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LEARNING & DEVELOPMENT
Training Needs Analysis Form
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	ORGANISATION
	[Organisation Name]

	TNA REFERENCE
	[Reference]

	TNA TYPE
	□ Individual   □ Team / Function   □ Organisational

	INDIVIDUAL / TEAM / FUNCTION
	[Name / Team / Department]

	ROLE(S) COVERED
	[Job Title(s)]

	COMPLETED BY
	[Name and Job Title]

	DATE
	[Date]

	REVIEW PERIOD COVERED
	[e.g. January-December 2026]


 
About this Training Needs Analysis
A Training Needs Analysis (TNA) identifies the gap between the current capability of an individual, team or organisation and the capability required to meet current and future goals. It ensures that training and development investment is targeted at the areas where it will make the most difference.
An effective TNA is not simply a list of training courses people want to attend. It is a structured assessment of actual performance gaps, their root causes, and the most effective interventions to close them - which may or may not be training.
Before investing in training, always ask: is this a training need (the person lacks the knowledge or skill) or a performance need (the person has the knowledge but lacks motivation, opportunity, resources or clarity)? Training will only resolve the former.
SECTION 01
Context and Objectives

What is the strategic context for this TNA? What organisational goals, changes or challenges is it intended to support?


What specific performance outcomes is this TNA designed to improve?


What future skills or capabilities will be required over the next 2-3 years?


Are there any digital, AI or technology-related capability gaps that need to be addressed?


	Triggered by:   
 ☐ Appraisal cycle   ☐ Performance concern   ☐ Organisational change  ☐ New strategy or priorities   
☐ New technology or systems  ☐ Compliance requirement   
☐ Other: 

	Priority level:   
☐ Critical - immediate action required   ☐ High - within 3 months  ☐ Medium - within 6 months   
☐ Lower - within 12 months


SECTION 02
How Was the Need Identified?

Training needs can be identified through a variety of sources. The robustness of the TNA depends on triangulating evidence from multiple sources - a single source is rarely sufficient.
	SOURCE OF EVIDENCE
	EVIDENCE USED?
	NOTES

	 Performance appraisal data and scores
	☐ Yes
	

	 Observation of work performance
	☐ Yes
	

	 One-to-one conversations with employee / manager
	☐ Yes
	

	 Customer / stakeholder feedback
	☐ Yes
	

	 Error rates, quality data or KPI performance
	☐ Yes
	

	 Self-assessment by the individual
	☐ Yes
	

	 360-degree feedback or peer assessment
	☐ Yes
	

	 Skills / competency assessment
	☐ Yes
	

	 Exit interview themes or staff survey results
	☐ Yes
	

	 Regulatory or compliance requirement
	☐ Yes
	

	 Job / role redesign or new responsibilities
	☐ Yes
	





SECTION 03
Is This a Training Need?

Before identifying training solutions, it is essential to determine whether training is the appropriate intervention. Many performance issues are not training problems - and training will not solve them.
	DIAGNOSTIC QUESTION
	ANSWER
	IF 'NO' - CONSIDER

	Does the individual / team lack the knowledge or skill to perform the task?
	☐ Yes
☐ No
☐ Unknown
	If No - training alone will not solve the problem. Consider motivation, management, process or resource issues.

	Have they ever been able to do this task at the required standard?
	☐ Yes
☐ No
☐ Unknown
	If Yes - this may be a motivation, confidence, environment or coaching issue rather than a training need.

	Do they know what the required standard looks like?
	☐ Yes
☐ No
☐ Unknown
	If No - clarify expectations first. Unclear expectations are a management issue, not a training one.

	Do they have the tools, time, access and environment needed to perform?
	☐ Yes
☐ No
☐ Unknown
	If No - address the environmental or resource barriers. Training will not compensate for inadequate tools.

	Is there a specific knowledge or skills gap that training could close?
	☐ Yes
☐ No
☐ Unknown
	If No - consider coaching, job redesign, process improvement or performance management.


