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Developing and Conducting Needs Assessments in Extension Settings
AEC 6501
Spring 2026 - 3 credit hours				

Instructor
Matt Benge
Associate Professor
Email: mattbenge@ufl.edu 
Office location: 126B Bryant Hall
Office hours: Mondays from 12-1pm, or by appointment

Class Times			Location
Thursdays (4-6 periods (10:40-1:40))				Bryant Hall, 107

Course Description
This course is intended to help educators in the field of extension and other non-formal education organizations: (a) acquire an understanding of needs assessments from theory to practice and (b) strengthen or develop their skills in planning and conducting needs assessments within extension settings. Learners are encouraged to tailor course assignments to reflect their own interests.

Course Objectives
Upon successful completion of this course, learners will be able to:
1. Explain the relationship between conducting needs assessments and developing programs in extension settings.
2. Select the appropriate methods for conducting needs assessments based on context in extension settings.
3. Evaluate the needs of clientele in extension settings.

Instructor Communication & Feedback

Communication - The instructor and graders are committed to responding to your Canvas and email messages within 24 hours when feasible during the work week, Monday through Friday, except holidays. The major assignments will be graded, with meaningful feedback provided, within one week of their submission. 

Individual Learner Interaction – Education extends beyond the mere transmission of knowledge; it involves providing valuable feedback and maintaining ongoing communication with the learner. The instructor is committed to engaging in one-on-one interactions with each student. This may manifest as detailed feedback on assignment submissions, responses to discussion board posts, or personalized Canvas messages to check in on the student's progress in the course.

Office Hours: (Insert your name) sets aside dedicated office hours each week both in-person and via Zoom (insert date and time), as indicated in the Contact section above. 

But what exactly are office hours? It is time specifically set aside each week for students to physically or virtually drop in and visit with (insert your name). Whether you have questions about the course, assignments, the covered topics, or simply wish to have a casual chat to better get to know each other, these hours are reserved for you. (insert your name) strongly encourages students to take advantage of these office hours as an enriching experience for academic support and personal connection.

Requirements
Textbook:
Witkin, B. R., & Altschuld, J. W. (1995). Planning and conducting needs assessments: A practical guide. Sage.

Technology:
To succeed in this course, you must have access to the following technology: 
· Desktop Computer or Laptop 
· Audio Capabilities  
· Webcam and Microphone for synchronous sessions 
· Microsoft Office Programs
· Microsoft Privacy Statement 
· Microsoft Accessibility Information 
· Word - Microsoft 365 basics video training 
· Adobe Reader
· Acrobat tutorials 
· Adobe Privacy Statement 
· Adobe Accessibility Statement 
· Zoom
· Zoom Privacy Policy 
· Zoom Accessibility Information 
· Internet Connection with access to Canvas  
· Canvas is the course management system at the University of Florida in which students will find course content, links to video lectures, assignments, quizzes, discussions, and grades. The use of this system will vary by instructor, but the following videos describe the most common tools in Canvas. The full student guide is provided if you have additional questions. 
· Canvas Privacy Policy 
· Canvas Accessibility Standards 
· Web Browser - Chrome is the preferred browser for Canvas. If you do not have Chrome, you can download it. 
· University of Florida Email 
· Students are expected to check their my.ufl emails daily. View the Student Computing Requirements page for information on technology requirements and expectations. 

Prerequisite Knowledge:
None.

Minimum Technical Skills:
Minimum technical skills required: 
· Proficiency in utilizing Canvas and navigating the internet effectively. 
· Competence in using email for communication purposes, including sending and receiving messages and managing attachments. 
· Familiarity with commonly used word processing applications (such as Microsoft Word or Google Docs), including the ability to create, edit, and format documents. 
· Basic computer skills, including understanding fundamental operations like file management, using menus and toolbars, and navigating between different applications. 
· Using online search tools for specific academic purposes, including the ability to use search criteria, keywords, and filters.
· Analyzing digital information for credibility, currency, and bias.

Artificial Intelligence (A.I.) Use:
All work submitted in this course must be your own. Contributions from anyone or anything else, including AI sources, must be properly quoted and cited every time they are used. Failure to do so constitutes an academic integrity violation, and I will follow the institution’s policy to the letter in those instances. 

Assignments
You will find participating in class on a regular basis provides the best opportunity for success in this course. You are expected to complete all assignments within the course during the time frame specified. Assignments are due on the dates listed in the syllabus.

Please note that the course schedule and syllabus are subject to change. The instructor reserves the right to modify the syllabus, including assignment due dates and course content, as deemed necessary. Any changes will be communicated promptly to ensure you have adequate time to adjust.

Course Grading:
You can find the course assignment rubrics on the Canvas site. Once I have completed grading each assignment, I will post the grade in Canvas and provide feedback with a completed rubric in class. 

