strateg1es

As a SEA administrator, a.local director of special education ora
college/university department chairperson, you will have a number of different
'quest1ons which require some form of needs assessment. Minimally, they re-
quire answers which necessitate your collecting. data or information. You
will probably be dependent on responses from others in order to answer your
"need“ questions. xamE]es of such quest1ons m1ght 1nc1ude the fo]]ow1ng

SEA Adm1n1strator Samp]e Quest1ons
1. What is the statewide need for personne] by type of pos1t10n7

2. Which geograph1c areas of the state have the greatest need for
personne]7 : :

3. How can. the SEA aid co]]eges and un1vers1t1es 1n respond1ng to -
- .LEA -needs? - . ST

-

4.  What k1nds of skills are requ1red to successfu]]y 1mp1ement a
new class for the pre school m11d]y hand1capped in a. rqra1 area’

|
‘6. Are IEPs effect1ve7 B .
6. How are hand1capped students perform1ng on m1n1ma1 competency
tests7 ) . .

Loca] Spec1a1 Educat1on D1rector Samp]e Quest1ons

| 1;‘ How many vacancies do I have at the secondary 1eve1 for ‘each area
of except1ona]1ty7 _ , ‘

2. 'What is the best way to assist parents 1n contribut1ng to the
: IEP process? ~

3. How can we 1mprove the rate of 1earn1ng of’ students 1n our
severely handicapped program? .

’ -4, How many 0-5 year o1d students re51de 1n the d1str1ct who requ1re
some form of spec1a1 serv1ce7

»Un1ver51ty Department Cha1rperson Samp1e Questions

"].'aHow many students are current]y enro]]ed mn the varlous tra1n1ng
~'programs7

2. What over]ap ex1sts across courses?

3. 'What is. the enro]]ment pattern 1n on- campus and off—campus f~
'v ourses? . . . _ . .

37




oo .

3. vIs'there.a-qUalitativé;difference‘betweénfinstruction1offéred
~in off-campus_and on-campus courses? e

5. How many special education graduates are employed in-State
~ .each year? = T e T o

. Questions such as these are necessary in .conducting a. needs assessment.
because they provide focus and direction. It is important to. realize that-.
answers to "need" questions do not always réquire ‘the tabulation of numbers: -
* While quantifiable data are frequently the primary source for answering -

needs assessment questions, in other cases this type of technique may be -

‘totally inappropriate. . o . e - L

" Guidelines for Information Coll'ecvf_:iohj .

~ . There are no ‘set rules for-the collection of informatidn; Conditidns=ﬁ

- _vary which influence the type of techniques to be used. There are many

reasons why you will adopt one information collection process insteéad of . .

- another. However, the following are some. general guidelines which apply. .

to most settings and may be helpful. They apply to quantitative, as well =
as to programmatic, questions. (Refer to page 17 for explanation.) They: = -
are offered merely as suggestions; you may want to.add to the list.

. General Collection Guidelines *. -

1. Once you have decided. 'on your "need" questions, obtain mawtimim
. input from those persons having a vested interest in your

- question. Remember, there is a possibility that you may need

* to.alter your question based on this feedback. =~ - S

2. Analyze ym qﬁestion “to. determine the quantitative and pro-

grammatic responses req irved. - Do not force responses. intoa '
quantitative form unless that ie the best form. - S g

3. Identify. the essential information required to answer your -

"\ question(s). * Avoid the temptation to collect "interesting" =
. information. Collection can be costly in terms of staff time -
' and dollars. If you are not going to use it, do not collect it.

4. ' Consider the respondents.  Information collection requires .

' someone to prepare responses. Whether the responses. are time
consuming, complex and are accurate depends on how questions .

. are desigried. It is important to obtain needed and accurate
pesponses; but it i equally as important to make the process =
‘of responding as simple as posstible. If the vespondent feels
 you have made an attempt ta simplify his .of her response =

~_efforts, "the probability of receiving accurate and complete

© . information is enhanced. . . .~ B

7 continued .
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5. Provide for a quick turn-around in reporting information
collected. While a number of factors may require that you .
_ prepare your needs assessment report at a particular time,.
_ , it is desirable to Yeport back promptly to-those individuals \
IR |- | * who contributed to the process. This may not always be possible,
' . -but, to the degree that your needs assessment allows you o
show partial as well as total results,: at. least preliminary
- -  peporting should be dome quickly. .It is reinforeing to .
B ‘  individuals who contributed information to know that their =
- - ". responses ave being used. Frequently, they will be able to
make good use of the veport for their owh purposes..

