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INTRODUCTION TO THEKIT

When asked “What is a community?”,
Aboriginal people often answer

“A community is a group of people
sharingand caring.”

This series of manuals is about just
that: sharing information and skills
to empower people so they can
better care for their communities.

Training incommunity development
and program evaluation has been
identified by Health Canada and by
national Aboriginal organizations as
apriority need.

In order to fulfil this need, training
workshops were offered between
1993 and 1995 to approximately
300 Aboriginal people across
Canada, most of them front-line
healthworkers. The training was
based on a generic package of
resources on health promotionand
community development called the
Community Action Pack.

Experience and feedback received
fromthe participants during the
workshopsand after theyreturned
to their communitiesled to the
developmentof this new kit.

Community Action Resources for
Inuit, Métis andFirst Nationswas
developed specifically for Aboriginal
people, taking into consideration
their values, culture and way of life.

This kitis a self-help tool for
Aboriginal people who want to geta
community development project off
the ground.

The series of six manuals contains
information, tips, examples and
ready-to-use charts that you can
copy and use for yourself or to train
othersinyour community. Itis
intended tobe user-friendly,
emphasizing questions suchas
what, why, when and how to
accomplish the different steps ofa
community development project.

Community Action Resources for
Inuit, Métis and First Nationsuses a
holisticapproach, takinginto
consideration community
development know-how and context
as well as the human aspects that
are part of the entire process.
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Look for the following symbols.
They will help you apply your skills
and knowledge.

tips

examples

exercises

Whatis acommunity?

Let’s take a moment to think about
theword “community”. Communities
are not justa question of geography.
Peopleinavolley-ball league can be
a community. A support group can
be acommunity. Members of achurch
canbeacommunity.Communities
are people with somethingin
common, something thatis
important to them. The members of
acommunity depend on each other

as they work together to
accomplish challenging tasks.
A community can be seen as a
group of people:

e livinginthe same geographical
area;
e sharingthe same culture;

e withacommoninterestor
concern; or

e withasharedsenseofidentity.
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Add to or comment on this definition. What is a community to you?

Community development:
making communities healthier

The World Health Organizationand
Health Canadahave defined health
as more than the absence of illness
and disease. Health is a sense or
state of physical,emotionaland
psychological well-being. Healthisan
individual or group's ability toreach
goals, to satisfy needs, and to cope
with or change their environment. In
a community context, itis the
ability of a community to sustain
itselfin a caring and fulfilling way.
Inother words, health means
looking after ourselvesand others. It
ispromoted through havingaccess

to servicesappropriate to our
needs. Itis enhanced by livingina
clean environment and by a spirit of
community (feeling part ofa group
of people who care about each other).

This means that groups thatare
concerned with the kind of housing
availableintheir community, reducing
violence, developing the local
economy or starting a self-help
group forbereaved parents canbe
seenasimproving and promoting
the health of theircommunity.
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A step-by-stepprocess

Is there a secret to turning a good
ideaintoasuccessful project?
Actually, there is no secret. Groups
follow different paths toaction, yet
experience shows that successful
efforts use some “tried and true”
steps.

Most groups go through the steps
of identifying needs, planning
activities, finding volunteers and
funding, evaluating and helping
peoplework together through the
normal ups and downs of an
activity. Community Action
Resources for Inuit, Métis and First
Nationsis builtaround these steps.

Starting anew activity is like
planning a trip to a place you have
never been.

Just as you need a map for your
trip, you also need a map for your

community activity. This map will
help you figure out where you are,
whathasbeenaccomplished, and
point out what still needs to be
done.

The following diagram is your map
to the steps for community action
thatis described in Community
Action Resources for Inuit, Métis and
First Nations. Each circle represents
astep in the process of developing
anactivity.

Theinterpersonal aspects of
community actionand the techniques
needed to carry out a project, such
as taking minutesin meetings, have
been gathered togetherin the
“Toolbox”. This circle has been
placed in the middle of the diagram
because the “Toolbox” can be useful
in all steps of the process.




Community Action Resources
for Inuit, Métis and First Nations

ASSESSING NEEDS o

TOOLBOX
8
.0’ %

MAKING IT
HAPPEN

Itisimportant to remember that
every group follows its own path,
which may be different from the
one shown here. There isno
absolute “right” way of doing
things. You need to go with what
works best foryou.

FINDING
RESOURCES

The processdescribedin
Community Action Resources for
Inuit, Métis and First Nationsis
intended to help you planactivities,
not to tell you what to do. The
diagram is like a map and you can
take as many side trips as you like.
There are norules!
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I.INTRODUCTION TO ASSESSING NEEDS

Assessing needs, ensuring
quality

Assessing needsis a process thatis
used todiscoverand understand
the needs of members of a group,
population or community.

