
Training Needs Analysis


A training/learning needs analysis (TNA) is a review of learning and development needs for staff and volunteers and within an organisation.  It considers the skills, knowledge and behaviours that staff need, and how to develop them effectively.

Below is an example of a Training Needs Analysis which can be adapted for use within your setting.

One way of identifying individual learning needs is to take a competence framework that covers each job role, and use it to identify specific areas where a staff member would like to develop their confidence and skill.  The following grid can be altered according to job roles and used by individuals or it can be used for the whole team.

You can use a rating scale of 1 - 10 (1 = lowest / 10 = highest) to reflect the overall competence for all staff in your setting or for individuals.  This will help when identifying training needs for staff according to their competences and gaps in skills or knowledge.



































	Training Needs Analysis

	
Setting name or Individuals name:   

Job Role:  (If used for individuals) 
                          



	Skills / Knowledge (including those defined by the National Occupational Standards in Children's Care, Learning & Development CCLD)
	Setting/Individual Rating

	
PRACTICE

	

	1
	Work with families to enhance their children’s learning and development
	

	2
	Plan and implement positive environments for babies and children
	

	3
	Develop and maintain a healthy, safe and secure environment for children
	

	4
	Promote the health and physical development of children
	

	5
	Promote children’s well-being and resilience
	

	6
	Plan and implement the EYFS framework 
	

	7
	Assess children's progress according to EYFS
	

	8
	Plan for and support child initiated play
	

	9
	Use Information and Communication Technology to promote children's early learning
	

	10
	Support the child or young person’s successful transfer and transition in learning and development contexts
	

	11
	Evaluate, assess and support children's communication
	

	12
	Help children to develop their literacy skills e.g. using letters and sounds, nursery narrative
	

	13
	Evaluate, assess and support children's mathematical learning, exploration and problem solving
	

	14
	Support policies, procedures and practice to safeguard children and ensure their inclusion and well-being
	

	15
	Co-ordinate provision for babies and children in partnership with their families
	

	16
	Evaluate, assess and support the physical, intellectual, emotional and social development of children
	

	17
	Evaluate, assess and support children's creativity
	

	18
	Contribute to supporting parents with literacy, numeracy and language needs
	

	19
	Self-development, self-control, compassion and humanity, seeking responsibility and personal growth.
	

	20
	Support children with disabilities or special educational needs and their families
	

	21
	Safeguard children from harm
	

	22
	Deliver services to children and families whose preferred language is not English or Welsh
	

	23
	Reflect on, review and develop own practice
	

	                                      
INCO / SENCO

	

	24
	Co-ordinate and support provision for children with learning difficulties and disabilities and those with special educational needs
	

	                      
LEADERSHIP AND MANAGEMENT

	

	25
	Provide support to other staff
	

	26
	Provide constructive feedback to staff
	

	27
	Ability to delegate tasks to others
	

	28
	Be able to provide effective supervision and appraisal
	

	29
	Carry out peer observations
	

	30
	Manage a budget
	

	31
	Develop and review policies and procedures in line with national and local policy/guidance
	

	32
	Coordinate service delivery
	

	33
	Reflect on, review and develop organisational practice
	

	34
	Knowledge of safer recruitment practices
	