Ny

6. Iii asking for responses, clearly communicate the reasom . = :
- for the request and.how the results ave to be ‘used. ~ Indicate the | =~
value of the process and do-not reflect attitudes such as, "We . -}
are required to" . .. or ... . "the law says we must .. . ',

. or "this will go into our anmual réport.” Instead, always relate.
. information collection to a practical need which has been de- - | -

 termined to be important.

7. Avoid changes in praocedures, .forms and/or involvement of =
personnel. Field test or at least carefully analyze all
procedures so that changes are not initiated after information .
collection has started. Changes are annoyivg to respondents -
and often cause slow or.inaceurate responses. e

8. Use results ‘in decision-making and give vistbility to the .
contributions of respondents to the decision. If you use the
results to make decisions, but others are not aware of this
‘use, you are not gdining maximally from the needs assessment -
process. -~ = - ’ ' o S L B

9. As much as possible, coordinate collection efforts with other. = .
" agencies with similar concerns. This is particularly true for.

. those. topics which requive similar information. This does .
- not mean that you must use the same techniques, but, if others
need the same vesults or similay data or information, it 18
best to collect it from them to avoid -duplications in requests
to the 'same respondents, -~ = : A -

. Guide]ines‘fok~0esigning'NeédsiASSessment;Eormg_ e =

~ Not all needs assessment techniques involve the use of forms, but many -
do. - Forms may be efficient in the amount of information collected and can
simplify analysis and reporting. Or, they can be complicated, contribute .

to public relations problems, or may result in the collection of non-usable
data. - Forms frequently must be ‘designed because the needed information is
not available. Often; the development of & new form is the least costly
approach. - The comprehensiveness of your "need" -question(s) will. influence

the complexity and format of your form(s). There are, however, some -

- guidelines that will assist you in the design of your forms.




. | gyide'ling‘s. for Dés_iqm'nq’ Needs Assessment Forms

‘«’.'_v .

1. If‘you'habevseveédl‘siﬁiZar "meed" questions; you'mdy'fiﬁd";"}7"‘
: " that a eingle form will provide the needed information.
@ - Whenever pgSsine,,gonsaZidute'fdnns;_ . ﬁ
R . 8. Field test all }“Ormsqunda "i*edli":condi’fiané"sa ﬁhat.they B
RS . have been "debugged" before placing into use. . =

8 'Belcértdin.thdtﬁthe'directions aréAcZéafland that respon~
_dents do have access. to the jzlnf_o‘?mat'zlo_n' you are requesting.

: 4. ,K_éep praducfibn fc‘ostsA, low. Héwgi)e_r’,, Bé'~'cez’tain ‘that the .
forms are professional in appearance. . = S :

5. If forms réqu'iz’é" periodic up_c?a#'ing,fmja'ke the update-process |
record keeping and analysis.

6. Contimiously monitor the use of forms so ‘that problems can.
‘be detected and resolved. =~ . .. - - Ce

- 7. "In designing forms, comsider ‘the type of analysi& to be
used. = Forms which appear to be simple often are difficult
‘to analyze bécause the computer.requirements or other
tabulation needs were overlodked when they were. designed.

-

Information;Cq11ec£ion Techniques

A major goal-of this section has been to. provide assistance regarding
~information collection. - Once questions have been?identifieds~sources;of
information and the technique or method .of information collettion should - .
.- be  examined. You should avoid always relying on one method of .collecting
" information, e.g., requesting responses via a questionnaire. Instead, '+
try to recognize all possible existing sources for the-information,. as
- 4we1]'as'identifying'djfférent4options.for‘collecting“information that is~

"not:current]yaavaiTqble,-'Dévelopingva 1ist of available sources of informations"'

" as well as options for collecting rieeded” information, can guide your ‘infor- .~ -

~mation collection effort. Placing -the needs assessment topics or questions.
on a grid next to information sources can help identify possible ways of
~ ‘obtaining the needed information. Figures 2-4 are grids illustrating the

~.reldationship of different'needs,assessmeht.questid,sato_infbrmation col=~-

| Tection optians. Several options exist for each questicn. You may want =
to expand or modify the grid to ‘include the needs questions identified by
you. .In using the grid, include all the options available to you Tor your .

