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Community Colleges:
AGELESS LEARNING



Sample Needs Assessment Report Outline
I. Introduction and Background

This section describes the purpose of the needs assessment and the specific questions the needs assessment investigate.
II. Methods

This section describes the methods used to collect the data and information presented in the “Key Findings” section of the report. 
a. Data Collection

You should briefly describe each data collection method used.
· Survey – include a description of who is in your survey sample, and how representative the sample is of your target market.
· Focus Group – include a description of the group(s) that participated.
· Market Sizing

· Secondary Data Sources (e.g., other internet research)
b. Strengths and Limitations

Here you should describe the main strengths of your research, as well as any considerations that you want your audience to be aware of as they read and interpret the key findings. An example of a strength may be that there are many sources of information included in your Needs Assessment. An example of a limitation may be that due to resource constraints, you were unable to send the survey to members of the local plus 50 population beyond existing students.
III. Key Findings
This section summarizes the findings elicited from the data collected. Below are some you might include:
a. Local Employer Needs and Growth Occupations

This section summarizes the local employer needs, growth occupations, and necessary workforce skills gathered from publicly available data sources.
b. Potential Plus 50 Learners in your College’s Area (Market Size and Description)
This is where you include the summary of information calculated using the Market Sizing Tool.
c. Competitor/Collaborator Information
You may want to include a table listing other local organizations and agencies that provide workforce development or support services for the plus 50 population. This information is also sometimes referred to as an Asset Map.
d. Plus 50 Learner Interests
This section describes the following types of findings as collected by survey and/or focus group data:
· Workforce Training Courses
· Career Services and Supports
IV. Recommendations for Program Planning
This describes the implications from the data and suggests next steps for your college. These suggestions should include recommendations for programs and ways to increasing access to your college among the plus 50 population.
V. Appendices
You should include in the appendix the data collection instruments used, such as the survey and focus group questions. 
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