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Community Needs Assessment Process Timeline 
 

Steps Timeline Activity 
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Step 1: Define the 
Parameters 
Step 2: Create an 
Assessment Team 
Step 3: Create a Data 
Collection Plan 

4 Weeks 

• Appoint assessment team  

• Schedule planning meetings 

• Create data collection plan: 
o Decide on what data is needed 
o Develop forms, surveys, interview 

questions, etc. 

• Community outreach  
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Step 4: Implement the 
Needs Assessment 

6 Weeks 

• Collection of qualitative data: 
o Share surveys to customers, Board 

members, staff, community partners, 
elected officials, etc. 

o Conduct interviews or community 
forums 

o Facilitate focus groups 

2 Weeks 
• Collection of quantitative data: 

o Agency database(s) 
o U.S. Census Bureau, etc. 

4 Weeks 

• Gather and organize all qualitative data 

• Gather and organize all quantitative data 

• Analyze all data 

2 Weeks 
• Prepare Community Needs Assessment report 

• Present final draft of report to assessment 
team 
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Step 5: Report and Take 
Action 

1 Week 
• Present final report to governing board for 

approval 

Varying 

• Share the results of the Community Needs 
Assessment: 

o State Office 
o Agency staff 
o Customers and general public 
o Community organizations across all 

sectors 

• Review and update CNA as necessary 

• Incorporate CNA into the agency’s ongoing 
planning process(es) 

 

Resources: 

Community Needs Assessment 101 | MDHHS-BCAEO (micommunityneeds.org) 

A Community Action Guide to Comprehensive Community Needs Assessments | NASCSP (nascsp.org) 

Planning for a Comprehensive Needs Assessment | National CAP (communityactionpartnership.com)  

https://micommunityneeds.org/cna-101/
https://nascsp.org/wp-content/uploads/2018/02/needs-assessment-final-8.22-print-to-pdf.pdf
https://communityactionpartnership.com/webinar/planning-for-a-comprehensive-needs-assessment/

