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Training Needs Analysis Checklist
Which areas do you wish to have covered?  
Has anything in particular triggered a need for this training?  Eg response to staff survey; feedback from appraisal/development process; expansion into markets abroad; employment tribunal claim against employer.

What do you hope to achieve from the training?  What would you like to see as the objectives?
How will this be measured?

Have you undertaken this type of training before?  If so, how successful was it?  How long ago did it take place?

Who is to be trained?  Eg job level and numbers of participants.

Will the training be voluntary or compulsory?

Where do you want the training to take place?

How interactive would you like the training to be?

How long do you anticipate the training to take?  Ie half day, full day, two days or more?

How many participants are to be trained at each session?

How many employees does your organisation have?
Which business sector are you in?
Where is your organisation located?
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