Assessing community development
needs makes it possible to get an
overview of the community's state
of health. It precedes the planning
of projects, programs oractions
which aim to improve or correcta
situationin the community. An
effectiveneeds assessmentisone
way toensure successful projects!

A step-by-step process

Needs canbeassessed through
impressions whichare basedona
general knowledge of the
community.

Itis better to use a structured
process. It helps you understand
needs and specify theirimportance.
Lastly,ithelps youchoose how
needs canbestbefilled. The process
that will be described in this kit is
flexible and realistic.

Goals

This sectionwill help you to achieve
the following goals:

e tobecomebetteracquainted
with needs assessment; and

e tohelpyouuseastructured
process for assessing needs.

Objectives

At the end of this section, you
should be able to:

e understand the importance of
assessingneedsand the negative
consequences of notdoing so;

e useaneedsassessment process;

e produceaneedsassessment
plan before establishinga
program for your own
community; and

e create and use tools for
collecting information.

11
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Approach

Aneedsassessmentis viewedasa
process used tovalidate precise
information abouta current
situationrequiring correction. This

processallows you to measure the
gap between the current situation
and what is desired on a short- or
medium-term basis.

12
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II. WHAT DOES ASSESSING NEEDS MEAN?

Definition

The term “need” can mean many In assessing needs, the word “need”
things. It can be a necessity, such as refers to the gap between a current
the need to eat, drink and sleep. It situation and the situationyou
canalso be a preference or desire, would like to achieve in the near
such as stopping smoking or future.

eliminating the problems of
substance abuse among
15-to 20-year-old youth.

Identifying the
current situation
Measuring the gap
<t
NEEDS
Identifying the
desired situation

13
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Gathering information

The challenge of aneeds assessment situation. The more you know about
isidentifying the necessary the subjectof yourresearch, the
information to describe the current easieritistogatherinformation.

To find out how well you know your community, take a few minutes to
answer these questions:

e Describe the characteristics of your community (population, number of
women, men, youth, languages spoken, employment, etc.).

e What problems (drugs, suicide, school drop-outs, etc.) doyou see
withinyour community?

e Whatinformation do you need to become more familiar with your
community to gainabetter understanding of how it functions?

14
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Assessing needs in the life of
aprogram

The following diagram demonstrates
theimportance of assessing needs.
Itis the basis for elaborating a
program.Identifying needs
effectively targets the program's
goalsand objectives, greatly
facilitates planning and contributes
toitssuccess.

Assessing needs is the first step
in establishing a program that
adequatelyresponds to your
community’s needs.

Assessing needs helpsyou
understand the issues thatare
importantin your community
and makes project planning
easier.

FINDING
ASSESSING PLANNING MAKING IT EVALUATING
NEEDS RESOURCES HAPPEN
e Assessing e Defining ¢ Finding e Teamwork ¢ Planning
community the goals volunteers and getting
needs and ¢ Collecting the
objectives e Hiring staff information evaluation
¢ Defining for the going
theissue e Identifying e Finding evaluation
orproblem the other ¢ Gathering
necessary necessary and
resources resources analysing
(funding, the
materials, information
services)
e Drawing
conclusions

Assessing needs ensures a smooth transition to the planning stage.

15
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III. WHY DO ANEEDS ASSESSMENT?

Here are five main reasons to do
needs assessmentresearch. Needs
assessment...

1. Indicates howbestto
usetheresources

Allagencies are faced with difficult
choicesaboutwhich services to
offer.Information on the needs

of your client groups or potential
client groupsis crucial. It provides
a basis for planning your services to
meet priority needs.

2. Helpsyoumatchservices
withneeds

Before offering a new service,
it makes sense to have a clear
indication of aneed for it.

3. Takessome of the guesswork
outof planning

The perception and professional
“intuition” about what a particular
group needs can be animportant
source of information thatshould
notbe overlooked. However, needs
assessment providesadditional
evidence to confirm the need.

4. Increasesaccountability

In these times of ever-increasing
lack of resources, it is best to
ensure that healthand social
services are based ona needs
assessment.

5. Takesthe consumerinto
account

In our enthusiasm for developing
new and innovative health and
social programs, we often fail to
involve the mostimportant person
inthe process -the consumer.
Needs assessment researchreveals
the needs of current and potential
consumers of a service, usually by
asking people about theirneeds.
People are more likely to use and
benefitfromserviceswhenthey
have beeninvolvedinthe planning
process.

17
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IV. WHEN SHOULD NEEDS BE ASSESSED?

