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This instructional~booklet is ane of a series prepared by, the %

W

Special Cammmity Service and Continuing Bducation staff at Tekas AsM

University. Its pirpose is to introduce a diverse body of adult educa-

tion program planners to basic céncepts-mtegral to and alternative
‘,strategiesappropnateforcmduct:mgneedsassessnents. AbroaAbase ,
e . ofresearchandmfozmatlcmrelevant,topmctlcehaébeentappgm;

-thedeveloprentofthesenes. . b

-

. This series is not J.n 1ts»fmal fonmhut :LS rather "in develop-‘

6‘

ment" as prepared for one-on—one testmg 1n oonjunctlon w1th a collectlcn

of adult educatlon pr ct:LtJ.oners. Reflnements are to be made subse- \ -

»
- ' -

. 'q:enttomxe—m—me,érﬁllgmandfleldtestmg

%cogmtimmgivmtothoseagencmsandmdlmdualswmm

LI " Q

. . contril;uted to the ‘development of thJ.s ‘series: o ‘

.' ' ’ © U.S. Office of Education,’ Depart:nent of Health Educatlon and -
\ 3 -

,Welfaze,forprov:.dmgfmda.ng ’ | . o

A TS
-
L M S

. Parthipants in tl’E‘pllOt test act1v1t1es for ge.neratmg case
study applicat:.ms Dav1d ﬁ Chagoya, Mr Robert Felder, ,; o
. . §\ AlJ.ce ~Franzke 'Jon Jormson . Sr. Maria J. Ieavy Mr. Jose T

” ¢
Capt William J. Schrank’,Ms I_olsSoefJeaner CharlesWelchert

Y L}
.

A D _Leza, Lt. col James»v.Mahoney Jr., ME.) G..M. Milbum, Jr.,
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Members of the staff flor continued mbes?rent in all dimensions

of the project: Dr. Pauiette T. Beatty, Project Director; Mr. Bill

a

Hale, Mrs. Mlchele Sabmo, Mr. Walt Troutnan and Mrs. Audrey Tsui-

. Chan, ,;e;earch Asseciates ; and Mrs Merle Rucker and Mrs.ﬁrenda
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Snow, Secretanes. : ' .
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Project consultants for willing collaboration in materials develdp-
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ment and testing as well as external evaluaticn: Dr. Ernestine B.

-Boclair, Dr. Wayne L. Schroedé® apd Dr. Thomas J. Sork. ~
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Persons des:.rmg addltlonal mformatz.m about the mstructlonal

Booklets in this serles please contact . - o7
. Dr. Paulette T. Beatty - © - L'
Adult.and Extension Education v L
- College of Education . _—_—
Testas A&M University .
, ] College Station, Texas 77843 , .
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necessarlly reflect the position, or policy of the U.S. Office of Edu-

catién and no official endorsanent by the U.S. })ff:. of Bducation
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Introductory Booklet contd. i . T,
within the field are limited both in number and utility. Px:éicf‘tic?i
guldelmes for engagement ln the needs assessment undertaking have '
not been adequately spec1£1ed. Thus, a specific process model or stxet-
egy is not readily ava:ilable o prov:.de direction in detemining what
i:nfotrt\atim to collect, where the information is to be found, how the
information is to be ga::Iiei'ed , how the information is to be processed
and’ how the 'infoxmatieh is to be interpreted. Without such guidance, *
a valid and reliable basis for programning cahnot be assured, Second‘,
a nurber of sources outside the field exist which \address the needs -
assessment process; Such sources, typically incorporate a level of

v

spec:.flcn.ty th.ch do provlde adequate guidance for a practltlone‘r in
ccnductmg a n%ds assessnent. However they are mst.mtutlon- or

cmtext—spec:.f:Lc and; therefore, are built upon same assunptlons which
are inappropriate given the dJ.versa.fled contexts, focuses and insti- |
tutional settings with:in which adult education programming takes place.
As .a oonsequenoe, though. they offer concrete and spec1f1c guldelmes
for oonduct:l.ng a, needs assessnent fmn a partlcular mstltutional {

perspective, they are inadequate because their guldellnes are not

transferrable to ddult eduction settings. -. v

A serious responsn.blllty exists within the fleld to address this
needs assessment void, glven its cent.rallty and its s1gn1f1cance to
the enti.re prog:;am planning process and plt:mately to the quallty of
life of adults within our natJ.on. ) .~