SECTION 04
Skills and Competency Gap Analysis

Use this section to assess the current and required capability level across relevant skills and competencies. Score current capability (C) and required capability (R) on a 1-5 scale. The gap (R minus C) identifies priority development areas.
Scoring scale:
1 = No current knowledge or skill
2 = Basic awareness, significant development needed
3 = Competent - meets the minimum standard
4 = Strong - above the minimum standard
5 = Expert - could develop or teach others


▪ Technical / Role-Specific Skills
	SKILL / COMPETENCY
	CURRENT (C)

	REQUIRED (R)

	GAP
(R-C)
	PRIORITY
	PROPOSED INTERVENTION

	[Technical skill 1 - e.g. specific software system]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[Technical skill 2 - e.g. technical process or method]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[Technical skill 3]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[Technical skill 4]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[Add further rows as required]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]




▪ Behavioural / Leadership Competencies
	SKILL / COMPETENCY
	CURRENT (C)

	REQUIRED (R)

	GAP
(R-C)
	PRIORITY
	PROPOSED INTERVENTION

	[e.g. Communication and collaboration]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[e.g. Problem solving and decision making]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[e.g. People management and delegation]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[e.g. Leading through change]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]

	[Add further rows as required]
	[1 to 5]
	[1 to 5]
	[=R-C]
	☐ High
☐ Med
☐ Low
	[Proposed approach]


SECTION 05
Priority Development Needs Summary

Having completed the gap analysis, identify the two or three most critical development needs - the areas where the gap is largest and the impact of closing it would be greatest. Focus investment here first.
	PRIORITY DEVELOPMENT NEED
	BUSINESS IMPACT OF CLOSING THIS GAP
	RECOMMENDED INTERVENTION AND TIMELINE

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	
	
	

	
	
	




SECTION 06
Recommended Interventions

For each identified training or development need, identify the most appropriate type of intervention. Remember that on-the-job experience (70%) and learning from others (20%) are typically more effective than formal training (10%) for embedding behavioural change - though compliance and technical training may require a more formal approach.
	DEVELOPMENT
 NEED
	PROPOSED INTERVENTION
	PROVIDER / RESOURCE
	ESTIMATED COST
	TIMELINE

	 
	 
	 
	 
	

	 
	 
	 
	 
	

	 
	 
	 
	 
	

	 
	 
	 
	 
	


SECTION 07
Measuring Effectiveness

Training that is not evaluated is an act of faith rather than an investment. Identify how you will measure whether the intervention has worked - at each of the four Kirkpatrick levels.
	LEVEL
	WHAT IT MEASURES
	HOW WE WILL MEASURE IT

	Level 1

 Reaction
	Did participants find the learning experience positive, relevant and engaging?
	[e.g. Post-training feedback survey - complete within 48 hours of the session]

	Level 2

 Learning
	Did participants acquire the intended knowledge, skills or attitudes?
	[e.g. Pre/post assessment; demonstration of skill; knowledge test]

	Level 3

 Behaviour
	Are participants applying what they learned in the workplace - and has behaviour changed as a result?
	[e.g. Manager observation at 4 and 12 weeks; 360 feedback comparison; one-to-one review]

	Level 4

 Results
	What has been the measurable impact on performance, quality, safety, efficiency or other business outcomes?
	[e.g. KPI data comparison pre/post; error rate reduction; customer satisfaction improvement; absence reduction]





SECTION 08
Approval and Sign-Off

This TNA and the recommended interventions must be approved before investment is committed. Where training budget is involved, Finance / HR approval should be obtained before booking any provision.
	TOTAL ESTIMATED DEVELOPMENT INVESTMENT
	[£ - or 'Time only' if no external cost]

	BUDGET SOURCE / COST CODE
	[Budget line or 'To be confirmed']

	COMPLETED BY
	[Name]

	JOB TITLE
	[Job Title]

	SIGNATURE
	[Signature]

	DATE
	[Date]

	APPROVING MANAGER 
	[Name]

	JOB TITLE
	[Job Title]

	SIGNATURE
	[Signature]

	DATE
	[Date]



For training needs analysis consultancy, bespoke programme design, psychometric assessment or management development - contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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