Suggested Outline for the Community Assessment Report
Part 1

Introduction “State of the Grantee”:  

Include a brief history, general description, and overview of the agency---its size, type, purpose/mission, enrollment, clients, partners, governing structure, funding sources and clearly defined service area.  Describe how the Community Assessment is used by the program.  

Part 2                                           
Methodology---The CA Process:

Describe the process used to conduct the Community Assessment, including the role of parents, staff, the PC and the Board as well as the dates or time periods of completed tasks.   Describe the process used to gather and analyze the data including time frames.  Describe how information was used to determine long term goals and short term objectives for program planning. If seeking to identify non traditional populations please list special steps taken to locate this population. 
Part 3

Service Area Data:

Describe the basic geographic, economic and demographic features of the service area. Include information regarding the geographic boundaries (size, counties and distinguishing characteristics), family statistics and education levels, the median income level of the population, the principle source of income and the number of families below the poverty level.  
Part 4

Racial and Ethnic Composition, Culture, and Language(s):

Provide data on the racial, ethnic, cultural and linguistic composition of the service area in general, as well as specific data on characteristics of local communities, including public schools and faith based organizations.  Discuss the needs and characteristics of specific racial, ethnic and cultural groups in their implications for program design and service delivery.  

Part 5

Head Start Enrolled Children and Families:
Provide information regarding the recruitment area, center location, number and location of enrolled children, ages of enrolled children, tribal/ethnic/racial composition of enrolled children, and current information regarding attendance, waiting lists, and over-income children.  Include information of children funded through state or other funding sources. 
Part 6
Information Regarding Other Child Development and Child Care Programs:

Provide information regarding other programs in your service area serving children birth-3 (EHS) or 3-5 (HS) children. These could include: public school preschools, state funded universal Pre-K programs, other programs for children birth to five such as Parents as Teachers and child care programs (center and licensed family day care providers or information on non-licensed care).  Include ages of children served, type and length of service hours and the approximate number of Head Start children served by each.  Provide information regarding participants in welfare reform employment and training programs. 
Part 7
Information on Children with Disabilities:
Present data on the number of birth-3 and 3-5 aged children in your service area with disabilities by category.   Provide information regarding the services within your community offered to families of young children with disabilities and the children themselves.  Include your program statistics. Programs that serve an unusually high or low percentage of children with disabilities should address possible reasons with supporting data for such a situation and implications for Head Start programming, selection and recruitment. 
Part 8
Strengths and Needs of Head Start Eligible Children and their Families:
Identify the most significant strengths and needs of Head Start eligible children and their families.  This information should be based on data reflecting these strengths and needs.  Include local statistical information as well as relevant state, regional, and national trends. Identify the most significant strengths and needs from currently enrolled families. Compare and contrast information on currently enrolled families with community statistical data. The information may be organized into the following categories:
a. Education 

· Adult education attainment
· Drop out rates
· Information on functional literacy levels
· Opportunities for vocational and  GED training
· Information regarding higher education opportunities and assistance with tuition 
b. Health 

· Types of medical insurance available to working poor families

· Incidence of child abuse and neglect
· Incidence of drug and alcohol abuse
· Number of children born to addicted mothers
· Reports of spousal abuse
· Infant and child death rates
· Number of low-birth weight babies
· Teen pregnancy rates
· Women receiving prenatal health care
· Immunization levels among school children
· Prevalent health problems 
· Air and water quality.
c. Nutrition

· Children receiving free lunch
· Food Stamp recipients
· Women, Infants and Children (WIC) 
· Participants in food distribution programs
· Availability of low cost food
· Obesity rate 
d. Social Services
Housing

· Availability of low cost housing
· Affordability
· Conditions
· HUD 
· Utilities
· Homeless data
· Mobility
e. Transportation and Communication
· Vehicle ownership
· Relevant aspects of road conditions, climate and weather relating to jobs, services and isolation
f. Child Care
· Availability
· Quality
· Utilization 
· Barriers
Part 9
Head Start Staff:
Provide information regarding staff racial, ethnic, tribal composition and languages spoken.   Include a discussion of information regarding staff educational expectations and attainment, the availability of higher education opportunities and tuition assistance, staff development support, and staff turnover rates. Identify numbers of past Head Start parents who are present employees of your program.
Part 10

Community Resources:
List relevant resources which are used, or may be used, directly or indirectly, by Head Start eligible children and their families.  Identify problems/barriers in resource availability or accessibility.  Include cost of services and acceptance of government financial support.  Discuss opinions of parents, community agencies and institutions and Head Start Staff regarding prevalent community problems, knowledge of existing resources, accessibility of available resources, adequate service provisions, suggestions for improving services and additional services needed.

Part 11
Identification and Prioritization of Issues and Problems:
Based on an analysis of information, identify strengths and needs within the community. Identify and prioritize relevant issues and problems for low income children and families that could be addressed through the program’s services and incorporated into the program’s planning process. Include suggestions for changes in service area, recruitment area and program options if appropriate.  
Part 12
CA Sources:
Include full citations for data sources.  

NOTE:  Briefly mention sources within the context of the document.
Sources

Adapted from 5 Steps to Community Assessment for Migrant and Seasonal Head Start Programs and Other Special Populations. NSHS TAC-12 AED. 2005

http://www.aed.org/ToolsandPublications/upload/Five%20Steps.pdf
The Early Childhood Knowledge and Learning Center (ECKLC).

http://eclkc.ohs.acf.hhs.gov/hslc
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