Standard Operating Procedure (SOP)

Needs Assessment and Service Requirement Gathering

This SOP details the process of needs assessment and service requirement gathering, encompassing the
identification of client needs, data collection methods, stakeholder consultations, analysis of service gaps, prioritization of
requirements, and documentation of findings. The goal is to ensure a comprehensive understanding of user needs to
guide effective service planning, development, and delivery.

1. Purpose

To establish a systematic approach for identifying, collecting, analyzing, and documenting client and stakeholder needs
and requirements to inform service planning and improvement.

2. Scope

This procedure applies to all teams and staff involved in assessing, designing, and delivering services to clients or
stakeholders.

3. Responsibilities

¢ Project Lead / Manager: Oversees the needs assessment process and ensures adherence to this SOP.
¢ Needs Assessment Team: Conducts data collection, stakeholder consultations, and analysis.
¢ Stakeholders: Provide input, feedback, and validation of findings.

4. Procedure

1. Identify Client and Stakeholder Groups
o Listall groups who will use or be affected by the services.
o Assign representatives and liaisons from each key group.
2. Define Assessment Objectives
o Clarify the specific goals and desired outcomes of the assessment.
o Document any regulatory, strategic, or business drivers.
3. Select Data Collection Methods
o Choose suitable methods (e.g., surveys, interviews, focus groups, observation, document review).
o Develop data collection tools and protocols.
4. Conduct Stakeholder Consultations
o Engage stakeholders via the selected data collection methods.
o Record feedback, concerns, and suggestions.
5. Analyze Data and Identify Service Gaps
o Compile and synthesize the data collected.
o Map current service provision against identified needs to highlight gaps.
6. Prioritize Requirements
o Use prioritization criteria (e.g., impact, urgency, feasibility) to rank needs.
o Conduct validation sessions with stakeholders to verify priorities.
7. Document Findings and Recommendations
o Prepare a report summarizing the process, findings, service gaps, and prioritized requirements.
o Share the report with all relevant parties for review and action planning.

5. Documentation

Needs Assessment Plan

Data Collection Tools (e.g., questionnaires, interview guides)
Stakeholder Engagement Records

Needs Assessment Report

Stakeholder Feedback/Validation Records

6. Review and Continuous Improvement
1. Solicit feedback on the process and documentation upon completion.
2. Identify lessons learned and recommendations for future assessments.
3. Update the SOP as necessary.
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