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	Needs Assessment Worksheet


Purpose:  To aid the planners of a CE activity in performing a needs assessment that is compliant with the expectations of an educational activity accredited for continuing education credits for pharmacists, physicians, and/or nurses.  

When should it be used?  The needs assessment is the first step in developing an educational activity. It is the stage of planning where you determine:
· Who is your learner (target audience)?
· What problems or issues does the target audience have in their professional practice? 

· When do they have the problem?
· Is it a problem of their knowledge (not knowing), competence (cannot apply the knowledge), performance (cannot or do not do) or patient outcome (patient population data is not what it should be)?

· What is the underlying reason for the problem?
· If the problem did not exist, what would that look like (the ideal)? 

· Where is the targeted audience or patient population in relation to the ideal?
A well-thought out needs assessment is essential for identifying practice gaps. The activity’s content is then designed to address these practice gaps.
Who should use it? This worksheet should be used by the planning committee, if there is one, or by the primary individual who is responsible for planning the CE activity.

Why should you use it? Many planners are not familiar with how a CE activity must be planned, nor the documentation required in order to be compliant with the requirements of the Accreditation Council for Pharmacy Education (ACPE), Accreditation Council for Continuing Medical Education (ACCME), and/or the American Nurses Credentialing Center (ANCC). Much work and time may be invested in preparing a CE application, only to have it denied for lack of evidence of a good needs assessment. This worksheet will aid the planners in developing a CE activity that will be compliant with accreditation standards.
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1.  Who is your learner and what are their characteristics?
	Target audience/learner demographics

	Geographic location: choose all that apply
	 FORMCHECKBOX 
 Internal to a particular institution or organization only

       Name of inst/org. _______________________________

 FORMCHECKBOX 
 Local/regional

 FORMCHECKBOX 
 National

 FORMCHECKBOX 
 International

	Provider Type:
	 FORMCHECKBOX 
 Primary Care physicians

 FORMCHECKBOX 
 Specialty physicians

 FORMCHECKBOX 
 Pharmacists

 FORMCHECKBOX 
 Nurses
	 FORMCHECKBOX 
 Nurse Practitioners

 FORMCHECKBOX 
 Psychologists

 FORMCHECKBOX 
 Physician Assistants

 FORMCHECKBOX 
 Other (specify):

	Specialty area(s):
	

	Where do they practice?
	 FORMCHECKBOX 
 Private Practice either alone or in a group

 FORMCHECKBOX 
 Clinics

 FORMCHECKBOX 
 Hospitals

 FORMCHECKBOX 
 Other:


2. The next step to identifying the practice gaps to be addressed is to identify and review sources of data that will provide the evidence needed to make informed decisions. Use as many sources as needed in order to answer the questions in step #2. It is no longer sufficient to use only one source of data (i.e. the previous evaluation summary). The best needs assessments use multiple sources to identify and verify the data. Always pair an opinion source with an evidence-based source.
	Potential Data Sources

	Opinion Sources
· Advice from authorities in the field or relevant medical societies (expert opinion). Potential sources: list of expert names/medical societies AND summary of their recommendation(s)
· Formal or informal requests or surveys of the target audience, faculty or staff. Potential sources: summary of requests or surveys.  Note, must show information related to areas of educational need/topics of interest (not logistical summaries – i.e., food, venue, etc.)
· Discussion in departmental meetings. Potential sources: summary of meeting minutes showing information discussed was related to areas of educational need/topics of interest (not logistical summaries – i.e., food, venue, etc)
Evidence-based Sources

· Continuing review of changes in quality of care as revealed by medical audit or other patient care reviews. Potential sources: audit reports, chart reviews
· Ongoing review of recurring diagnoses made by physicians on staff. Potential sources: summary of notes, minutes of meetings
· Data from peer-reviewed journals, government sources, consensus reports. Potential sources: abstracts/full journal articles, government produced documents describing educational  need and physician practice gaps
· Review of board examinations and/or re-certification requirements. Potential sources: board review/update requirements
· New technology, methods of diagnosis/treatment. Potential sources: description of new procedure, technology, treatment, etc
· Legislative, regulatory or organizational changes affecting patient care. Potential sources: copy of the measure/change
· Joint Commission Patient Safety Goal/Competency. Potential sources: copy of the safety goal and/or competency
· Other


This section will help you determine your need from your data sources. It is designed to help you answer the following questions:

· What are my data sources?

