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Completing a comprehensive needs assessment in a short period, for instance 
six weeks, requires a fair amount of planning and flexibility. To help with quick 
assessments, we have created a simple guide that illustrates the major consider-
ations and tasks that should be completed during each of the weeks. The guide 
focuses on four major categories of activities, each defining an important com-
ponent of the overall assessment. The categories represent activities that dis-
tinct subgroups may work on during the assessment or that the whole team may 
collaborate on in all four categories. 

1.	 Partner commitment: Gaining and maintaining the commitment of partners 
to support your needs assessment is essential, especially when you will be 
moving quickly to identify and to analyze needs so that you can make decisions.

2.	 Planning (desired results): Defining the desired results at the strategic, tac-
tical, and operational levels provides for the important comparison of cur-
rent and desired performance. Do not assume that desired results are clear or 
that adequate indictors and measures are available.

3.	 Data collection (current results): Defining needs (that is, gaps in results) 
requires data regarding the current achievements with parallel indicators and 
measures of the desired results. Especially in quick assessments, the data col-
lection process must be efficient to be able to properly identify needs.

4.	 Process management: Organizing and administering your needs assessment 
is critical to your success.

Use this guide (along with the other tools and techniques included through-
out this book) to plan your next assessment, but keep in mind that planning for 
a successful needs assessment requires both patience and flexibility. 

A Six-Week Needs Assessment 
Implementation Guide

Appendix A.3
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