Consequehtly, in response’ to this challenge,, the principal author
of this se;les has applied hersel(f cver a several year perlod bdth on

-a part-time’ and on a full time bas:.s, to the-re/golutlon of this

‘ , ~ -

, o’
A 4 .
A . - L)
f . .

e SR
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within the field are limited both in number and utility. Practlcal . -
guldelmes for engagement ln the needs assesement undertaking have —
not been adequately spec:.fled Thus a specific process model or strat-
egy is not readily avallable o prov:.de direction in determining what
mformatlm to collect, where the information is to be found, how the
information is to be ga::hered, how the information is to be processed
and' how the 'informati'oh is to be interpreted. Without such guidance,
a valid and reliable ba515 for programnlng canhnot be assured, Second,

a number of sources outside the field eX.'LSt which address the needs K
assessment process. Such sources, typlcally incorporate a level of ﬁ -

v

spec1f1c1ty WhJ.Ch do provlde adequate guidance for a practltlone‘r in

omductmg a needs assessnent HoweVer they are lnstltutlon- or

cmtext-speca,f:Lc and; therefore, are built upon same asmmptlons which -

3

are inappropriate given the dJ.versa.fled contexts, focuses and insti- |
tutional settings within which adult education programming takes place.
As .,a oonseqhence, though. they offer concrete and spec1f1c guJ.delJ.nes
for oonductmg a needs assessnent frcn a partlcular mstltutional {
perspective, they are inadequate because their guJ.delJ.nes are not - . _
trahsferrable to adult eduction settings - . |
A serious responsn.blllty exists within the fleld to address this _
needs assessment void, glven its cent.rallty and its slgnlflcance to
the enti.re program planning process and plt:mately to the quallty of
life of adults within our satim.' SRR
.Consequently, in respopse' ;o this challenge,, the principal ‘author
ef this sei:'i;es- has applied herself over a several ygar period, bdth an

b3

-a part-time’ 'and' on a full-time basis, to the-;r.ésolution of this

T 4
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'critical proklem of the field. The outcme of these m%each efforts

was the development .of a needs assessment ;ii'ocess model for use by

adult educatlon program plann s J.n whatever J.nstltutlonal gttmgs -
they find themselves. The next step in, the resolutlon of /th:Ls need of

-

void w1thJ.n the fleld was to "translate" tlus general process model
from its stylized and technical research mode into a. set.,of hands-cn
training materials. “This is t:tlrrently being made poss,1ble thzodgh a
grant fram the Special Cammmity Service and Contmu;.rp Edudation
Program of the-Deparhnent of Education. Through this grant, our pro-
ject i‘s cammissicned to develop these nlateriaJ:s, test. them,?.xtm,th
diverse aduit education programm_ng pr-efessionals in Texas, progres- '
slvely refme them and ult:mately dlssemlnate these materlals nation—
,

‘ally. . ’ .7

Definiticns Hfo:( Instructional Series

/

'

~

"It is important to distuss the central concepts which form the,

foundation for tp’e_gzitlre instructionAl series; namely, need and needs

assessment. ‘We will describe themeam.ng which we are applying to
thesetennsand%roduceyoutothemarmermwhlchtheymllbe f
enployedmthebooklets Wewillflrstdlscussthetemneed,how
vltJ.scammlyusedandtherestrlctedsensemwhlchwemllbeusmg

it. Then,, we will dlscuss the tem needs assessment, our defmltJ.on

.

of needs asiessment and the specific l:-mutatlons ‘which such a definition

automatically carries with it. .