Whenisitappropriate to

assessneeds?
You should assess needs to validate youwishtocorrect. There are several
specificinformationaboutasituation reasonswhy needs should be assessed.
y N\
Here are some examples: saples
to help yo
e Yourunaspecialized organizationand your clientele is evolving but Hnderstand
your services nolongeradequately respond to the needs of community
members.
* Yourorganizationisreceiving more and more requests for services that
youdo not provide.
* Yourorganizationnolonger covers the same geographical sector. The
characteristics of the client population are differentand you want to be
sure thatyour servicesrespond to their needs.
Whenisitnotappropriate to
assessneeds?
Assessing needsrequires alotof getting into the process, you
energy and resources. Before should make sure it’s necessary.
Here are some circumstances where you donothave to assess needs: saples

to help yo
understand

e Youdon'thavethe human and financial resources to establish a
program that can satisfy needs.

e Yourorganizationis notequipped torespond to the needs that may be
discovered.

19
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Don’t forgetaneeds assessmentis one way to contribute to the success
of any project!

Define the health aspect or aspects of your community you would like
tocorrectorimprove.

How many people are affected by this or these problems? Who are they?

200
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This kit will help you assess the Itisimportant to complete this chart. It
needs or health priorities of your will helpyou determineif carrying
community. outaneedsassessmentisappropriate.

Based on the health priorities you have selected:

e isitanimportant probleminyourcommunity?

¢ doyouhavethenecessaryresources (humanand financial) to
implement solutions to the problem once the needs assessmentis
completed?

Inyour opinion, does this problem require a needs assessment?

0 yes [0 no
Isyourassessmentcorrect? If yes, ¢ choosethe populationwith
go on to the next section. If not, whom you wish to work;
identify anewissue thatrequiresa

e learnaboutyourcommunity;

needsassessment. _ .
e becomeacquainted withyour

community’s health problems;

To get off on the right foot, it is
and

important to:
e find outhow the peoplein your

community feel about health
problems.

e determineyourcommitment;

21
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V.HOW TO COMPLETE ANEEDS ASSESSMENT

Assessing needsisa structured
process thatisachieved through
five distinct steps. Each stepis

importantand plays arole in the
success of the process. Each step
has specific objectives.

This graph presents these steps and provides a general idea of the tasks that
need tobe accomplished.

Processofassessing needs

Planning the Why sho_uldlassess needs?
Isitnecessary?
assessment What doIdo? When? Why?
Choosing the Whattype of information
method doIcollect?
Collecting data With what tool?
Fromwhom?
s How canIreport on the data
Writing collection process? What needs were
thereport found? Which needs are important?
Using How canluse
theresults theresults?
Working toward
planning
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Planning aneedsassessment Planning the
assessment
You have some important decisions <
: : : . Choosing
to make at this point in the process: the mothed
e Shouldyouassessneeds? s
. . . Gathering
e Whatkind of informationare data
youresearching? s
. . Writi
¢ Where cantheinformation the?e‘g‘frt
be found? )
e Whatis the scope of the thffe‘;lﬁlts

information you need to gather?

e Whatisyour plan ofaction?
_ Planning of needs assessment

The answers to these questions

will allow you to plan yourresearch,

identify human and financial

resources, and identify the time

Making sure a needs
assessmentisrequired

required to assess needs as awhole. gy
The planning process of needs Identifying the purpose
assessment is made up of the of the needs assessment
following steps: @
Identifying whatinformation
should be collected
Structuring

the research

e

Validating the
assessment plan

24
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The following chartre-examines
each step of the planning process and
describes how to proceed.

Planning aneeds assessment

Stages How to proceed

Making sure a needs e (larifywhyyouare assessing needs.

assessmentisnecessary |® Clearlyidentifytheinformationresearched.

e Make sure the information cannotbe
obtained through other means.

e Identify what you are going to do with the
information.

Identifying the purpose e Choosea group of five to six people from
of the needs assessment the population you want to assess to see if
the goal of yourassessmentis worthwhile
and easily understood.

Note that these exchanges will be very beneficial
and will give you a general idea of possible
reactions. Don’tbe surprised if you observe
negativereactions; they are completely normal.
Some people might feel they are being judged.

Identifying what e Identify whatkind ofinformationisbeing
information should be sought.
collected .

Examples:

e Foraprofile of your community, look for
dataonage, sex, education, income, etc.

e Forabetterunderstanding of family trends,
look for data on family size and composition,
single parents, working mothers, etc.

25
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Stages How to proceed

fZah'Ely?¢ Structuring the research o [dentifyresearch characteristics:
e e typeofinformationsought(economic,
political, etc.);
e wheretofindit;
e scopeofthedatacollection;and
e forwhich population.
e C(reateadetailedactionplanthatdescribes:
e theschedule;
e theresources;and

e thecosts.
Validating the e Chooseafewexpertsto giveadvice and
assessmentplan comment on the plan that has been
described.

