Needs Assessment Worksheet
Use this worksheet to plan a basic needs assessment.  The worksheet can help organize your investigation, to methodically explore key business challenges, their causes, and revealing any underlying issues that may be creating an obstacle to success. The purpose of the Needs Assessment is to objectively capture the current reality of the workplace, and to reveal potential solutions to solve the problem, how much support there is for training, whether or not training is a good solution, and finally, how can limited training resources best be targeted to achieve the highest return on investment.  It is critical to note that the solution is not always training related. Often, the solution uncovered will include training rather than be solely limited to training. Other issues commonly uncovered by a needs assessment include:  System inefficiencies, operational procedures, slow response to changes in the marketplace, etc.
Organization/Department:________________   Date:______
Business Goals/Opportunities:  (describe the situation which merits investigation and potential training needs). 
Business Sponsors:  (name(s) of people and/or department(s)  paying for the assessment, reports, services; position; names of people/departments approving all HR&D plans; names of contact people.  
Target Audience:  (List the different stakeholders who would be enlisted to help fulfill the needs assessment).
Requirements/Constraints to Consider in Planning Needs Assessment (time to implement, budget constraints, attitudes towards HR/training of managers/trainees, etc.)

1.

2.

3.

4.

5.

Recommended Methods to Assess Needs (e.g. focus groups, interviews, informal questionnaires, time-study, workplace observations, senior management meetings, etc.)
	Needs Assessment Methods
	Benefits/Advantages
	Concerns/Dangers



	
	
	


Additional Study Targets. What other individuals or groups do you wish to investigate (talk with informally, have fill out a survey, or observe) in order to uncover training needs?  List them below. 
	Group/Individuals
	Method/Approach

	1.


	

	2.
	

	3.


	

	4.


	


Hypothesis. Overall, what outcomes do you expect to uncover?  Why?
1.

2.

3.

What might go wrong or cause problems for you upfront or later on, based on this specific needs assessment approach? List out any obstacles (organizational culture, budget limitations, time restrictions). List each obstacle below, including a means for addressing/solving the issue. 
1.

2.

3.

Steinbrecher & Associates, Inc. has developed a proprietary online surveying technique to help our clients conduct both organizational and job-specific needs assessments across three dimensions of analysis (1) frequency, (2) degree of difficulty, and (3) critical priority.  If your organization is going through strategic or market-driven change, we are happy to consult with you to explore how to best conduct and validate a needs assessment. Our services always include quantitative analysis, specific recommendations and strategy execution, and an executive summary report. 

Sample Needs Assessment
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