Comprehensive Community Needs Assessment Template[image: A picture containing text, sign

Description automatically generated]
March 2, 2023

How to use this Template:
· Instructions are included in text boxes in each section. Please delete these after you have completed these sections.Be sure to delete blue boxes like these once you are done with them. These are provided in each section to remind you of the purpose or walk you through parts that need to be included.

· Use the Comprehensive Community Needs Assessment Handbook to aid in the development of your report. 
· If you have questions about how to use this documents, or idnetify corrections that need to be made in either the Template or the Handbook, please contact sarah@ctdata.org for assistance.
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A. [bookmark: _Toc126222605]Contact Information & Board Acceptance
Information of the person who should be contacted about the report, the date of board acceptance of the report, and the minutes from the meeting in which the CNA was accepted for Standard 3.5 (put meeting minutes in Appendix H1).


Name of Agency:
Principle Contact Name:
Principle Contact E-mail Address:
Principle Contact Phone Number:
Federal Fiscal Year:

Date of Board Acceptance of Community Needs Assessment (CNA) report:
See meeting minutes in Appendix H1.

B. [bookmark: _Toc126222606]Executive Summary
This is not a requirement but highly recommended. The audience for your Executive Summary are individuals who are interested in your community/region but do not wish to read the full report. It should be succinct and readable. Consider using visuals (data visualizations for quantitative data and “call-outs” for qualitative data). See Handbook p. 24 for ideas and options.


[bookmark: _Toc126222607]B.1. What is a Comprehensive Needs Assessment (CNA)?You can use the text below as is or make changes based on your expected audience.

A Community Needs Assessment (CNA) is an integral part of a community action agency’s (CAA) planning process and sets the direction for the agency’s work. It is a requirement of the CSBG Act [Section 676(b)(11)] and establishes a profile of the catchment area, noting both needs as well as community resources. 
Presenting both quantitative and qualitative data analysis, the CNA determines the needs in a community that can be addressed and the population that is most impacted by the need. The process of conducting a community needs assessment and the resulting report is the first step in gathering data for the agency-wide strategic plan and the CAA agency-wide community action plan. Data considered during the process should be sufficient to inform agency-wide strategic choices. 
The CNA is a key component of the Results Oriented Management & Accountability (ROMA) cycle of Assessment, Planning, Implementation, Achievement of Results, and Evaluation. Determining the needs and resources of a community constitutes the first phase of the ROMA cycle and sets the stage for the agency planning process. 
Ultimately, the CNA’s identification of prioritized needs on both the family and community level is the foundation of the strategic planning process and the basis for determining each CAA’s planned achievement of outcomes.

[bookmark: _Toc126222608]B.2. Who is (your agency) This section is not required, but a brief description of your agency will help orient readers to why you’re covering what you will in this report. (See example on page 36 of the Handbook.) Be sure to include:
· Very brief history
· Geographic catchment area
· Mission
· Bullet list of the broad program areas that you offer. For example, if you offer job placement and technical training, the program area would be Employment. 


[bookmark: _Toc126222609]B.3. Priority Issues Summary This section is not required but recommended. This priority issues should be completed last in the process. Create brief overviews of each of the priority issues you explored in Section E (Priority Issues). Briefly describe the need with an overview of some of the information you highlight as conditions, causes, assets, and gaps/needs. Try to pique your reader’s interest. What surprised you and other stakeholders that you would like to make sure your reader knows about? You can utilize key charts that you show in Section E and refer to pages in that section so readers can explore further. See the example on page 36 of the Handbook.



B.3.a Key Findings on the Causes & Conditions of Poverty	(Standard 3.4) This also is one of the last things you will create after you do the data exploration and engage all of your stakeholders to identify priorities, pull your Causes & Conditions into a table so that you and others can easily glance at this information and use it for planning or in presentations. See page 38 of the Handbook for an example.


	Condition(s)
	Causes

	
	

	
	

	
	

	
	

	
	

	
	



B.3.b. Table of Prioritized Issues & Service Gaps(Standard 3.4) Pull your Prioritized Needs into a table so that you and others can easily glance at this information and use it for planning or in presentations. Two examples are provided on page 40 of the Handbook.