20
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Take the necessary time torevise Refertoissuesinyourcommunity
each step of the planning process you wish toimprove and plan the
ofaneedsassessment. first step of the needs assessment.

Answer the following questions for
eachplanningactivity:

Planninganeeds assessment

Activities to carry out Questions toanswer
Making sure a needs e Canyoufind theinformation you need
assessmentisrequired. through other means?

e Doyouhavetherequired resources?

e Whatwill youdo with the results?

27
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Activities to carry out

Questions toanswer

Identifying the purpose
of theneeds assessment.

Who are the people in your community who
could tell you if it is worthwhile to assess
needs? How could they help you?

Identifying what
information should be
collected.

Whatinformation on theissues of community
health do you want to gather?

Structuring the research.

Describe the specifics of the research you plan
to do (Who? What? Where? When? and Why?).

Give an overview of what your plan of action
mightbe (schedule, costs, resources, etc.).

28
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Activities to carry out Questions toanswer
Validating the What kind of expertise is needed to comment
assessment plan. onyouraction plan (doctor, nurse, police

officer, paramedic, etc.)?

How can this expertise contribute to the
success of your assessment?

The control group you consult to The group of experts you consult
validate why youneed to assess at the end of the planning step can
needs mustreflect the population only give advice. Itis up to you to
targeted by the assessment. decide whether or not to follow
theirrecommendations.

29
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Choosing yourresearch
method

Now that you have described your
needs assessment plan, you must
startthinking of data collection.

To carry out this important step of
assessing needs, you mustidentify
how you can most effectively collect
the desired information.

There are four mainapproaches
based on:

1. socialindicators;

2. useofservicesindicators;
3. keyinformants survey;and
4

community survey.

1.Socialindicators

Theseallowyoutogatherinformation
onyourcommunity’s characteristics
suchas:

e populationdistribution
by age and sex;
e numberofresidents; and

e typesofemployment.

Planning the
assessment

a

Choosing
the method

=

Collecting
data

&
Writing
thereport
&

Using
theresults

The informationis gathered from
existing documents, publications
orreports.

This method will provide you with
information about the community,
notaboutindividuals.

2.Use of servicesindicators

This method provides you with
information from people who use
services. Theinformationis collected
fromagenciesand organizations
that provide services. Informationis
gained only on the clientele using
services. The needs expressed may
not reflect those of the community.

30
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whom.

Example: If you want to know about people’s hunting habits, you can ask
outfitters forinformation. They will be able to tell you what they sell and to

3.Keyinformants survey

This method allows you to gather
information from the peoplein
your community who know the
issues.

Itis easy to carry out. You simply
have to identify the people and do

individual interviews, eitherin
person, by telephone or through a
mail-in questionnaire.

You will obtain a lot of information
this way. Later, you will be able to
analyseit.

officers, etc.

Example: Tobetter understand drugaddiction in your community, you
caninterview NNADAP* workers, community nurses and local police

4. Community survey

You could gatherinformation
directly from community members.
This can be done by:

e getting people togetherinlarge
groups and having them discuss
anissue (forum, meeting); or

e administeringaquestionnaire,
eitherin personorover the
phone.

This second method can be costly
intime and energy. However, it
does allow you to reach a large
portion of the population.

* NNADAP: National Native Alcohol and Drugs Addiction Program

31
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If you had to do a needs assessment on the issue of alcoholism in your
community, what strategy would you use to do your research?

Toidentify your strategy, answer the following questions:

e Whatcharacteristics of my community do I need to know
(number of individuals from a specificage group or gender)?

e Whoarealcoholics (sex, age, occupation)?
e Whydopeopledrink(e.g.,unemployment, illness, family problems)?

e Whatisthe viewpoint of those who provide people with alcohol
(e.g.,shopkeepers, restaurant owners and grocery store owners)?

Now, what strategies do you think would be appropriate?

e reviewing existing documents;
e surveying people witha good grasp of the issue; or

e carryingoutsurveysinsmall groups,inlarge groups, by telephone
orby questionnaire.

