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Sample Needs Assessment Tool for Telehealth Standard Operating Procedures – Early Childhood Development Visits


Objective: 
To evaluate current practices, identify gaps, and determine areas for improvement in the clinic’s telehealth process for early childhood developmental care.

Section 1: General Information
· Clinic Name:
· Date of Assessment:
· Assessor Name & Role:
· Participants (Names/Titles):

Section 2: Current Standard Operational Procedure (SOP) and Workflow
· Is there a written SOP for early childhood telehealth visits?
☐ Yes ☐ No ☐ In Development
· If yes, when was it last updated? [Date or N/A]
· Who is responsible for maintaining and updating the SOP? [Name/Role]
· Is the SOP readily accessible to clinical and support staff?
☐ Yes ☐ No

Section 3: Pre-Visit Process
· Are there procedures in place for:
· Scheduling telehealth visits? ☐ Yes ☐ No
· Sending consent forms and pre-visit materials? ☐ Yes ☐ No
· Providing technical instructions to caregivers? ☐ Yes ☐ No
· Gathering pre-visit developmental screening information? ☐ Yes ☐ No
· Are families given developmental checklists or preparation tools before the visit?
☐ Always ☐ Sometimes ☐ Never
· What challenges are staff facing in the pre-visit process?  [Open text]



Section 4: During the Visit
· Is there a standard script or checklist used during the telehealth visit?
☐ Yes ☐ No
· Do providers consistently use validated screening tools (e.g., ASQ, PEDS)?
☐ Always ☐ Sometimes ☐ Rarely
· Is the provider trained in engaging young children via telehealth?
☐ Yes ☐ No
· What technical or engagement challenges are common during visits? [Open text]

Section 5: Post-Visit Process
· Are visit summaries shared with caregivers after appointments?
☐ Yes ☐ No
· Are referrals or follow-up steps documented and tracked?
☐ Yes ☐ No
· Is there a process for checking caregiver satisfaction or follow-up adherence?
☐ Yes ☐ No

Section 6: Staff Feedback and Training
· Have staff received formal training on telehealth protocols for early childhood?
☐ Yes ☐ No ☐ Partially
· Do staff feel confident in delivering developmental care via telehealth?
☐ Very Confident ☐ Somewhat Confident ☐ Not Confident
· What improvements or resources would help staff perform better? [Open text]

Section 7: Technology and Accessibility
· Are there frequent technical issues with the telehealth platform?
☐ Yes ☐ No
· Do all families have access to devices and internet for virtual visits?
☐ Yes ☐ No ☐ Unknown
· Are interpretation/language services available for telehealth visits?
☐ Yes ☐ No

Section 8: Final Notes & Recommendations
· Top 3 Identified Gaps:
1. ____________________
2. ____________________
3. ____________________
· Suggested Actions or Next Steps:
[Open text]
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