Need is a t.rlcky term because-it is in so many dlfferent

ways. People use :Lt to describe presen problems with th.ch they are ,

faced. "The young people in our cammlty have a major heed, their

10

)




) . Introductory Boocklet contd. . 4
‘? meqployment rate is at 37% " People also use the term to describe a
o~ goal that they are try:.ng to a,ch::.eve ,"v:7e need equal opportunity em-
- ployment in our odummxty.“ To further ocmplioate the situation, peo-
ple speak of needs as organlzed actJ.ons to attain an end. "Our can-
nn.mn.ty needs low—oost day care centers to make it poss:.ble for young
morthers to enter the job market."
S Ifwearetoproceedtogethermanydlscusmmoftheneeds '
assessment process, 1t is J.mperatlve that we share a cammon peroeptlon

ofhowthetennneedlsbemgused Aswedefmethetenn,andas

(]

-

) ) many planners arecurrently defihing the temm, need is not a pr%_blem, o .
not a present degraded’sit{latiorf- need is not'an end, not a future
goal to be achleved need is not a means, not olanned program to

e et pere st

PR ’ attamanend. Need 1sad1screpancy between where people are and ,
where they‘want to be wr where sameone else thJ_nks they are and where

they ought to be. Need is the gap between a present condition and a-
des:.red future condltlon. Further, the issue of who says.there is a
need is a crltJ.cal one and is fully. addressed in one of the booklets.
| If this defmltlon of need is applied to an a.ssessnent process,

then-it follows that the needs asses_snent process is essentially a
system .oy identif;/'ing both the present situation and the level of | 3
’ aspiration of seléct g';roups of people.- Further, if, with this infor- '
- ’ ‘ mgon, (discrepancies are found to exist, néeds have been identiffed:

4

Simply expressed, needs assessment is a tool for decision makers.
It is a systematlc process that provides the right infonnatlon at the .

right' time to the right decision maker. - , ' _

Decision makers like yonrselves.have other’ tools at their disposal
. ) * — . o r -
T . 11

- cm—. a gy

~——
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for _enhancing the quality of the;r dec:.s:.on—malung Two of "these tools

are espec:.ally Jmportant namely, the- creatlve J.ntultlon and ‘the prae-
¥ Iy -

tical expeﬁeaee—ef—@qe—dee;:saon—maker( There is no substltuté, in-

§. Y.
clﬁdmg needs assésgment, .for what mt;u.hon and experlence bring to

the dec:.s:.on?walu.ng process. What needs assessment can do is ccmple-—
ment these resources. . It cannot take thelr ‘place. 7
The mfonnat.;.on. system we will be talking about is a special. kind
of information sygtan It is a system developed to help us learn more
about'people?xi about the1r needs in order that we——as providers‘ of
services for pecple-—can n;ake an approprlate response, can help reduoe
or el:m.mate the needs that are found to ex_lst Needs assessﬂént 1s )
not the process of respondmg to needs l:ut rather is the process of
1dent.1fy1ng and analyz;mg needs in such a way that we -can dec:.de if .
any response or what type of response is approprlate on our part. ‘I‘hus
- needs assessment is the prelude to and -the foundatlon for the program

' developnent or: bu:lemg prooess ‘ ' ..

\ \

A’ cautJ.on is in order ThJ.s serles, whlch descrlbes the needs.

.

assessment process, does n“oré lr‘iégrng into an "educatlonal" nejeds‘
'assesénent such as is frequently undertaken by edut:at.lon practltloners -
J,n our traditionally yotith onented institutions. They would be look-
ing at needs such as ‘the read:ing level or the.knowledge of history of ‘
theif student body. This series r’epre'sent':s, on the/ggnt.r'ary, a needs

assessrxént not‘ limited to assessing\ purely educf*ational needs, oL, dis-

. crepanc:.es, hut one which is focused rather on the very broad dgmains

of l'nJman enterprlse, ‘such as the quallty of mterpersonal relat:.onshlps,

or the quallty of civia responsrblllty w1th1n the cgmmnlty. One

. A L 1

L : | .a.2 .

