Sample Agenda
Library Board Meeting to Review Community Needs Assessment

Meeting format:
· This should be a dedicated board meeting, typically an evening meeting.
· 3 hours should be scheduled (meeting may be shorter).
· Participants: Library board (quorum), library manager (optional), public meeting facilitator (optional).
Meeting objectives: 
· To review the results of the needs assessment

· To develop a “response” from  the board

· To decide what to do with the needs assessment input

· To determine next steps in the planning process.

A note on meeting process:
· The agenda below follows the ORID model of analysis and decision making.  ORID stands for Objective, Reflective, Interpretive, and Decisional, different stages of processing and acting on information.  We first objectively process what information means; then we reflect on what we think of it; then we interpret deeper implications and how the situation can be managed; then we make decisions how to proceed.  
· It is useful to explain this model to meeting participants, and to ask them to raise issues at the appropriate stage, e.g. no reaction to input or consideration of response during the Objective stage when they should just work on understanding what the stakeholders were getting at.

Agenda

· Explanation of agenda and process (15 minutes)

· Objective presentation of needs assessment (40 minutes) 
· Clarification of needs assessment results and discussion about what stakeholders were trying to say ONLY, no discussion of what it means for the library or what to do about it

· Should be a presentation (PowerPoint or other) by someone familiar with the needs assessment results (facilitator?)

· Reflective first reactions to the needs assessment (20 minutes)
· Objective is to capture first thoughts, not to solve problem or finalize response

· Should be a discussion with results recorded on a flipchart

· Interpretive consideration of what it means for the library:  (20 minutes)
· Objective is to analyze needs assessment results, consider implications, identify potential responses

· A “placemat” exercise with small groups or individuals filling out a form that is large enough to post on a wall will capture a structured analysis. Sample placemat:

	What in the needs assessment do you agree with most strongly?
	Do you disagree with anything?
	Did the stakeholders miss anything?

	What existing library service do they seem less interested in?
	What are the financial implications of following their advice?
	To satisfy them, what needs to be added to library service?

	Would you add or remove service responses from the ones they selected?
	What needs to change?
	How should the library respond to this?


· A “issues and themes” exercise will allow potential responses to be captured and categorized.  (Hand out markers and large Post-Its or index cards.  Ask individuals to write the things the library could do to respond to the needs assessment, one item per Post-It.  Put Post-Its on wall and ask participants to sort into thematic groups.  Then ask them to name each group.)

· Decisional prioritization of response options (20 minutes)
· Give participants dots to vote on the placemat responses they most agree with; the Post-its they most agree with; and the Post-It themes they thing represent the library’s highest priorities.

· Wrap-up: Review or determine next steps in the plan writing process.
