Sample Training Needs Analysis Template
	Behaviour or competency
	Employee 1
	Employee 2
	Employee 3
	Employee 4
	Employee 5
	Employee 6
	Employee 7

	Skill/Competency 1
	
	
	
	
	
	
	

	Skill/Competency 2
	
	
	
	
	
	
	

	Skill/  Competency 3
	
	
	
	
	
	
	

	Skill/  Competency 4
	
	
	
	
	
	
	

	Skill/Competency 5
	
	
	
	
	
	
	

	Skill/Competency 6
	
	
	
	
	
	
	

	Skill/ Competency 7
	
	
	
	
	
	
	

	Skill/Competency 8
	
	
	
	
	
	
	

	Skill/Competency 9
	
	
	
	
	
	
	

	Skill/Competency 10
	
	
	
	
	
	
	

	Total (H)
	
	
	
	
	
	
	

	Total (M)
	
	
	
	
	
	
	

	Total (L)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Average
	
	
	
	
	
	
	


Instructions:

Identify the core skills/ competencies/ behaviours required for the population of employees you are conducting the needs analysis.
Then using the scale:

High (H) – effective at this

Medium (M) – some development needed

Low (L) – significant development needed

Not applicable (N) - for the role

Rate each person for each skill. This then gives you not only who need what, but the priority, L first – Medium next.

A word version of this is available in our downloads section
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