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Process Evaluation

Needs Assessment:

Competencies Checklist

Process Evaluation (or Formative Evaluation) ( occurs while the training is being designed, developed, and delivered. It allows trainers to determine what needs to change in their training plans and delivery so that a training session or program will be most effective for participants. 

NEEDS ASSESSMENT 

A needs assessment (also called a needs analysis) usually isn’t thought of as a step in the evaluation process. But in fact, curriculum design, development, delivery and evaluation all circle back to the information you obtained during your needs assessment process. The evaluation you conduct at the very end of training will shed light on whether or not the training adequately addressed the gaps in knowledge and skills you identified during the needs assessment process.

Once you complete your needs assessment process, consider your results and assess what worked, did not work, and where you need to go back and attempt to get additional information.

	(   

Yes
	(  

Needs more work
	Questions and considerations
	Notes & Follow up

	
	
	Were the appropriate people involved in identifying the needs of your target population? 


	

	
	
	Was a comprehensive analysis conducted or were the results too narrow?


	

	
	
	Would additional methods provide you with more useful input, e.g., a focus group, a questionnaire? 


	

	
	
	Would repeating a previously- used method, but with more participants and information provide more useful input?


	

	
	
	Are more interviews needed to identify the needs of underrepresented participants?
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