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Needs Assessment Template

Public health professionals who want to launch a community can use this tool with potential members to assess the need for and interest in the community. 

Assessment Objectives
1. Collect information about participants’ background in <domain> and their current roles and responsibilities within their respective agencies
2. Identify challenges or problem areas within <domain>  that are important to participants and could potentially be addressed through collaboration

3. Identify knowledge gaps

4. Identify skills or information that participants may be willing to share with other CoP members
5. Identify potential stakeholders or partners not yet engaged in the CoP
6. Assess factors that would influence willingness to actively participate in the CoP, and determine interest in assuming a leadership role or other responsibilities 
7. Assess preferences for format and frequency of periodic meetings and on-going collaboration  
Proposed Process

This is designed as a telephone interview that takes 30-45 minutes. Ideally, interviewees will receive a description of the domain (community focus) to be reviewed, including the list of assessment objectives, a week prior to their interview date to allow for advance review and reflection. The community leadership team can also weigh in on the potential scope and governance structures. 
Results will be compiled and analyzed and the interviews may be recorded or transcribed, if appropriate. Interview findings can be analyzed to identify potential focus areas for the CoP. 
Proceed to the next page to see the Needs Assessment template.
Interview Guide: Assessment of Community Assets and Needs
Do you have any questions about the community description circulated in advance of our call?

Now I will ask you a series of questions to help collect your preferences on the scope and function of this professional community. But first, I’d like to get to know a little more about you. 

General Background

1. Please take about 1 minute to tell me about your position within your agency by describing the programs you are responsible for. (The key here is to elicit a description of the responsibilities, not just the job title) 

2. Tell me briefly about your background and experience in <domain>. 
3. Have you participated in past public health learning initiatives or collaborations related to <domain>?

If yes, - 

a. Which one(s)? Describe.
b. Would you describe your participation in this group as a listener, presenter, facilitator or another role?
c. What aspects of this collaboration were most helpful to you? 
d. In what ways would you like this CoP to improve upon that collaboration’s work?
4. How do you currently stay informed about topics related to <domain>?
5. Describe ways in which you already collaborate with your peers on <domain>.
6. Who or where do you look to now when you want to learn more about <domain>?

Scope

I will now ask some questions that will help define the scope of this CoP. Our hope is that the CoP will lead to shared learning and specific projects that address participants’ diverse needs and interests. 
1. <Domain> is a broad domain. What areas would you like the community to focus on in the first year?   [this could include multiple topic area suggestions]
2. What are some hot topics that practitioners often struggle with or that reflect a particularly tough problem for you that this group could address?

3. What information related to <domain> would help you do your job better? What do you need to learn?
4. Can you give some examples of areas where you would like to learn more about best practices or lessons learned by other agencies?

5. What do you think the goals of this CoP should include?

Participation

The next few questions are related to your participation in the community.

1. What are some of the successes or skills you or your agency has had related to <domain> that you would be willing to share with others? 

2. What lessons learned or challenges could you share with a community focused on any of the topics we just discussed?

3. Our hope is that as participants share openly with one another, the community will evolve into a critical and valuable forum for professionals to learn from each other. Participants will become comfortable sharing their work and asking questions of each other. Please describe the characteristics of a community in which you would feel comfortable sharing information and professional challenges.
4. Other than the stakeholders already involved, including  <list stakeholders>, are there any other specific individuals, groups, teams, or partner organizations that you think would be particularly interested in this CoP? 
Governance and Structure
The CoP sponsor will play a role in facilitating this group, but will share responsibility for setting priorities with members. For participants to play a key role in setting the group’s agenda and implementing its work, they must be active in CoP leadership.
1. Do you have an interest in helping to shape the agenda and structure of this community?  

2. Volunteers will be needed to help facilitate meetings or calls, record key information, participate in a planning team, and so on. 

a. Which of these roles and responsibilities interest you?

a. Are you interested in being a part of the planning team? 

3. Are there people working in this field who you would like to see as leaders or facilitators in this community? 
4. This group will likely convene regular meetings with participants. Please let us know which of the following meeting formats you would prefer and how often you think meetings should occur:
a. Webinars 

b. Conference calls 

c. Are there other formats you suggest for regular meetings?
5. The community will also provide the opportunity for on-going collaboration between meetings. Please discuss your preference for using any of the following technologies, including the likelihood and frequency with which you might use them: 

b. Web-based discussion or message board on which participants can post and discuss documents, presentations, questions, news, etc.
c. Listserv

d. Are there other formats you suggest for on-going collaboration?
This takes us to the end of our discussion. Do you have any other comments or questions?
Thank you for your participation. (You may want to conclude the interview by letting them know how you will share the results of this assessment with them.)
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