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Training Needs Analysis (TNA)
Purpose: This document will enable identification of the future state processes, tools, systems and new methods of working in preparation for onboarding and tailoring a training package to suit the needs of each Unit or Portfolio at UQ. 


	Audience – Unit, Portfolio or Faculty

	What area is being represented?




	· 

	What is the approximate no. of staff, including breakdown of HEW levels?



	

	Which staff in this area will be impacted specifically and directly by the change?


	· 

	How much change to existing processes has this resulted in? What are the major changes?
	· 

	Please identify the critical periods for your business which need to be avoided, as far as training delivery goes. 


	

	What is your ideal composition of training? I.e. amount of self-directed, Face-to-face, on-the-job training.
	· 




	Big Picture

	What do you think the future world will look like for your staff? What might the future look like from a work program or process point of view? 

	· 

	Thinking of capability requirements for the future across the area, what broader capabilities do you see as being critical to helping transformation occur successfully?
	· 

	In what ways will your staff see these future changes? Will they have new roles for example?




	· 

	Who in your area has verbally delivered training to other staff previously and would they be suitable for this again – i.e. for future train-the-trainer initiatives?


	· 




	Systems and Processes

	Which new tools will be required for your business?
	· 

	Which legacy systems will these new tools replace?
	

	Will parts of the legacy system/s remain as part of your future business, if so, which parts?
	

	How much change to existing processes has this resulted in? What are the major changes?
	· 




	Identifying Specific Training Needs - Users

	What basic or requisite skills/knowledge would be ideal for staff in this area to have?

	· 

	What Policies and Guidelines underpin the work your area carries out? To what level of knowledge do staff need of these to undertake their role? 
	· 



	Identifying Specific Training Needs - Staff

	What basic or requisite skills/knowledge would be ideal for staff in this area to have?

	· 

	What Policies and Guidelines underpin the work your area carries out? To what level of knowledge do staff need of these to undertake their role? 
	




	Training Composition

	What do you want this training to achieve for your staff/users?
	

	What considerations must be made in regards to how training is delivered to your staff? Delivering also includes delivery of online e-learning modules. Are there any technical or practical limitations that might inhibit access to training?

	

	How would your area like the training to be structured? Role based? Process based? Tool based? Do you wish to use the training as a ‘competency’ based like activity that staff must compete within a designated time period before they can be considered ‘competent’, or something they can enter and exit when they need?
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TNA to inform the training plan
Information gathered through the TNA process will inform the Training Plan below. This is to be drafted by the Change team in the first instance based on information provided above. Business AreaX will have ownership over the final Training Plan once the appropriate consultations have occurred.

	Audience - USERS
	Identified training need
	Training resource
	Training format
	Timing
	Responsibility

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	Audience – PG CRIP STAFF
	Identified training need
	Training resource
	Training format
	Timing
	Responsibility
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