EDEN SOLUTIONS & RESOURCES LIMITED
Training Needs Assessment
Identify the gap between what the work requires and what people can currently do — before choosing a programme.
	Organisation / unit
	

	Completed by
	

	Date
	



1. The performance problem
	What is not happening as it should
	

	How it shows in the numbers or in complaints
	

	When it started
	

	What has already been tried
	



2. Is training the right answer?
The people concerned do not know how to do it (training will help).
They know how but the process or tools block them (fix the process).
They know how but are not held to it (a management issue).
They know how but are not motivated (a reward or leadership issue).
3. Who needs what
	Group / role
	Number of staff
	Skill or knowledge gap
	Priority
	Preferred format

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. What success will look like
	Measure
	Baseline now
	Target after training
	When it will be measured

	
	
	
	

	
	
	
	

	
	
	
	



5. Practicalities
	Preferred dates
	

	Location or online
	

	Budget range
	

	Approver
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This template is provided as a general working document. Adapt it to your organisation and take advice where a decision carries legal or financial risk.