Grading Scale
	Letter Grade & Point Percentage
	Total Points

	A = 90 – 100% 
	787 – 875

	B+ = 86 – 89.99%
	752 – 786

	B = 80 – 85.99%
	700 – 751

	C+ = 76 – 79.99%
	665 – 699

	C = 70 – 75.99%
	612 – 664

	D+ = 66 – 69.99%
	577 – 611

	D = 60 – 65.99%
	525 – 576

	F = Below 60%
	524 or less


Further information about UF grading policies can be found here:
https://catalog.ufl.edu/UGRD/academic-regulations/grades-grading-policies/

Reading Schedule:
Reading assignments are posted on the Canvas site. 

Assignment Points, Explanation, & Schedule:
The following table provides a summary of the course assignments, their due dates, and total points available for each. Please note the following regarding course assignments:
· Format: All assignments are to be typed, single-space with 1” margins.
· Document Type: Only .doc and .docx files will be accepted.
· Grammar: Spelling and grammar will be considered when grades are assigned.
· APA: All assignments must follow guidelines according to the American Psychological Association (APA, 7th ed.). If you do not own an APA manual, Purdue University offers a decent formatting and style guide here. 

	Assignment
	Points Available
	Due Date
	Course Objective(s)

	Voices in Action (6 total @ 25 pts. each)
	150
	Varies
	All

	Learning Labs Participation (3 @ 25 pts. each)
	75
	Varies
	All

	Phase 1 Assignment
	150
	Feb 4
	All

	NA Benchmark Project
	100
	Mar 4
	All

	Visual Communications Project
	100
	Apr 8
	All

	Executive NA Summary
	300
	Apr 22
	All

	TOTAL POINTS
	875
	
	



Voices in Action
Due Date: Varies 
Points Available: 150
Description: Several weeks of class will feature an expert guest speaker with experiencing conducting needs assessments. They will share their experience and then answer questions from the class. You will need to prepare for the guest speaker by reviewing the assigned readings in preparation for the guest speaker’s presentations. Then, write two questions that you would like to ask the speaker based on that week’s reading (these will be due to the instructor via email prior to class). You may get information that answers your questions during the speaker’s formal presentation; take careful notes. If not, use the discussion time after to ask at least one of your questions. By the end of Thursday, you need to post your questions and answers in the survey link posted on the Canvas site.

[bookmark: _Hlk151966785]Learning Labs Participation 
Due Date: Varies 
Points Available: 75
Description: We will have three learning labs; these are class days that will include peer review of products (e.g., surveys, interview guides) and practicing techniques (e.g., nominal group technique, future wheels) with your peers. The learning labs are designed to provide you with an opportunity to improve your skills prior to collecting data from your real audience for your final project. Participation points will be awarded for showing up to the lab with a product ready for your peers to review, active engagement during the lab, and respectful feedback to your peers.

Phase 1 Assignment
Due Date: February 4
Points Available: 150
Description: Conduct the first phase of the needs assessment process. Put on your investigator hat and seek out areas where data might exist that can help you make decisions to drive your program forward. You will seek both internal and external data on your potential area (or areas) of need. Remember, the data you can gather on your topic area need will dictate what avenues you might pursue for conducting your three needs assessment techniques. 

NA Benchmark Assignment
Due Date: March 4
Points Available: 100
Description: For the NA Benchmark Assignment, you will report your methods, findings, and conclusions for your first needs assessment. This assignment is designed to help you progress with your needs assessment activities for your Executive Summary and to provide hands-on practical experience on needs assessment theory.

Visual Communications Project
Due Date: April 8
Points Available: 100
Description: For this last course assignment, you will create a visual communications product to demonstrate the important data and needs you found through your three needs assessments to your stakeholders. The communications product could be a press release, a poster, recorded PowerPoint presentations, etc. 

Executive NA Summary
Due Date: April 22
Points Available: 300
Description: Communicating the results of a needs assessment to stakeholders is an important part of building positive relationships and serves as a form of member checking. Therefore, you will need to use the data collected from the needs assessments you conducted during the course to create a written executive summary. The executive summary will consist of portions from the previous assignments (Phase 1 and NA Benchmark assignments), as well as sections such the prioritization of needs and conclusions. 

University-Wide Policies and Student Support Services 

[bookmark: _Hlk206420468]Academic Policies and Resources
Academic policies for this course are consistent with university policies. See https://syllabus.ufl.edu/syllabus-policy/uf-syllabus-policy-links/

Campus Health and Wellness Resources
Visit https://one.uf.edu/whole-gator/topics for resources that are designed to help you thrive physically, mentally, and emotionally at UF.   
Please contact UMatterWeCare for additional and immediate support. 

Technical Support
[bookmark: _Int_z1oEV9Mo]UF Computing Help Desk & Ticket Number: All technical issues require a UF Helpdesk Ticket Number. The UF Helpdesk is available 24 hours a day, 7 days a week.  https://helpdesk.ufl.edu/ | 352-392-4357

Software Use 
All faculty, staff and students of the university are required and expected to obey the laws and legal agreements governing software use. Failure to do so can lead to monetary damages and/or criminal penalties for the individual violator. Because such violations are also against university policies and rules, disciplinary action will be taken as appropriate. 
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