	Prioritized Issue
	Service Gap

	
	

	
	

	
	

	
	

	
	

	
	





C. [bookmark: _Toc126222610]Introduction to Your Agency

[bookmark: _Toc126222611]C.1. Agency History & BackgroundWhat do you tell people about your agency when they ask? When was the agency founded and why? Include any particularly relevant history. Provide your mission, vision, and/or values. This information will help orient readers to why you’re covering what you will in this report.  
Be sure to include the towns in your designated catchment area. A map would be helpful here. See the example on page 42 in the Handbook.


C.1.b. Programs & ServicesBriefly describe the programs available at your agency. You might want to provide some high-level data points so people understand the size of your work. See the example on page 42 of the Handbook.   



[bookmark: _Toc126222612]C.2. Assessment Process BackgroundWrite a brief description of your methodology, or what you did to create this report (see page 44 in the Handbook for an example). This would include both a brief overview  of the data you collected & how you collected it, as well as the process you used to engage stakeholders in the process. This is the only place where you describe the process of how you may have engaged the community and external stakeholders. 
In the example provided, it assumes that most agencies are currently not engaging the community a great deal in the process of prioritization of what they need. If you primarily engage stakeholders in data collection, then you may want to simply note something like “We did not have input from stakeholders into the design of the report or in the interpretation of data, but stakeholder data collection is described below.” This then would be noted in the “limitations” section as a limitation of the report process.




C.2.a. Community Needs Assessment Workgroup Describe the role of the CNA workgroup. What was their purpose? What did the collaboration look like (met and how often, collaborated via email, sent a draft for feedback, etc.) and what was their role (advisory, provide feedback, help design process, engage their members, develop recommendations, etc.). This will help readers understand how the assessment was developed and what may be the strengths or limitations based on whose voice was included or not. See the example on page 45 in the Handbook. 



D. [bookmark: _Toc126222613]Community Profile
(Standard 3.2) The purpose of this section is to orient the audience about where you’re providing services, and to provide a demographic overview of the area you serve. You may want to explore things like “how are demographics changing related to population size, population age, race and ethnicity, etc.?” 
The following data elements are required in this report, and this may be a good place to start exploring them. Note that these data can be found in the CAA CNA Data Spreadsheet file provided by CTData. (See an example of this section on page 47 of the Handbook.)
· Poverty and its prevalence overall
· Poverty and its prevalence by gender
· Poverty and its prevalence by age
· Poverty and its prevalence by race & ethnicity





E. [bookmark: _Toc126222614]Priority Issues
This section is the presentation of the data you have explored about the domains that you chose (See handbook page 50) about the issues that have been identified as high priority by those you engaged in the process. This section is developed toward the end of your process. 
In this section you will lay out the data that you have explored about the greatest needs in your region. You should not include every datapoint you have explored, only those that you have identified as highest priority (ideally in collaboration with stakeholders). This section lays out the data to demonstrate what conditions and causes are most important, as well as the assets that are helping and where the needs still are (the gaps in the assets). 
The blue boxes are only in the first section (E1) but they list out the elements that need to be included in each section.



[bookmark: _Toc126222615]E.1. Domain 1: ____ 
What are the conditions related to this domain?(Standard 3.4) Summary of the condition with supporting data. How big a problem is this, or how severe is the problem? What is the scale of the condition (the percent of the population is affected; the geographic area most affected)? Who is most affected?  What did folks in your data collection say about the condition? Humanize the condition – humans are affected by the condition, what is the impact on them? How are their lives negatively impacted? See example in the Handbook (p. 50). Be sure to include: 
· Key charts or graphs of QUANTITATIVE data 
· ANALYSIS of the Quantitative data (why does it matter? What’s important about it? What does it show?) (Standard 3.3 & possibly 1.2)
· ANALYSIS of QUALITATIVE data that your agency collected. Show quotes that ILLUSTRATE the QUANTITATIVE data or help understand it more deeply and explain the why the quotes matter. (Standard 3.3 & possibly 1.2)
· ANALYSIS of Customer Satisfaction data (could be Quantitative or Qualitative) (Standards 1.2, 6.4)



