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Identifying Training Needs
Course Summary
Description
“Just send them on a training course; that will fix the problem.” How many times have we heard this statement
being made about training? Many people believe that training is the solution to most performance problems in the
workplace. Training will be the right solution, when used in the right circumstances.
Training needs analysis is the first step to designing and delivering learning that will meet the performance needs
of your target audience. Knowing what the audience needs will create an effective training intervention. This
workshop will teach you techniques to gather the most accurate information about the needs of your audience
and to accurately determine if training is the right solution.
In this workshop, you will learn how to conduct a training needs analysis on your target audience. You will learn
when to conduct a TNA and what to do with the results. You will learn how to analyze training needs quickly and
efficiently. You will be able to make the distinction between training needs and training wants. Most importantly,
this workshop will teach you how to use the SCOPE™ method to analyze performance issues and determine
when and when not to train.
Topics






Plan the TNA
Collect Data
Analyze Performance
Calculate Return on Investment
Make Recommendations

Audience
This course is designed for training directors, training managers and training coordinators, instructional designers,
trainers, instructors and performance analysts, and anyone who wants training resources to be used effectively
and efficiently.
Prerequisites
There are no prerequisites for this course.
Duration
One day
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Course Outline
I.

Plan the TNA
A. Identify the target audience for the analysis.
B. Determine the scope of the analysis.
C. Identify the stakeholders in the process.
D. Determine the symptoms of the situation.
E. Agree on the timelines of the analysis.

II. Collect Data
A. List the job tasks of the target audience.
B. Prioritize the job tasks.
C. Determine the information you need about the job tasks.
D. Design the data collection instruments.
E. Administer the data collection instruments.
III. Analyze Performance
A. Identify the problems in job performance.
B. Identify the potential causes of job performance issues.
C. Use the SCOPE™ method to determine the cause of the performance issue.
D. Determine if training is needed.
IV. Calculate Return on Investment
A. Calculate the cost of the problem.
B. Calculate the cost of training.
C. Calculate the potential benefits of training.
D. Calculate the return on investment of the training solution.
V. Make Recommendations
A. Recommend pre-training guidelines to management.
B. Recommend post-training reinforcement activities.
C. Write a proposal based on your findings and recommendations.
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