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Appendix VI - Training needs analysis

1. Purpose of training needs analysis (TNA)
Prior to organising training and development activities, training needs analysis should be conducted to ensure

that training focuses are correctly identified and employees’ training and development issues could be
appropriately addressed.

2. The steps to conduct a TNA

Ascertain the expected outcome
(i.e. the training purpose)

Identify the current proficiency level
of the staff concerned

Compare the expected level to the current level, and then identify
the gap for further improvement

Among all the training needs identified,
determine the priority of training

Select the most appropriate intervention methodology to close the gap
(in-house or external training / on-the-job training / self-learning)

3. Training evaluation

If an external training course is the preferred and appropriate solution to address the training needs, care
should be taken to evaluate the credibility of the training institutions or the trainers in order to select the most
appropriate one.

To measure the training effectiveness, training evaluation in the form of post-course assessment or survey
could be conducted.
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