32
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The following chart will allow you
tocompare these fourresearch
methods. You might have to use
several methodsto find the

information you need.
Four methods of research
Method Description Advantages Disadvantages
Socialindicators e Uses various data ¢ Does notrequire a e Focuseson group
(age, sex, number lot of research and community
ofinhabitants, experience behaviourrather
income, etc.)in the thanindividual
research ¢ Can be based on behaviour
existing publications

e Compiles existing andreports

information
¢ [dentifies needs

e Allows for that are not

comparisons obvious
Serviceuse ® Assesses the e Provides * Provides

community’s information easily information
needsregarding onlyabout the
agenciesand ¢ Provides an clientele thatuse
organizations that inventory of the service
provide programs community
and servicesand services e Needexpressed

those who use the
services

¢ Provides two types
ofinformation:

- needs of the
population that
usesandrequires
services; and

- the type of
services that can
meetneeds.

doesnot
necessarilyreflect
that of the
community

33
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Method Description Advantages Disadvantages
Keyinformants ¢ [sbased on the e Easy to carry out ¢ Information can be
survey hypothesisthat based on personal

certain peoplein ¢ Providesa great perceptions
the community can variety of
understand the information * Requiresthat
social and health peopleundergo
needs of the aninterview
community
¢ Expressedneed
e Usesindividual doesnot
face-to-face necessarilyreflect
interviews, that of people who
telephone donot participate
interviewsor in the meetings
mail-in
questionnaires ¢ Analysing the
informationis
¢ Alsousesinterviews complex
with small groups
Community survey | ¢ Used to collect ¢ Mustbe done by e Canbe costly in
informationbased administeringa time and money
on: questionnaire
throughafaceto | e Requirestraining
- facts; faceinterviewor to do community
- perceptions;and by telephone surveysand to
- possible analyse
solutions. e Collectsinformation information
directly from the collected
population
e Providesalot of
information

Some methodological approaches
are more costly in time and money
than others. Make sure your choice

adequatelyresponds to your
expectationsand takes your
constraintsintoaccount.

34
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Collectingdata

Collecting dataisanimportant step
inassessing needs. There are three
ways to collectinformation:
interviews, polls and public forums.

1.Interviews

The following pages explain the
three typesofinterviews:

a) focusgroups
b) individualinterviews
C) spontaneousinterviews.

a)Focus groups

Theseinterviews are carried out

in groups of six to twelve people.
The participants are assembled for
aspecific purpose. Theyall have
something incommon (same
affiliation, similar opinionona
question, etc.). Adiscussionleader
asks questions, and the answers
arerecorded and lateranalysed.

Advantages of this method:

e [tishelpful for the participants
to listen to other members of
the group explain theirideas.

¢ Informationaboutseveral
people canbe collected
relatively quickly.

Planning the
assessment

&

Choosing
the method

=

Collecting
data

i
Writing
thereport
=

Using
theresults

Participants canbe asked to
be more specific or clarify
what they have said.

Disadvantages of this method:

Group members can wander
off subject.

Group dynamics caninfluence
theresults.

Facilitator must have the
necessary training to draw
information from the focus
group.

Itdoesn’tallow quantitative
datatobe collected (numbers,
years, etc.).

35
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If you decide to use this method, your chances of getting better results will
beincreasedif youanswer the following questions.

e Haveyoudetermined the goal of the interview? (On whichissue are you
gathering views? Do you want the focus group to define the subject
mattertobediscussed?)

e Haveyouchosen the members of the focus group? This means
assembling six to twelve people who have something in common. Do
they view a subject from the same perspective, for example, or do they
represent similarorganizations?

e Haveyoureservedacomfortableand convenientlocation where the
participants can sit face to face?

e Have you chosenafacilitator who has a lot of experience with focus
groups and will notjudge the diverse views expressed?

e Doyouhaveataperecordertorecord theinterviews and do you have
the group’s permission to do so?

e Doyouhaveall other necessaryitems (for example, a flipchart)?

e Haveyoureserved 45 to 90 minutes for each interview and told the
participants how long it will take?

e Doyouintendtosend a summary to the participants after the
interview?

36
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b) Individual interviews

Theseare individual conversations,
in personor by telephone, that have
beenscheduled inadvance. The
interviewer must prepare alist of
questions. The advantage of
individual interviews is thatyou can
gointo greater depth. Throughout
the interview, itisimportant to
repeat the answers toimportant
questions using different termsin
order to check the ideas, facts and
opinions that have been stated.

Advantages of this method:

e You can choose todo either
avery structured or arather
unstructured interview.

e Itallowsyouto gointo detail
onasubject.

e The tone can be much more
personal than in the case of a
questionnaire, focus group or
public forum.

Disadvantages of this method:

e Jttakes alot of time.
e Interviewers mustbe trained for
this type ofinterview.

If you decide to use this method*, you can prepare by answering these

questions.

e Haveyoudetermined the goal of yourinterview?

e Haveyouestablished the interview form so thatit won’t take longer

than 60 minutes?

e Haveyoupreparedalistof questions?

e Haveyoureserved acomfortable and suitablelocation for the
interviews that will be carried out face to face?

e Doyouintend to keep anaccount of the interview, or in other words,

to take notes orrecord it?

e Doyouintendto follow up the interview with a thank-you letter?

