ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Planning and Assessment #5
Tips for Effective Needs Assessment Surveys

When planning and creating a survey:

· Choose a target audience.

· Craft questions to produce useful information. (Minimize misinterpretations.)

· Only collect information you will use. (Don’t collect information “just in case it might be useful later.”)

· Distribute surveys in forms that will reach your targeted audience.  (Think ease and convenience.)

· Always list a deadline for receiving responses.

· Have a plan for data analysis.

· For larger surveys, test on a pilot group before wider distribution.
Example of a Needs Assessment Survey

from Counting on Results: http://www.lrs.org/documents/cor/buscarQ.pdf
BUSINESS & CAREER INFORMATION

How have the library’s business and career information services helped you?

Mark (X) all of the following that apply.

As a result of my recent use of the library, I …

· Explored new business options, started or developed a business (market research, financing, franchising, home business, self-employment, regulatory information, zoning).

· Dealt with a personnel issue (hiring, training, firing).

· Closed a business (sale, merger, bankruptcy).

· Explored jobs or careers, or determined necessary education or training.

· Developed job-related skills (resume -writing, interviewing, computer, or

· sales skills).

· Learned how to advance in job or career.

· Made career changes or relocated.

· Made better investment or retirement decisions.

· Other—please specify:

If you have a success story about your use of the library or other comment, please share it briefly here (please print):

Demographic Characteristics

This information will help us to understand how people like you use the library and how to serve everyone better.

[followed by questions on gender, age ranges, and educational background]

See the link above for the actual form and layout of the survey card.
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