SIMPLE

STEPS

Training Needs
Assessment

Philip Dearden
Patt Flett




Acknowledgements
Foreword

Step 1 - Defining The Client

Step 2 - Clarifying Expectations

Step 3 - Designing The Needs Assessment Process

Step 4 - Choosing Which Tools And Methods To Use

Step 5 - Screening Existing Training

Step 6 - Pulling It All Together And Identifying Training Gaps
Step 7 - Writing The Report And Presenting The Findings

Annex 1 - Example Of A Pestle Analysis

Annex 2 - Example Of ATNA Assessment Framework

Annex 3 - Training Needs Assessment (TNA) Framework Template

Annex 4 - Example Of ATNA Work Plan

Annex 5 - Example Of ATNA Data Gathering Sheet

Annex6 — Example Of “Lessons Learned” And “Lessons To Be Learned”
Annex 7 - Example Of ATNA Expert Observation

Annex 8 - A Sample Of How To Use The TNA Framework Is Outlined Below

Annex 9 - Example Of A Capacity Development Work Plan -
CDB Capacity Development & Training Programme 2014-18

Annex 10 - Example Of A Two-Year National/International Capacity
Development Plan

03
04

07
09
17
21
46
48
50

55
56
58
59
60
63
64

66

67



To find out more about our courses
please contact us or visit our website.

Tel: +44 (0)1902 32 3219
Email: cidt@wlv.ac.uk

Web: www.cidt.org.uk/courses-with-cidt