· How can I document each data source?

· What information did you learn about the need from each data source? 
· Is the data source an opinion or evidence-based source?

	Data Source:
	

	Documentation of Source:
	

	This source informed me about:
	

	Opinion or Evidence-based?
	


	Data Source:
	

	Documentation of Source:
	

	This source informed me about:
	

	Opinion or Evidence-based?
	


	Data Source:
	

	Documentation of Source:
	

	This source informed me about:
	

	Opinion or Evidence-based?
	


3. Based on information obtained from the data sources, conduct a practice gap analysis.

	Practice Gap Analysis

	For each problem identified, answer the following. The answers to these questions will help you to analyze the source data to determine the practice gaps that the activity will be designed to reduce or eliminate.  Please note: If this is only an hour-long educational activity, you may only have time to address one practice gap. A multi-day conference may have many practice gaps that will be addressed. A one-day conference should address at least three. A Regularly Scheduled Series (RSS) lecture series that meets weekly, may have several practice gaps that will be addressed throughout the year. A case conference may only have one purpose and, therefore, may only have one practice gap. 
There is no limit to the number of practice gaps addressed. This will vary from activity to activity. Space is allotted for three gap analyses; however, please feel free to add to the table if you need to.

	Problem/Issue #1

	What problem or issue does the target audience have in their professional practice? 
	

	When do they have the problem? i.e. in a particular setting, set of circumstances, etc.
	

	Is it a problem of their knowledge (not knowing), competence (cannot apply the knowledge), performance (cannot or do not do) or patient outcome (patient population data is not what it should be)?
	 FORMCHECKBOX 
 Knowledge
 FORMCHECKBOX 
 Competence

 FORMCHECKBOX 
 Performance

 FORMCHECKBOX 
 Patient outcome

	Why does the problem exist? What is the underlying reason for the problem? (the need)
	

	Is this a problem that education can help solve? If no, then a CE activity will not help improve or eliminate the problem.
	

	If the problem did not exist, what would that look like? This is the ideal.
	

	Where is the targeted audience or patient population at (knowledge, competence, or performance) in relation to the ideal?
	

	The practice gap is the area between what is ideal and where the target audience is in relation to the ideal.  Write a summary statement of what the practice gap is and why it exists (the need).
	

	Problem/Issue #2

	What problem or issue does the target audience have in their professional practice? 
	

	When do they have the problem? i.e. in a particular setting, set of circumstances, etc.
	

	Is it a problem of their knowledge (not knowing), competence (cannot apply the knowledge), performance (cannot or do not do) or patient outcome (patient population data is not what it should be)?
	 FORMCHECKBOX 
 Knowledge

 FORMCHECKBOX 
 Competence

 FORMCHECKBOX 
 Performance

 FORMCHECKBOX 
 Patient outcome

	Why does the problem exist? What is the underlying reason for the problem? (the need)
	

	Is this a problem that education can help solve? If no, then a CE activity will not help improve or eliminate the problem.
	

	If the problem did not exist, what would that look like? This is the ideal.
	

	Where is the targeted audience or patient population at (knowledge, competence, or performance) in relation to the ideal?
	

	The practice gap is the area between what is ideal and where the target audience is in relation to the ideal.  Write a summary statement of what the practice gap is and why it exists (the need).
	

	Problem/Issue #3

	What problem or issue does the target audience have in their professional practice? 
	

	When do they have the problem? i.e. in a particular setting, set of circumstances, etc.
	

	Is it a problem of their knowledge (not knowing), competence (cannot apply the knowledge), performance (cannot or do not do) or patient outcome (patient population data is not what it should be)?
	 FORMCHECKBOX 
 Knowledge

 FORMCHECKBOX 
 Competence

 FORMCHECKBOX 
 Performance

 FORMCHECKBOX 
 Patient outcome

	Why does the problem exist? What is the underlying reason for the problem? (the need)
	

	Is this a problem that education can help solve? If no, then a CE activity will not help improve or eliminate the problem.
	

	If the problem did not exist, what would that look like? This is the ideal.
	

	Where is the targeted audience or patient population at (knowledge, competence, or performance) in relation to the ideal?
	

	The practice gap is the area between what is ideal and where the target audience is in relation to the ideal.  Write a summary statement of what the practice gap is and why it exists (the need).
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The Needs Assessment Process
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