You will find more detail on this subject in the “Toolbox” manual, under the
headings “Interviews”, “Questionnaires” and “Questions”.
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c) Spontaneous interviews

These can be carried outin groups
orindividually. Theyare donein
centres where there is a lot of
activityand cannotbe organized in
advance. They should be shorter
thanorganized interviews. This
methodisless suitable when you
want to discuss issues that are
controversial or sensitive.

Advantages of this method:

e You do not need to take time
toorganize theinterviewsin
advance.

e Manypeoplecanbeinterviewed
inashort time.
Disadvantages of this method:

e Some peoplerefuse to be
interviewed.

the following questions.

group you want to reach?

If you want to use this method, you will get better results if you answer

e Haveyoudetermined the goal of the interview?
e Have youmade sure the interviews will not be longer than 15 minutes?
e Haveyoupreparedalistof questions?

e Haveyoufound alocation thatis frequented by the members of the

e Doyouintend to keep anaccount of the discussion, in other words,
do youintend to take notes or to record the discussion?

You will find a guide to preparing interviews in the “Toolbox”.
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2. Community surveys

You can do a community survey by
mail or by telephone. Itis not
reasonable to survey all the
members of a given group. You
mustnonetheless gather opinions
about yourissue from a sample of
your community’s population.

Avoid surveying only the concerned
people (forexample, athletic
trainers about the need for physical
educationinstallations).

Surveyingis the best technique for
proceedingif:

e yourquestionsarevery precise,

e youwantinformationabouta
large group;

e youwant to quantify the results;
and

e youwantinformationabouta
sensitive topicand you think the
respondents will prefer to
remain anonymous.

A survey thatis carried out through
awritten questionnaire can be sent
by mail or given directly to the
participants. It can be filled outina
group (for example, in the
classroom)orindividually. Choosea
method that will give you the most

accurate answers. Make sure the
informationremains as confidential
as possible. Itis unlikely, for
instance, that the informationina
questionnaire on substance abuse,
given to students by a teacher and
filled out in his or her presence, is
accurate.

You will find a guide to writing
questionnairesin the “Toolbox”.

Advantages of this method:

e Jtisinexpensive (no
interviewers).

* Youcanensure confidentiality.

e Youcanreach groups thatare
difficult to contact.

e You canask questions that are
controversial or sensitive.

Disadvantages of this method:
e Responsescanbedelayed due
to slow mail service.

e Responsescanbedistorted
since people answer only if they
want to.

e In-depthdiscussionwith
individualsis not possible.

e Responseratescanbelow.
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If you decide to use this method, these questions will help you get better
results.

e Haveyoudetermined the goal of your survey?
e Haveyouchosenthetargetgroup thatwillreceive the questionnaire?

e Haveyoufinalized a questionnaire that won’t take longer than
20 minutes to complete? The longer the questionnaire, the fewer the
people who will fill it out.

e Isyourquestionnaire easy touse? (For example, you mightuse a scale
of five points and few or no open-ended questions.)

e Haveyouasked your questions in a way that will notinfluence the
answers? In other words, have you asked them in the most neutral
way possible?

e Haveyougivenclearinstructionstotherespondents? These
instructions could include the goal of your survey and the name and
telephone number of the resource person who can be contacted for
more information.

e Areyouabletoguarantee thatinformation will remain confidential?

e Doyouplanto send a summary of the survey results to all
participants?

Contentof questionnaires

Fromthe perspective of assessing intoaccountwhenyou formulate
needs, the questionnaire can help your questions. Here are several
identify the gap between current examples:

and desired situations. Take this
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What is the goal of the organization?

What has your organizationaccomplished in
the following fields:

Recruiting: Why do people belong to the
organization?

Activities: Are they of a social or educational
nature? Are the committeesactive?

Unique character: Does the organization
respond toa special need?

Others:

What do other people think of your
organization?

Example 1: Assessingneeds
Currentsituation Desired situation
1. Name of the organization: . Whatwould you like your organization to

accomplish over the next five years?

. What problems could your organization

addressinyour community?

. Howdoyou collect the information you need?

. What will you do with this information?

. Whatrecommendations would you make?

(For example, what do you want to
accomplish over the next 12 months?)
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Example 2:
Assessingneeds

Currentsituation

Do youagree with the following propositions? 4 =agree strongly
3 =agree
2=disagree
1 =disagree strongly
0=don’t know

1. Mycommunity hasareputationforsubstanceabuse. 4 3 210

2. The15-to30-year-old group has the greatestsubstance 4 3 2 1 0
abuse problem.

3. Thenon-controlled use of medicationis part of the 4 3210
community's problem.

Desired situation

Attribute points toreflect the importance you give to each statement.