PP, L e e e

'l



Introductory Booklet contd. - . - . . 6{;

-+

could say that we' are looking at "l'nman" needs rathér than "educational"

needs: This pos:.tlon is based on the_prenise that many problem sit-
r v . ' ) uvations exist which do nortp, on the exterior, have the ';trappings" og
I an educatlonal problem;” but*which do have.a ‘dimension that can be agﬁ{o-
:‘-1: o prlately addressed, at least in part, by educational programs or, ser-

| /vioes Cmversely, those problans which do have the "trappings" of -

" . educatlonal‘ nesd states may likewise be.met, and at- t:zmes, in' a more -

- substantive er by prograns -or services that are not strlctly edu-~

cational. ~ A . . Co- R

; N u'(heotl'lercatrtionisffrportantinalrdiscussim. There are two
d-'LSémCt levels within vhich an assessment of needs is appm;ria'te L ,

ﬁ"” Fn.rst, there .'LS tbe :Lnstructlonal level in which a spec1f1c education-

IR
’”

-al diagnosis 1smédeof persans engaged J.ngr abouttoengagelnan

’ T ‘ educatlmif{r‘jgm. Needs assessment at this ieveI is primarily~a .

LT o T, ‘e
ot a tool for and a responsibilityao‘f’ the -inst.ructor., It is enployed to .
LA identify educationaln%ds, and it serves as a basis fcir’determiging

o what is to transpire in the teaching-learrﬁng envimrﬁnent "Second, «

- 3 . .there is the progranmlng “levél in which a general dlagnosls 1s,3£ade ‘of -
' .~
. seXect groups of persons N&ds assessment at th:Ls level is primarily

a tool for and & responsibility of tm program developer or adnunlstra-
tor. It is employéd to identify a )otentlally broad array of human

Lo ’

needs, and it serves as a basis for detemmining whether or not an educa-
4 N \ .
tional program ought to be des1gned as a partim. or canplete response

to that need. I% is the secdnd level of needs assessment thae: ‘is of

U

interest ta us in this series of instructional: booklets namely, n@ds

sment for prOgram planners
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L - Purpose of Instructlonai Series 7 -

!

Two ﬁmdanenta.l purposes are seeh for these J.nstructional bookiets.

-

First, one purpose is to assist pmfes”s;mna:ls engaged in building edu-~
cational programs for a&alts in conducting quality needs assessments,

' Obv:.ously, needs ariout there and it is essential that persons in

pOSlthIlS of leadersh:.p and responsn.b:.l:.ty have the capablllty of

extractmgtheseneedsﬁuntherealmrldmavalld reliable and
useful manner. By domg so, programnatlc dec:.s:.m—ma.lung willjbe in-
fommed not only by mtultlon and experience but also by information
that _cari be . Second, another equally -important purpose is

s’

envisioned for these instructicnal booklets; namely, to assist program -

Qgde:velc:pe:r:s in becaming canifortable with the idea of needs’ assessnent.
Needs assessment has became a buzz word of the seventies. As such, a

mysthue has bequn to suxrmmd the enta.re process which tends to place

’allwl'loapproachltlnapostureofparalyzedaweratherthan1na

posture of dynamJ.c mteractlon We.want you to reach that level of

canfort whlch will pe::mt you to call upon the needs assessment prooess
/

in 2 flexible manner and at those times when you judge it’can best

I'd * ‘ N
senreyourpurposes - .

-~

Needs assessments that will result fram the appllcation of the

ooncepts and processes’put forward in these booklets will be as varied

in fomm and substance as the field itself. This is both true and com-
mendable. It is our hope that these materials are so designed as to

pemit~-no, insure-~~that variébility. Indeed, a needs assessment is,

" in' same respects, much like tailor-made clothing. It will goe good

only if it fits t-he'wearer, and in the’'needs assessment enterprises

14



, associations; military; and commmity gexv:.ce, health.and welfage

focus: programing for adult learners. °

_Introductory Bocklet contd. ' . 8
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of adult educatlon, "one s:.ze, does not fit all" You can make your \\“

-
needs assessmerit cauprelmsa.ve or focused fonnaf‘or informal, lengthy

or(abbu:ev:.ated, costly or inexpensive.a There are all sd.zes, shapes and

—a

descnptions fortl'lerelsnomecorrectn%dsassessmnt 'I‘hecor-
rect one is one that builds fqr you a valid ‘reliable informati, bag,e
fram which program develomment can proceed.; It is only good or/correct

ifitdo;asx'vhatymwant it to dao!l
. S, T . A
Target Audlence for Instructional Ser:.es
! r
ThJ.s mstructlonal series is intended for use by people erx;(aged

q‘.n program planning for adults in such dn.verse settings as: coopera-

tive extensi&x service; colleges and universities; museums; hospitals;
labor unions; religicus mst':.tutlcns, publlc elementary and seccndaq&
schools, business and :Lndustry correctlcnal mstltutlons, propr:. \
and tradb\mstltutlons comunity colleges; 11braries, profess1onal 2

