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Training Needs Analysis

We are keen to understand the development needs throughout the business and so would like to have a meeting with you to discuss your own department requirements. In order to provide some structure to the session, please could we ask that you complete the attached form prior to the meeting. 

We will bring a copy of your organisation charts to the session, so that we can focus on the specific requirements of your department. If you have already established any of the training needs for your department, please could we ask that you also bring a copy of this along to the meeting, together with any knowledge already gained from the Continuing Professional Development process. 

Your views will help us form a high level understanding of development needs which will then be validated and added to by more detailed analysis at individual level as part of the usual Performance Review process. We hope that this will ensure the continued success for the training provided.

If you have any questions about completing this questionnaire, please contact ………
Many thanks in advance,

Notes: 
a) The attached form can be completed on-line by clicking in the box below each question and inserting your text.

b) Attached to the email you have received is an up to date list of training currently provided.

Training Needs Analysis

Work Training Needs Analysis

1. What are the key components of the work being performed in your department?
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2. What skills and knowledge are required to perform the work?
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3. What are the measures of successful performance of the work?


4. Are people performing at the levels required?


5. Which roles require specific technical/professional training and what is it?


Suitability Training Needs Analysis

1. In what areas do staff under-perform in your department?


2. Is there under-performance amongst specific groups of employees?


3. What are the causes of under-performance?


4. What training will help bridge the gap between the standards of performance needed and the actual performance?


5. How does the training the business currently provides meet these requirements (please see attached list)?
a. Technical training


b. Business skills training

c. Other company funded training (state which)


6. What else could be provided?


7. Is anything provided internally which could be improved or deleted?


8. Is under-performance due to any other reason other than a lack of knowledge and skills? If so what?


9. What solutions can be used to remedy under-performance caused by factors other than a lack of knowledge and skills?
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