4 =veryimportant

3 =important

2 =notvery important
1 =notimportant

0 =don’t know

1. Something mustbe done to stop substance abuse in 4 3210
the community.

2. The whole population must become aware of the 4 3210
problem of substance abuse.

3. Financial resources should be used to try to 4 3210
eliminate substance abuse.

There are many other questionnaire models. Yetitisimportant not to lose
sight of your objective. If you follow the method described in the “Toolbox”,
things should go well!
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3. Public forums

These are public meetings that can
take the following forms:

Individuals and groups havea
specified amountoftime (about
20 minutes) to present their
views oropinionsbeforeanopen
forum.

Presentations canbe made
beforealarge group, followed
by discussionsinsmall groups
of the questionsraised during
the presentation. The small
groups then report back to the
whole group.

Less structured forums can take
place through hour-long
conversations orinformal
meetings.

Advantages of this method:

You can gather a great quantity
of information and hear from
alarge number of peopleina
short time.

You can reach the whole
community.

You can attract the media’s
attention (free publicity).

You can determine the real
interest of the communityina
specificissue.

Disadvantages of this method:

The discussion can get off track.

Some groups may try to use the
forum to promote their own
interests.

You cannot go into detail with
all participants.

The participationrateis
difficult to predict.

Public forums provide the
setting to gather public opinion,
not concrete data/facts.
Opinions couldreflect one or

two strong views and not
necessarily that of the majority.
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If you decide to use this method, you can prepare by answering the
following questions. This will increase your chances of success!
e Haveyouestablished the forum’s goal?

e Haveyoudecided what form the forum will take (group presentation,
discussioninsmall groups, etc.)?

e Haveyouchosenandinvited theindividualsand groupsinterested
in presenting their views (personal invitations, mailings to specific
organizations, letters to all community members or announcements
broadcasted by thelocal media)?

e Doesyourinvitationindicate that people who wish to present their
views must let you know, so you can make room for them on the
agenda?

e Doesyourinvitation specify the date, hour, place and goal of the
forum?

e Haveyoupublicized the forum (specifyingits purpose)?

e Haveyouestablished anagenda, specifying how much time thereis
todiscuss each question?

e Haveyouestablished anagendasothe publicand special interest
groups can express themselves freely?

e Have you found a place to hold the forum, as well as the necessary
material (flipchart, projector, taperecorder, etc.)?

e Do you planto distribute the results of the forum to all participants?

e Haveyou givenyourself enough time to organize the forum? (Plan at
least four weeks inadvance.)

e Haveyouinvited the media?
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Choosing amethod

You can now choose the best way to Complete the following chart to help
gatherinformation for your own youidentify the mostappropriate
needs. means of gathering information.

e First,identifyimportant considerations by filling out the yes /noin
the “Important” column.

e Second, highlight each row for which you have answered “ yes” (or
circle the three numbersin that row).

e Third, tally the scores of each column, counting only highlighted (or
circled) numbers.

e Thehighestscoreindicates the mostappropriate method of collecting

information.
Considerations Important? Fgce—to:face ME}il—in . Telephone
Yes/No interview |questionnaire survey
Knowingrespondents' characteristics 3 2 2
Asking complex questions 3 0 1
Asking open-ended questions 3 1 2
Prioritizing the choice of answers 2 3 1
Surveyingonalarge scale 0 3 2
Obtaining a highrate of response 3 0 2
Obtaining rapid results 2 0 3
Making sure the appropriate respondent
isinvolved 3 1 2
!_imitgd possibilities for training the 0 3 1
interviewer
TOTAL FOR EACH COLUMN
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Populationsample

Consulting the entire population
would beideal. However, this may
not be practical due to a lack of
time, money and humanresources,
and because the population may be
toolarge. Therefore,arandom
sample mustbe selected.

To make up your sample, you could
choose peopleatrandom. However,
chances are that your sample will
notberepresentative of reality.

For a sample to be valid, it must
reflect the target population.

If your community is made up
of 500 adults consisting of:

Your sample mightinclude:

150 people between 18 and 24 years old
200 people between 25 and 44 years old
100 people between 45 and 64 years old

50 people 65 years old or more

15 peopleinthisage group

matter how many people are selected.