What are the causes related to this finding?(Standard 3.4) Summary of the causes with supporting data. What does the data suggest about the drivers of those conditions? What is creating those conditions (and could stop those conditions)? See example in the Handbook (p. 52). Be sure to include: 
· Key charts or graphs of QUANTITATIVE data 
· ANALYSIS of the Quantitative data (why does it matter? What’s important about it? What does it show?) (Standard 3.3 & possibly 1.2)
· ANALYSIS of QUALITATIVE data that your agency collected. Show quotes that ILLUSTRATE the QUANTITATIVE data or help understand it more deeply and explain the why the quotes matter. (Standard 3.3 & possibly 1.2)
· ANALYSIS of Customer Satisfaction data (could be Quantitative or Qualitative) (Standards 1.2, 6.4)
· 




What are the assets?
Include the information you have compiled about the services other agencies are doing for those in your Geographic Catchment Area, as well as data about assets from ACS data (for example – something improving over time). See example in the Handbook (p. 54). Be sure to include
· Key charts or graphs of QUANTITATIVE data 
· ANALYSIS of the Quantitative data (why does it matter? What’s important about it? What does it show?) (Standard 3.3 & possibly 1.2)
· ANALYSIS of QUALITATIVE data that your agency collected. Show quotes that ILLUSTRATE the QUANTITATIVE data or help understand it more deeply and explain the why the quotes matter. (Standard 3.3 & possibly 1.2)
· ANALYSIS of Customer Satisfaction data (could be Quantitative or Qualitative) (Standards 1.2, 6.4)
· 



What are the gaps/needs? (Standard 3.4) When you look at the conditions and causes and the assets, where do you see gaps? Is there a lot of resources for one aspect of the condition or cause, but not another? Is there a geographic area that doesn’t have access to certain kinds of services? See example in handbook on page 55. 
· Key charts or graphs of QUANTITATIVE data 
· ANALYSIS of the Quantitative data (why does it matter? What’s important about it? What does it show?) (Standard 3.3 & possibly 1.2)
· ANALYSIS of QUALITATIVE data that your agency collected. Show quotes that ILLUSTRATE the QUANTITATIVE data or help understand it more deeply and explain the why the quotes matter. (Standard 3.3 & possibly 1.2)
· ANALYSIS of Customer Satisfaction data (could be Quantitative or Qualitative) (Standards 1.2, 6.4)
· 




[bookmark: _Toc126222616]E.2. Domain 2: ____ 
What are the conditions related to this domain?


What are the causes related to this finding?


What are the assets?


What are the gaps/needs? 



[bookmark: _Toc126222617]E.3. Domain 3: ____ 
What are the conditions related to this domain?


What are the causes related to this finding?


What are the assets?


What are the gaps/needs? 



[bookmark: _Toc126222618]E.4. Domain 4: ____ 
What are the conditions related to this domain?


What are the causes related to this finding?


What are the assets?


What are the gaps/needs? 



[bookmark: _Toc126222619]E.5. Domain 5: ____
What are the conditions related to this domain?


What are the causes related to this finding?


What are the assets?


What are the gaps/needs? 



[bookmark: _Toc126222620]E.6. Domain 6: ____ 
What are the conditions related to this domain?


What are the causes related to this finding?


What are the assets?


What are the gaps/needs? 





F. [bookmark: _Toc126222621]How This Report Was Created

[bookmark: _Toc126222622]F.1. Big QuestionsWhat are the questions you explored through this report? The two big areas of questions would be “what are the causes and conditions of poverty in our region in our domain areas? How has that changed over time?” “Which causes and conditions of poverty are most impactful to people living in poverty in our region?” Etc. See example on page 57 of the Handbook. 


[bookmark: _Toc126222623]F.2. Community Needs Assessment WorkgroupWhat are the names of the people on the workgroup, and what were their roles? This will help build trust. See the Handbook (p. 57) for an example


[bookmark: _Toc126222624]F.3. MethodologyIn this section you will describe in a bit more depth about the data that was used in this report. You will especially want to provide more detail about any primary data (data you collected). Write a paragraph about each source with the details in narrative form of when was the data collected, from whom, what was the response, who was involved in analysis, etc. (This can help you develop your limitations.) Include a sample of the collection tool (survey, focus group protocol, interview protocol, etc.) in the Appendix and refer to it here. See an example of this section on page 58 of the Handbook.