* - _particular "need" question(s). Place these cross the top of the grid and
 'then 1ist needs assessment: topics down the si

: le of the.grid.  This allows o
you to examjne_options\apd select appropriate:t chniques and. sources.-

~

gimple and efficient. Date forms. as they evolve to. expedite | R




FIGURE 2
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7 FIGWRE 4
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. Category Employed i

State -
Number of Graduates
1 “Leaving State
" Number of Full-lime

. Students by Cateyory
rogram Certitication
“Areas :

[ TPTease note That this

is only,a partial 1list) 2

“Nomber o Graduates bygv

- Figures 2-4 are examples of how-a grid might’be developed by a SEA, LEA,
and IHE. Examination of Figure 2 indicates how a matrix can be developed
to address the needs of an SEA; Figure 3 .graphically presents haow an SEA
can assess local needs; and Figure 4 represents a possible grid for an IHE. =

In each case, attention should be directed toward more than one information -
area in order to obtain the necessary information.' - o -

o

Coltlection of information in a systfemat'ic_maﬂnér'”dirécﬂy" con-
tributes ta the success of the needs aseegsment. . :

o

Y
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- © . sEcTION v
o USING NEEDS ASSESSMENT RESULTS

‘A

- The'value of conducting a needs assessment is not limited to those o
_situations in which there are omissions in service ‘or where no.-programs’ U
 :exist. ‘In fact, thg}typicaT”use.of needs assessment is to ascertain what o
~.can be done to fmprove a situation.in which a .program is ongoing.- In '
such situations, .needs assessment results provide_suppleménté1‘information '
to aid those résponsible for maintaining-and.developing appropriatelprograms‘ '
. orservices. Thus, the results of needs assessment are seldom merely an

. ‘answer-to a questien requiring a "yes" or "no" response. Certainly, in the o
context of CSPD the results will take many forms; €.9.. estimates of personnel.
needed to serve exceptional children with differing jnstructiqnal needs;
definitive directions on the skills o information needed by teachers; and .
guidelines for the allocation of fiscal resources. = ) e

Since needs assessment js a continuous and ongoing process, resutts
frequently become available at different -times.: Although needs assessments.
will occaSiona]ly-focuS'on’questions,which‘must be, addressed.at a set time,
“usually- those conducting a needs» assessment have access to a flow of infor- - .
mation which is somewhat cumulagive in_nature. For example, several - techniques
(including interviews, surveys nd analysis of student'performance)umay be
used -in conducting:a needs asse sment to determine the inservice needs of
teachers. As interviews are cO ducted you .gain insight into the perspective .
‘of teachers, but this source of\iﬂpUt?also.must-be Tngorporatedlwith other data -,
.pefore the final resU]xs,are.deuermihed.p The results that accrue rarely . - . '
*  constitute a surprise. More frequently, they serve tofc]arifx-and'exp1ain.

In some cases they confirm. ‘Mos't importantly, they are systematically = - -
derived- in a public mannér and provide a base upon which decisions can be made. |
The credibility of the procedures applied, combined with the merity of-the -
questions studied, add to the acceptance of -the results as-a basis for -
decision-making.. The same results,. derived by the opinion of one or two "
.pgpp]e, or in a secretive manner, or through questionable procedures;-tend'
-fiot ‘to be acceptable even though they may be reasonably accurate..

Quality Control op Results - - - e
~ 'While the primary concerns in -considering the quality of results are
validity and -accuracy, there’are a number -of ways in which the quatity of .
“the tesults is influenced. .Accurate analysis of information is of little -~
‘value -if the information was carelessly collected or techniques were
poorly designed. Examples of qua]ity.contrplgmeasures that can be -
o introduced include: = S o

1. Clearly define the question(s) or need(s) to be assessed.
" Do not begin the process until you have.clearly identified

s

~ the questions you are attempting*to_answer_qr,c1arify.
2. 'Détermihe who or what represents thé,épprppﬁiaté sourcevéf'f - :“,vig' ‘
information. For example, in situations: where the perceptions -~ ' -

5T .
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of individuals are to be solicited, care must be exercised not
to seek responses from groups who are only remotely familiar with
the questions and then give equal weight to these responses as
well as responses from more informed sources. ' o

- 3. CarerJ1y.designlthe'data-colleCtioh proceduges'and-1n§truments
" because they may greatly influence results, e.d., a poorly designed
- and cumbersome questionnaire may cause people not to respond or”

to do so in a hurried and careless manner. . .

