	Training Needs Analysis – LERN



	Use this checklist to see if you have completed all the work necessary for a successful needs assessment. Use only those that apply.

	Phase I: Gather Preliminary Data

	
	
1.
Schedule preliminary meetings to gather information from your client contact and other key people.

	
	
2.
Obtain a senior manager's perspectives about the goals of the assessment.

	
	
3.
Is there consensus about the goals of the needs assessment among those involved.

	
	
4.
Identify the educational level of the target audience.

	
	
5.
Determine the learners' preferred learning styles.

	
	
6.
Identify learners' attitudes toward a new system or technology.

	
	
7.
Identify computer literacy levels of the target audience.

	
	
8.
Identify the prerequisites for using a system or technology.

	
	
9.
Identify the prerequisites for revising or updating an existing program.

	
	
10.
Identify the prerequisites for developing a new program.

	
	
11.
Identify end user requirements for a new system or technology.

	
	
12.
Determine what testing or evaluation strategies will be used to measure success.

	
	
13.
Determine whether certification will be required.

	
	
14.
Identify resources that are available to conduct and implement the assessment.


	
	15.
Determine if you require the assistance of external sources, such as subject-matter experts or consultants.

	
	16.
Review records, reports, and other pertinent extant data.

	
	17.
Obtain input from all other pertinent sources, such as units, archives, internal or external sources.

	
	18.
Benchmark against other existing programs.

	Phase II: Plan

	
	
19.
Establish a project plan.

	
	
20.
Determine what types of data must be collected.

	
	
21.
Identify sources of data.

	
	
23.
Notify the appropriate people about the assessment?

	
	
24.
Obtain approval to proceed with the assessment?

	Phase III: Perform Training Requirements Analysis

	
	
25.
Develop needs assessment tools.

	
	
26.
Pilot tested needs assessment tools.

	
	
27.
Determine current knowledge and skill levels.

	
	
29.
Determine desired knowledge and skill levels.

	
	
30.
Examine what existing training materials, if any, can be used.

	
	
31.
Identify what non-training interventions, such as job aids, can be used.

	
	
32.
Identify what factors are impeding learning.


	
	
35.
Have you determined what the best medium of delivery will be?

	
	
36.
Have you decided whether existing training delivery systems can be used?

	
	
37.
Do current training delivery systems require updating?

	
	
39.
Have you determined whether training services must be outsourced?

	
	
40.
Have you identified changes that must be made to the training evaluation system?

	
	
41.
Have you determined what new technological equipment will have to be added?

	
	
42.
Have you determined what additional equipment and resources will have to be obtained?

	
	
43.
Have you determined whether additional personnel will need to be hired and in what positions?

	
	
44.
Have you determined whether and what facility changes must be made?

	
	
45.
Have you established what resources will be needed to implement training?

	
	
46.
Have you determined how supervisors or managers will support learning?

	
	
47.
Have you determined how the current environment will support learning?

	Phase IV: Analyze Data

	
	
48.
Have you compiled results?

	
	
49.
Have you identified patterns or deviations in data?

	
	
50.
Have you briefed your client contact and/or senior management about the results of the assessment?

	Phase V: Prepare Report

	
	51.
Have you established priorities for implementing interventions?

	
	52.
Have you estimated projected costs for implementing each intervention?

	
	53.
Does the report contain all the relevant information (in the body or in the attachments)?

	
	54.
Is the report precise and concise?
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