[bookmark: _Toc126222625]F.4. LimitationsThe limitations is a section about transparency. What should people keep in mind about the report (especially your data collection or your process) in case they would like to use it to inform their decisions. Who was not involved and how could that limit how the results should be used? What data could not be collected or found? What were the limits in the data collection samples (who didn’t you get surveys back from, who was included or not in focus groups, who was invited to community meetings compared to who came, etc.)? See the example in the Handbook (p. 61).


G. [bookmark: _Toc126222626]Next Steps
What’s next related to the findings from this report? This section might be fairly short but it develops confidence in your stakeholders that all of the time your clients people spent giving you information about themselves will be useful. This will help develop trust and may contribute to an increase your response rates the next time you go to collect data. See the example on page 61 of the Handbook.
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H. [bookmark: _Toc126222627]Appendices

[bookmark: _Toc126222628]H.1. Board Acceptance Meeting MinutesAdd the meeting minutes from the board meeting where this CNA was accepted (Standard 3.5).
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[bookmark: _Toc126222629]H.2. Data Sources: Quantitative and Qualitative Data There are two kinds of data that you are working with: primary data (data you collected yourself) and secondary data (data someone else collected and you are using). Refer to this list to understand the kinds of data that you may be using that are primary data. For example, if you are compiling newspaper articles from your region and analyzing them systematically using coding (qualitative data analysis), your data source is “record review: newspaper articles,” or something similar. If you are using one newspaper article to highlight a data point or a quote, this is simply a citation and is not a data source. See page 62 in the Handbook for an example.


H.2.a. Primary Data Collected
	Who provided the data
	Location(s) of Respondents
	Collection Tool
	Type (Quant or Qual)
	Method of Collection
	Date/Date Range of Collection
	Analysis Methods
	Page(s) where Info is Found

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	





H.2.b. Secondary Data CompiledUnless you have an agreement with a partner for them to provide you with qualitative data, none of your secondary data will be qualitative. Remember: if you systematically review articles, that is a document review and is considered primary data collection. If you are including a quote or datapoint from an article, that is a source of information, not a dataset. See the example on page 63 of the Handbook.


	Data Source
	Dataset
	Geographies
	Date/Date Range of Dataset
	Analysis Methods
	Who Analyzed the Data?
	Page(s) Where Info is Found

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





[bookmark: _Toc126222630]H.3. Primary Data Collection: SectorsThere are two aspects of data collection – who data was collected from, and how the collected data was analyzed and integrated into the CNA. In this table, simply list out the organizations that you included in your survey or focus groups of local institutions. See Org Standard 2.2 for more information. Information should be compiled from across your service area. See example on page 64 of the Handbook.



	Organization
	Location(s) of Org
	Method of Collection
	Date of Collection
	Page(s) Where Info is Found

	Community-Based Organizations. Examples:  United Way, Salvation Army or other multi-services non-profits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Faith-Based Organizations. Examples: Salvation Army, local churches, synagogues, mosques, interfaith service organizations

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Private Sector. Local for-profit sources. Examples: Chambers of Commerce, local business improvement districts

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Public Sector. Examples: Department of Social Services, Public Health departments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Educational Institutions. Examples: Local school boards, universities, community colleges, trade schools

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





[bookmark: _Toc126222631]H.4. Primary Data Collection: People with low incomes (Standard 1.2) Look back at your table in Section H2a. For those groups that you collected data from that included people with low incomes, copy and paste the names of those groups, include information about how you knew they had low incomes, and copy over the page number where analysis of the data can be found. See example on page 64 of the Handbook.



	Who provided the data
	Determination that they had low incomes
	Tool and Method of Collection
	Where Included in CNA
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[bookmark: _Toc126222632]H.5. Data Collection Tools 
H.4.a. Needs Assessment SurveyCopy and paste the questions from paper surveys, as well as focus group and interview protocols here. If you conducted document review of newspapers, provide information about your process here. If you only have your questionnaire in an online location (Google Forms, Surveymonkey), you may need to simply add the pdf as an appendix in the final version of your report. As long as you have integrated this information into your report, there is no need to include all of the survey data you collected unless you feel it is important for transparency or could be useful for other partners in your geographic service region. It is inadvisable to include focus group or interview raw data, as there is a chance that some of the information could be identifiable (anything that would help people figure out who said something). 


H.4.b. Focus Group Protocol(s)



H.4.c. Interview Protocol(s)


H.4.d. 



I. [bookmark: _Toc126222633]Works Cited
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