4. Consider how you will analyzesyour responses when planning
dnformation collection procedures. Failure to do so may result.
in not being able to appropriately analyze your responses, or.
it may add significantly tothe cost of analysis. : -

5. Make thioughtful and well-planned decisions on the assignment
~. . of staff resources. This means having.sufficient.personnel
' _with ‘the necessary expertise, available-at the appropriate

-~ time. - . P

oy
LA

Obligations in Using Results

"A basic assumption .underlying needs.assessment is that ‘the results will

be used in making decisions. To be sure, the outcome anticipated by those ,
conducting the needs assessment and those supplying input-is- that 'some action .

‘will be taken in direct relation to the results. Failure to take action or ~

" failure to.make action(s) known will likely bring discredit .to further needs

_ assessment efforts and will certainly bring into question the motives and -~
- capabilities of those responsible for the needs assessment. The obligation

for. the use of results has'a number of;dimensions,'inc1uding the following:

1. - Provide assurance that-systematic and appropriate procedures
' were used. . v~ : AN ' P

2. "Use appropriate vehicles for reporting.- This may mean having |
“to employ djfferent techniques for different groups. A com-
prehensive report may be appropriate for those responsible for
making related decisions but, for others, a summary.may be
sufficient. In seme situations; a conference with provision

for interaction will be necessary.

3. Minimize turnaround timé. Undue delay in reporting results
- will likely distract from the usefulness of - the results. .

-4, Repoft.all the results. Failure to report some results may
. arouse suspicion and attach inappropriate importance to the -
results’ that were withheld, . . - e

5. 'If‘you“have identifﬁédﬁerrors or problems ih your prodedurés"
- which have had an influence on your results, provide an .
. explanation within all. the disseminated reports.* .




- 6. Be sure to share results with respondents. If respondents
“feel -good about their participation, this will &ncourage. . N S
B their support and/or their involvement in future needs S e
. assessment activities. o - o

7. Repart the.data in its proper context. For example, a survey
" to detérmine the number of teachers needed for the severely
multiply handicapped should take into consideration many - . .
- factors, such as the number of teachers being trained, the number .
- regruited from other states, the number going to other. states,
- attrition rates, previous efforts to recruit students to,
training programs, .the capability of training programs to .
expand, the number of teachers with appropriate certification .
. but not teaching SMH students, and efforts by school adminis-
} trators to-recruit and retain teachers. Data alone rarely convey
. - the appropriate meaning. Also, in areas such as inservice training}
- where attempts may be made to determine the skill development .
" ‘needs of teachers, results are frequently aggregated, i.e., =
. individual responses are grouped in order to provide a priority
listing. Thus, it is not uncommon for highly ranked topics '
to be of 1little importance for specific individuals. For.
example, knowledge of the characteristics of learning disabled
students may be ranked as the topic'most,frequent]y,included by
~ teachers as an -inservice need.. However, most teachers -of _
severely and profoundly handicapped may not have identified this
topic as a.concern at all. . S o ‘ o

Y

Valid and accurate results are the outcome of well-designed and \
effectively executed needs assessment activities. .Appropriate |
analysis and clearly written reports do not . compensate for o .
careless planning and/or implementation procedures. Once a B R :
determination ie made to conduct a needs assessment, decisions A
about activities velated to the ultimate results are assumed. - ||
 Failure to make these decisions tends to negate the value of ‘
_needs assegsment. N At




© SECTION VI

' NEEDS ASSESSMENT RESOURCE LIST

- Arizona special education needs assessment for public school programs -
serving the handicapped: Procedural Manual.. Foreoinformation contact.
Mrs. Diane Peterson, state Director of Special Education,. Arizona S

- Department of Education, Phoenix, Arizona; or Dr. Craig Pace, Educational -
Support Systems, Inc., 2828 East 3300 South Salt Lake City, Utah 84109.