, 3
associations. - ®

S e

. It is for proféssionals who assume quite disiimila.r sounding roles
within these institutions such as: Corporation Training Consultant;

Base Training Officer; Dean of Public Service, Adult and Cmtmim/g

, e , .
Education; Director 'of Commmity Service; County Extension Agent; Staff

Develop'rmt Specialist for Adult Resource Genters,, Director of Adult

Services, Coordmator of Patient E‘ducatlon, Coordmator of Apprentice-
ship and Training; Union Research and E‘ducatlon Dz.rector, Director of

Office of Adult Education; and Coordmator of Rel:.g:.ous E‘ducatlon.

Thesé indiviguals and these institutions are united by their’

.
» +
s - .
~ - : - , . 4 . *
. o AT A - -

7/

-
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« ‘ Content of Ir'!strucﬁtgr\xal Series

‘1 There are five instmctlonal booklets' in thJ.s series.in addlta.m

' to tbe present’ one, An Introductlon to Needs sessment These Book-

lets each <ontain an qntroductlon cor1515tmg of a Sllce-Of-llfe analogy .
to the quest:.on raJ.sed w:.thm the booklet, a highlighting of the pur-

'
.

- pose of -and ratlonqie €or et and a dJ.scussa,on of its relation-.

'shlpbotbe rest of { program\ opment process. Thebody of the
booklet contains a dlsCuélon and, definition of }the central concepts )
with acoanpany:mg eleanples, and a review of the major'processes to be

- mldertaken "in the resolutlon of the question “addressed, also with il-

- lustrative examples A sumary, sect.lon hlghllghts the central p_o:Lnts
ofinsu'uctionandhelps establ;Lshal.u'xkagc=.~w:.tl'1tthybwmgY LT /,
. _ C

. bOOklEt' - ” a . > h \
. ’ = ’ ! o ’ ’ . \
The five booklets of the needs assesshent process are: ‘

Booklet 1 De@:emi"ning Wh;at Infdmation to Collect

* Booklet 2: DetemunmgmerelnfomatlmCanbede §
‘Booklet 3: Detmé.\;zl-gﬁmxnfomatlmcanbecatrered

i Booklet 4: De’é‘rqﬁung How to- Sunmanze Information ;

Booklet 5: Betemunmg How to Interpret Infomatlon . : '

N \ . Use of Instmctimal Serles

‘.f'l'l'xese instmct}opalbookl,etshavebeenpresentedtoym in a log-

ical sequence asne‘plénning' tool to assist you in making those deci-

sictns oentral to the needs assessmept undertaking. It is anticipated . B
that 'fom'tif:l.ed by these rescurces, you will be able to take these

1dea§‘andimpla'rentttmmatmesequencewmchmayormaynotpar- '

Q et deeam

allel the loglcal sequenoe of the instructional “bookilets.
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A boo}flet fonnat was selected to prov:.de ycu with the ‘latltude to
. ‘ e.nter, exit end skip -at°any po:.nt you des:.re This was done because
| ’ wehaveasmmedthattheremybetmeswhenJ.tlsadvmsgleandfea-
- s:.ble to ente:r and ex:.t the needs assessment prwess at various stages.
sFor example, pe.rhaps you have access to an array of data that has :)ust
! beengolle‘étedby@colleague m&mrdepartmentandyouhavebeen
askedto "seewhatyoucanmkepf it", Yo‘ticouldgo dlrectlytobook-
let number four of the process and begin there with the processing of
B . v the data, w1thout consultlng the previous booklets Or, perhaps you

