
 

   

CI Webinar Two:            
Comprehensive Needs Assessment 

Overview of Writing a Comprehensive Needs Assessment (CNA) 
An authentic Comprehensive Needs Assessment (CNA) is a critical tool for school improvement, 
laying the foundation for meaningful and sustainable change. Schools today face a range of 
challenges, from meeting diverse student needs to addressing gaps in achievement. An 
authentic CNA allows schools to look beyond surface-level problems, delve into root causes, and 
develop a deep understanding of the areas that require attention. 

By engaging in a genuine CNA process, schools can: 
• Ensure Data-Driven Decision Making: A CNA provides an opportunity to analyze a 

variety of data sources, ensuring that decisions about school improvement are based on 
facts rather than assumptions. 

• Focus on Student-Centered Outcomes: The CNA process prioritizes the needs and 
voices of students, creating a pathway to improve academic, social, and emotional 
outcomes. 

• Engage Stakeholders Meaningfully: Authentic CNAs require input from teachers, 
students, parents, and community members. Their perspectives offer invaluable insights, 
ensuring the solutions developed are relevant, inclusive, and actionable. 

• Address Equity and Inclusivity: Through examining disaggregated data, schools can 
identify and address inequities affecting traditionally underserved students, ensuring that 
improvement efforts are inclusive and promote equity. 

• Drive Continuous Improvement: An authentic CNA is not just a compliance task — it’s 
a critical step in fostering a culture of continuous improvement. It helps schools move 
from short-term fixes to long-term strategies that are evaluated and refined over time. 

Ultimately, an authentic CNA helps schools bridge the gap between their current state and their 
desired goals. It’s the first step toward creating an environment where all students can thrive, 
ensuring that school improvement efforts are intentional, informed, and impactful. 
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10-Step Process for Conducting a Comprehensive Needs Assessment 
Steps Considerations 
1. Define the Purpose and Desired 

Outcomes 
o Clearly outline why you are 

conducting the CNA. 
o Define what you aim to achieve, 

focusing on improving student 
outcomes. 

o Align the purpose with your school or 
district’s goals and mandates (e.g., 
federal or state requirements). 

Key Questions to Ask: 
• What do we hope to learn from the 

needs assessment? 
• What are the intended outcomes for 

students, staff, and the community? 

2. Identify Key Stakeholders 
o Involve a diverse group of 

stakeholders, including school 
staff, parents, students, and 
community members. 

o Ensure representation from all 
relevant groups to gain multiple 
perspectives. 

Key Considerations: 
• Who should be part of this process? 
• How will we engage stakeholders 

effectively throughout the 
assessment? 

3. Collect Existing Data 
o Gather available data such as 

student achievement scores, 
attendance records, teacher 
evaluations, and surveys. 

o Use both quantitative (test scores, 
enrollment) and qualitative 
(interviews, focus groups) data 
sources. 

Types of Data to Collect: 
• Academic performance 
• Behavioral data (e.g., attendance, 

discipline) 
• Community demographics 
• Parent and student feedback 

4. Determine Additional Data Needs 
o Identify any gaps in your existing 

data. 
o Conduct additional data collection 

if necessary, using methods like 
surveys, interviews, or focus 
groups. 

Key Actions: 
•     What additional data do we need? 
•     How will we collect this data (e.g., 

surveys, focus groups)? 
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Steps Considerations 
5. Analyze Collected Data 

o Organize the data for easy 
interpretation (e.g., charts, graphs). 

o Identify trends, patterns, strengths, 
and areas for improvement. 

o Involve stakeholders in reviewing 
the data to ensure diverse 
interpretations. 

Key Considerations: 
• What does the data tell us about 

the current state of our school or 
district? 

• Are there any surprising insights or 
trends? 

 

6. Uncover Themes and Prioritize 
Needs 

o Identify common themes across 
data sources. 

o Determine which needs are most 
urgent and will have the greatest 
impact on student success. 

o Consider stakeholder input when 
setting priorities. 

Prioritization Questions: 
• Which issues are critical to address 

first? 
What resources are available to address 
these needs? 

7. Engage Stakeholders in Reviewing 
Findings 

o Present the findings to a broader 
group of stakeholders. 

o Gather feedback on the priorities 
and proposed areas for 
improvement. 

o Ensure that all voices are heard, 
especially those of traditionally 
underserved communities. 

Engagement Considerations: 
• How will we ensure stakeholders 

are meaningfully engaged? 
What feedback did we receive, and how 
will it influence our next steps? 

8. Set Improvement Goals Based on 
Priorities 

o Develop clear, measurable goals 
for addressing the prioritized 
needs. 

o Align goals with available 
resources, timelines, and 
capacities. 

o Ensure that goals are realistic and 
achievable. 

Goal-Setting Tips: 
• Are our goals SMARTIE (Specific, 

Measurable, Achievable, Relevant, 
Time-bound, Inclusive, )? 

• How will we measure progress 
toward these goals? 
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Steps Considerations 
9. Develop an Action Plan 

o Create a detailed plan outlining the 
steps needed to implement the 
improvements. 

o Assign roles and responsibilities, 
set timelines, and allocate 
resources. 

o Establish checkpoints for 
monitoring progress. 

Plan Components: 
• What are the specific actions we 

will take to address the needs? 
• Who is responsible for each action 

step? 
 

10. Implement and Monitor Progress 
o Carry out the action plan and 

ensure continuous monitoring of 
progress. 

o Collect feedback and data 
throughout implementation. 

o Make adjustments as needed to 
stay on track toward achieving the 
goals. 

Monitoring Questions: 
• Are we seeing the desired impact? 
• What adjustments are needed to 

ensure success? 
 

Office of System and School Improvement (OSSI) Supports for Schools 
All schools identified as eligible for supports under Tier 2, Tier 3, and Tier 3 Plus identifications 
may choose to request some of or all the following supports from OSSI to assist the ongoing 
development and implementation of school improvement plans (SIPs) with no budget impact 
for 
schools and LEAs: 

• OSSI Grants: funding for eligible schools to support SIP activities. 
• Continuous Improvement Partners (CIPs): systems support and technical 

assistance from our contracted team of executive-level educational experts working 
throughout the state with eligible LEA and school leadership and planning teams. 

• Resources and Professional Development: evidence-based resources and training 
opportunities focused on promising practices for school improvement, data support 
and implementation, improvement science, bridging achievement gaps, and 
improving outcomes for each and every student. 

To learn more or request these supports, contact Office of System and School Improvement. 

Conclusion 
Conducting a CNA is a dynamic process that not only helps schools meet compliance 
requirements but also drives meaningful, long-term improvement. By following this 10-step 
process, you can engage stakeholders, make data-informed decisions, and implement strategies 
that lead to positive outcomes for students and the entire school community. 
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