Davis, S.A.; Kuh, G.D.; Mann, P.H.; and Walker, M.L. Needs dssessment for .
T inservice education: Building: local programs. ERIC Clearinghouse - - '
on Handicapped and Gifted Children, The Council for Exceptional ',
Children, 1920 Association Drive, Reston, Virginia 22091; or National
Inservice Network, Indiana University School of Education, Bloomington,. -
Indiana 47405. L S L AR

BPON . o no

Tication to special education.
of the Evaluation Network Second

e needs'aséeSsmeht'mode1'for'settfnb

teacher training priorities:
Paper presented at the meeting

Annual Confererice, St..Louis, Missouri, November, 1976.

Gillung, T.; Gable, R.; Strauch, J.;”and Pecheone, R.. Needs assessment S
methodoiogy and its application for inservice training. Paper presented -
at the Council for Exceptional Children Convention, San Francisco,

April, 1979. D R A

" Hausser, D.L.;-PecOréT]a,;P.A.;'andjWessler,,A.L;H Survey-guided déveTopment3
II: A manual for consultants. University. Associates, Inc., Ladolla,
California, 1977. I o o T

Have]och, R.G.. The change agents guide tb’innovdtion'Tn'educatiOn.j’Englewood
~ Cliffs, Neinork;.Ed-Techno1ggy, 1972. . e '

. Haveloch, R.G: : A guide io innbvation in eduédtion;' Institute for Sdéia],' '

-Research, University of Mjchigan,iAhn Arbor, Michigan. R CL
Heﬁ%hkowitz;iM.:(Ed.)}"Statewide educational needs assessment. Silver.’ .
.Spring,=Mary]and: ~Hershkowitz As$ociates,v]974.t T R

Houston, W., et al. Assessing schoo1/college/communi ty needs. Oomaha
- Nebraska:- The Center for Urban Education, 1978. .

°

Hu]tman,'Ken} The path of least resistance: _Preparing’ employees for.
change. Learning Concepts, Austin, Texas, ]979. o o

Inservice education lanning document analysis instrument. Contact Ms. Judith - :
A, Lozano, Texas Education Agency, 201 E. Tlth, Austin, Texas 78704.

" Mann, P. Mann self-assessment. competency inventory (generic and spécié11zed)‘;: R
) Miami: University of Miami, 1979. SR N ST

‘o




“Johnson, R | Determ1n1ng training ‘needs.  In R. Craig. and R,"Bitt1e'(Eds.),
Tra1n1ng4and deve1opment handbook. ,New York: McGraw-HiT1,‘1967,:

Keeney, L. F1nd1ng out what teachers need In K. Devaney (Ed. )s ui]ding a
teachers center. Teachers Centers Exchange, 1979. - - B

-, Kuh, G.3 Hutson, .3 and Orbaugh T : ‘and Byers, | Des1gn1ng a prob]em-
‘focused needs assessment “Bloomington, - Ind1ana National InserV1ce
Network, 1979. - . S S ' o

o

 Kuh, G.D.; Hutson, H.; Orbaugh, T.; and Byers, K. Needs assessment in ¢
regular .education inservice: A problem-focused. approach Teacher
Education and Spec1a1 Educat1on, 1980, 3, 15-21. :

Lenning, 0. Assessing current student needs and- demands for program E

" pestructuring.  In P. .Jedamus and M. Peterson (Eds.), Handbook of -

"institutional planning and 1nst1tut1ona1 research. -~ San Francisco:
Jossey- Bass, in press ' '

Lenn1ng, 0.T. Needs as a basis.for'academic program planning. In R.B.
Heyd1nger (Ed.), 'Academicjprogramgp]anning, San Francisco:’ Jossey-
Bass, 1n press. ,

McG1nty, A. M and Keogh, B.K. Needs assessment for inservice tra1n1ng. A
first step for mainstreaming exceptional children into regular education
(Technical Report Serp 1975- AIO). Los Angeles, California: Graduate
Schoo] of Educat1on, Un1vers1ty of California,. October, 1975

Meyen, E.L. and Lehr, D. Comprehens1ve system of_personne] deve1opment
A manpower data management system. Columbia, Missouri: University of
Missouri-Columbia, Department of Spec1a] .Education, 1980.

M1dd1eton, E.; Morsink, C.; and Cohen, . Program graduates percept1on of '
need for training in ma1nstream1ng, Except1ona1 Ch11dren, January, 1979 o
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