=~ Y - havealreadyldentlfledthe of mfonnatlon youwantandyou}mo&

r. 4 'you aze_mtted to a phone y as the methodef data cc):llectlm.’
b - Howe'ver,ya’lhaveyetto\ , ethebestsazrcésforfwrinfoﬁna’-
.o tion. mthlsev%nt,ywsrmldgotobookletnunbertmandthen-
dlrectlytobookletm:mber fJ.ve. ' On the other hand, andperhapsmost
frequently, there will be ~occasions in whi¢h you will be starting at
theverybeg:l.nnlrxgmdprogressing throughtheendoftheneeds assess-
mentprocess.‘ We recammend that’even though you think you can sk,.lp
v certa.m:steps as youp:r:oceed to implanent the precess, you should
résearch this ca;:efully Tt would be better for you to study the beok-
. let in questlon befp:re you dismiss the cperation campletely. I; after
e ”chec}ungthebookletwaéaymcanbypassmbecauseofcertam
- givens in your situations, you have at least avoided same: potentxally
critical gap in your pzsopess. ' )
- Benefits of Instructicnal Series |

N S ,Am.mberof benefltsaxeexpectedtoresultfranthemplenenta-

tlci's of thJ.S proaect F:.rst, a-series of tram,mg materials will have
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_ments in the area of needs assessmt,
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been developed with a hlgh level of val:l.dlty, relJ.ab:Ll:Lty and utJ.l:Lty
for a dlverse body of practltlmers of adult educatz.on within our na-
tlon mereas;many tram.mg materials are developed fram the exclus:.ve

perspectlve c}f%ractlce :.n\the field, these training mater:.als w111‘ ! »
havebeendevelopedasaresultofthemteractlonofboththeoryand

* practice.. A rich theorétlcal base provides the underpinnings, for the

model, Ebctens*ve practltloner interaction with the training :Lals\
derived from the needs assessrent model provides the enr:.chnent and
the reallty testmg for the tramingmater:.als. Second, a void. in the

professional devei.opnent of adult education program planning practi- ¢ |

tJ:oners will have been filled. The most readily accessible form wiuck&s(

%-‘
professa.mal develognent could take is not through the develpgnent of

graduate level prograns of tra_mmg or even through an elaborate pro-

ing workshopss but rather threugh the re;,t
tJ.vely mexpens:.ve medium of the printed word. These traJ.nJ.ng mater-'

gram of \in-servace

lalsmlltmshavethepotentlalformpactmgbroadsegnentsofprac-

 titioner groups which might otherwise have been unaffected by develop-"

Thlrd the act::.ve involvement

of practltioners on both the grass moots level—-pol:.cy zmplem@ters—'
‘@nd on the highest levels of institutional leadershlp--pollcy makers-—

\‘\

vmldprov:.detheldealmxforthe innovations J.npractloe proposed

‘within the needs assessment training materials to be fully -adopted.

This broad adoption within the field will constitite a major contii-

bation to the pmfess:.mal_uatlm of practice. ‘ L

Thus, thwprogectisexpecteatoresultmtﬁepreparationofr
valid, reljable and useful professional development tra_m:mg' materials,
' 13,
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which will be readily A’ac:cessible to all aduq.t education program plan- . {
ning practitioners and which will have a high probability of being

broadly adopted by the field. 'The ultlmate benefit will be the contri-

bution of the prOJeq: to, the improvement of the quality_of life for .
md:.v:.duals, institutions and cammmnities.
" Summary .

This series of bocklets is designed to flll a void in the needs
’ assessnent lltera%ure aJmed tcward the adult education program planner

" The meds assessment llte.rature spec:.flcally,wrltten for assessors has *

-

'been deficient J.n two respects first, little ‘or no dJ,rectlon on in-
fomatlon ldentlflcatlcu‘l, Jdocation,” co}lectmn, processmg and mter- .
: . ) pretatmn and; second, few allowanoes for the dlversa.ty of contexts and
te _ J.nstltxrtlonal settings in whmh assessors find thémselves.
“We wn.ll provide you with the planning toels for effectively con-

ducting a needs assessment. We cannot give you answers for your needs

assessment, but we can help y&u find the answers which are best for,
an ¢nd. Each basic decision should be faced before you ‘jump ahead
and find yourself cve:cwhelmed by the needs assesm\en(( process. MNeeds

assessments are not s:mple. But they-can be\rf\certam definitive - /
/\ steps are taken. To be effective and prcv:.de you w1th’( valJ.d and

R

~ - rehableprogrmmhgbase,cerem:stbetakenateachstepmtlxe

.e
v
-

' process, Good luck as you begin.




