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Five Steps of Needs Analysis 
 
 
 

1) Selecting Sources of Information  
(Where and from whom will we get the information?) 
 
 
2) Determining Stages of Analysis  
(How are we going to look at the information?) 

 
 
3) Selecting and Administering Needs Assessment Tool(s)  
(Decide how we will get this information – phone survey?  written questionnaire?  email 
survey? what?) 
 
 
4) Create items or questions for use in gathering information   
(Write the questions.) 

 
 
5) Consider the critical-incident techniques  
(Look it over and decide what to do with the information.) 
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Needs Analysis 
 
The needs assessment affects every aspect of training: Planning, Designing, Delivering, 
Evaluating. 
 
Who? 

1) Potential participants 
2) Participants 
3) Supervisors/subordinates of potential participants 
4) Peers 

 
What do we assess? 

1) The skill/knowledge base of the position 
2) The competency level of the participant 
3) The 'wants' of the participants 
4) The participant's attitude toward the trainer 
5) The outputs/objectives of the council 

 
Why do we conduct a needs analysis? 

1) To determine learning objectives 
2) To determine learning needs of participants 
3) To link workshop content to the participant's needs 
4) To serve as the first step in participation in the workshop 

 
When do we assess? 

1) Before determining what workshops will be delivered 
2) Prior to each workshop 
3) Opening session of each workshop 
4) At end of each workshop 
5) Back on the job in the council 

 
How do we assess? 

1) Instruments/surveys 
2) Verbally 
3) Informally - observations, meetings, interactions 
4) Interviews - telephone, face-to-face 
5) Data investigation - documents, reports 
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This page is purposely blank.  Good for notes, or to paste in something useful….. 
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Use the following 
scale to rate your 
level of knowledge 
and skill for each 
item listed: 
 
(1) No knowledge nor skill. 
 
(2) Beginning level of 

knowledge or skill. Not 
necessarily familiar with 
some of the key 
principles or especially 
confident about 
demonstrating or 
explaining this topic in 
relatively simple 
situations. 

 
(3) Some knowledge or skill. 

Familiar with the key 
principles and can 
demonstrate or explain 
topic in simple to 
moderately difficult 
situations. 

(4) Significant knowledge or 
skill. Confident in ability 
to explain or 
demonstrate topic in 
most situations. 

 
(5) Advance level of 

knowledge or skill. Have 
a broad understanding 
and well developed 
skills. Very comfortable 
explaining this topic and 
can model mastery of 
the subject and skills. 

 
 

Trainer Application Supplement - Needs Assessment 

Name _______________________________________  
 
Your completion of this form will provide us with information used to customize the Trainer course to best meet your 
needs. Attach additional sheets if more space is required. 
 
PART 1: Conducting training consist of 4 components, planning, designing, delivering and evaluating. This section 

gives you an opportunity to reflect on the knowledge and skills you have in these four areas. 
 
Read each item in the "Content Area" column. Indicate your knowledge level in the "Knowledge" column and your 
skill level in the "Skill" column. 

 
CONTENT AREA KNOWLEDGE SKILL

PLANNlNG (The preparation work taking place before the 
training)

.

Collection and analysis of participant information

Assessing organization's need for training to be conducted

Setting priorities and using time efficiently

Adult Learning Theory

Determining training content

Selecting and preparing training facilities

Delegation of training responsiblities to appropriate personnel

DESIGNING (Creating activities and flow of the course)
Developing learning objectives

Identifying skills and knowledge requirements of topic areas

Applying Adult Learning Theory

Incorporating design considerations in development of learning 
activities
Designing materials for use in the training

DELIVERING (Conducting of the classroom sessions)
Presentation Skills

Using a variety of training methods

Facilitating individual growth

Facilitating group growth

Giving and receiving feedback

Operating audio-visual equipment

EVALUATING (Assessing and adjusting experiences to improve 
learning)
Identifying participant training needs - survey and other techniques

Identifying organization training needs - survey and other techniques

Utilization of ongoing evaluation - modification cycle during trainings

Evaluating effectiveness of training methods

Revising training design/materials based on evaluation feedback

Determining future training needs

Identifying areas for personal growth based on evaluation feedback
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PART 2: EXPERIENCE for conducting trainings is obtained from a variety of places. Place a check by each area in 
which you have experience and briefly describe in what setting you gained the experience. For each skill area 
checked, indicate how recently you have used the skill. 

 
How the skill was obtained      When skill was most  

recently used  

Collecting and 
analyzing data 

  

Planning 
and 

Organizing 

  

Setting 
Priorities 

  

Program 
Planning 

  

Delegating 
responsibility 

for training/event 

  

Speaking in front 
of a group 

  

Leading a 
discussion 

  

Using audio-visual 
equipment (what 

kind?) 

  

Giving and 
receiving feedback 

  

Evaluating a 
program or event 

(how was 
evaluation 

conducted?) 

  

 