Your sample should be in proportion to the population distribution, no

There is no rule as to what size your
sample should be but the larger the
sample size, the more accurate the
results will be. However a sample of
100 people can be as valid as a
sample of 1000 people. What s
importantisthe selection criteria,
forexample:

e respondents’ characteristics;

e theaccuracyandrelevance of

the information they have to
offer; and

e theconnectiontotheissue.
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Here is an example of how to put together a sample: Exa(Qle\?‘

to help yo
Theissue: The highlevel of alcoholism among youth between 15 and ”"der“a\
20 years of age.

The selection criteria could include:

e youthbetween 15and 20 years old;
o fathers of youthinthisage group;
e mothersof youthinthisage group;
e brothersand sisters of the youth;

e otherfamily members;

e expertsincommunity health;

e schoolprincipals;

e teachers;and

e friendsof young people between 15 and 20 years old.

A sample based on these criteria would be valid because all of these
people can providerelevantinformation on the issue.

You might want to give priority to illustrates how you can place more
information provided by specific emphasis on certain criteria.
people. The following table
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D Criteria Importance*
Exa\\QIe#
to help yo
understand

Youth between 15 and 20 years of age
Mother of youth in this age group
Father of youth in this age group
Brotherorsister

Other family member

Expertin community health

Teacher

School principal

Friend(s)

L SR \C RN U R O R OC Rt SN N ) |

*The highestnumberindicates the mostimportant criteria.

Finally, whenyouare putting increasesif your sample is not
together a sample, keep in mind properly formulated orif the

that there is always a margin of difference between the number of
error or a risk that results may not peopleinthe populationand those
be exactly related to the issue. Itis in the sample is too large.
aquestion of mathematics. Therisk
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Writing thereport

Onceyou have collected the
information, you will have alist of
needs expressed by community
members. Now you are ready to
write areport based on your
assessment.

The objective of this step is to:
e describeyourprocess of
assessing needs;

e summarize theinformation
collected;

e portraycurrentand desired
situations; and

e prioritize needs.

The following chart suggests how to
writeaneedsassessmentreport.

Planning the
assessment

=

Choosing
the method

&

Collecting
data

=

Writing
thereport

=

Using
theresults
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Description
of the process

Summary
of the
information

Profile of
currentand
desired
situation

Prioritizing
needs

Writing the report: howto proceed

Identify the problem to be assessed.
Describe the community.

Describe the characteristics of the target
population.

Identify the chosen method.

Present the tools for collecting information.
Describe the respondents.

Present the informationaccording to the

specifics of the data collection tool:

e Ifquantitative datawereused, describe the
use of statistics, charts, graphs.

e [fqualitative datawere used, regroup by
themes, objectives, sections, etc.

e Ifclosed-ended questions were selected,
provide the percentage or number of
respondents by choice of response.

Highlight the information obtained by
showing conclusions or trends. This means
answering the following question: “What
characterizes the presentand the desired
situations?”

Emphasize the gap between currentand
desired situations.

Identify criteria for distributing needsin
order of priority.
Apply criteria to list of needs.
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Here are some tips to help you summarize your results:

e Codeand numbereach piece of information.

e Readall the answerstoagiven question before reading the answers
tothe second, third questions, etc.

e Useablank copy of the questionnaire to count the number of answers.

e Faithfully record the remarks, avoiding interpretation.

Here are some tips foridentifying response trends.

e Readall of the answers to a question and use the key word
technique. In other words, write down the ideas that surface most
oftenintherespondents’ remarks.

e Emphasize theanswers thathave the highestand lowest percentages.
e Highlightthe percentage of “don’t know” answers.

e Emphasize the connections between questions and answers.

Here are some tips for prioritizing needs.

Take intoaccount the:

e importance (numberofrespondents)placed oneachanswer;

e impact of the need on the population and the functioning of the
community; and

e possibility of satisfying the need.
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Canyouimagine the content of your needs assessmentreport? It would be
interesting for you to do a table of contents.
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Using theresults

Assessing needs does not end with
the report. Itis important to
publicize conclusions and
recommendations.

The people who were consulted

for the needs assessmentwould be
interested in knowing the results.
They mighteven like to discuss
them. You could organize meetings
to present yourresults and share
the comments.

The report could also be used to
demonstrate the importance of
carrying outactions, projects or
programs to correct the situation.

Finally, the needs assessment
report provides all of the necessary
information for you to start
planning your community project.
You can identify the goals and
objectives, and target the clientele
whom you wish toaddress.

Planning the
assessment

&

Choosing
the method

&

Collecting
data

&
Writing
thereport
=

Using
theresults

Remember

By assessing needs, you are starting
outon therightfoot. Identifying
needsallows you to specify goals
and objectives that:

e determine good planning;

o worktoward the desired
changes;and

e helpchoose programsand
activities and establish how to
carry outanevaluation.
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