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Your training needs analysis worksheet 

How to complete the training needs analysis worksheet 
This worksheet will help you identify skills gaps, solutions, training priorities and deadlines. It can be used for an individual, a team or an organisation as a whole. To fill in the worksheet, you will need to work in collaboration with relevant leaders, managers, teams and individuals to: 
· Identify key objectives at individual, team or organisation level. 
· Assess the skills and knowledge required to meet those objectives. 
· Identify any gaps in the skills and knowledge required. 
· Decide which development needs are most critical to fill gaps in skills and knowledge. 
· Source learning and training solutions to meet these needs. 
· Agree deadlines for completion. 
· Review and adapt your training needs analysis worksheet on a regular basis.













Training needs analysis for: ………………………………………….			Date:…………… 
(Organisation/team/individual)
	Organisational and strategic gap or weakness identified
	Skills gap or weakness identified (knowledge, skill or behaviour)
	Specific training, support or development needed
	Priority on a scale of one (lowest) to five (highest)
	Deadline for completion
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