
Training Needs 
Analysis

Training Needs Analysis
Helping identify and align the needs of the organisation and the training needs 
of individual employees.

EMPLOYEE NAME: POSITION:

Major tasks of position Skills development 
required?

If yes, what training 
needs to exist? When?

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No

If yes, what training 
needs to exist?

What benefit will this have to the 
organisation/department? When?

Yes No

Yes No

Yes No

Yes No

Additional skills 
development

Yes No

https://www.engageinlearning.com/


Training Needs Analysis

What does the organisation/department need to achieve in the next 12-month period ahead?

EMPLOYEE NAME: Training Needs Analysis
Helping identify and align the needs of the organisation and 
the training needs of individual employees.

What do you want to achieve in the 12-month period ahead?

Where do you see your career progressing in the next two years?

What will you need from the organisation to help you reach your career goals?

Signed (employee):

TNA carried out by:

Signed:

Date:

Position:

Date:

If not completed by the organisation training manager, submit a copy of this 
form to the person(s) responsible for staff training where necessary.

https://www.engageinlearning.com/


DECISION MAKING PATHWAY

Thinking Creatively

Solving Problems: Definition to Options

Decision Making: Options to 
Implementation

INFLUENCING PATHWAY

Influencing to Win/Win

Communicating to Influence

Influencing Teams

Influencing in Meetings

Online Training Courses 
available to you

HEALTH & SAFETY
Asbestos Awareness*†

COSHH*

Display Screen Equipment*

Driving Economically***

Driving Safely***

Electrical Safety

Environmental Awareness

Fire Safety*

First Aid*

Food Safety*

Health & Safety In the Office*

Infection Control*

Legionella Awareness*

Managing Risk

Manual Handling*

Mental Health Awareness (coming soon)

New and Expectant Mothers

Noise Awareness*

Personal Protective Equipment*

Risks and Responsibilities*

Slips and Trips*

Stress at Work*

Suspicious Packages

Working at Heights*

COMPLIANCE
Competition Law

Criminal Finances Act

Cyber/ Information Security

Discipline and Grievance

Equality and Diversity

General Data Protection Regulation

Bullying and Harassment

International Fraud Bribery and Corruption

Modern Slavery

Payment Card Industry Data Security Standard 
(PCI DSS)

Preventing Bribery in Business

Preventing Money Laundering

Right to Work

Safeguarding Adults

Safeguarding Children

Unconscious Bias

Unconscious Bias for Managers

Whistleblowing

IT & PROJECT MANAGEMENT

Microsoft Excel 

Microsoft Word

Microsoft Powerpoint

Microsoft SharePoint

Effective Outlook

Project Management

† IATP Accredited Course
* RoSPA Accredited Course
*** RoSPA do not accredit Driving courses

Effective E-mail

LEADERSHIP & 
MANAGEMENT
LEADERSHIP PATHWAY

Leadership Styles and Qualities

Developing Team Trust

Setting Goals and Guidelines for High 
Performance

Improving Group Dynamics 

Growing your Team to High 
Performance 

COACHING PATHWAY

Leader as Coach 

Coaching Skills 

Using the Grow Model to Coach 1

Using the Grow Model to Coach 2

PERFORMANCE MANAGEMENT            
PATHWAY

Why Manage Performance?  

Setting Performance Expectations

Communicating Performance Expectations

Performance Outcomes that Motivate

Monitoring Performance

Giving and Receiving Feedback

Solving Performance Problems

Performance Improvement Strategies

Preparing For a Formal Review

Evaluating Performance

Conducting a Performance Review

MEETINGS PATHWAY

Preparing to Lead a Meeting

Leading a Meeting 

Resolving Meeting Challenges 

MANAGING CONFLICT PATHWAY

Managing Conflict 

Managing Challenging Behaviour 
Effectively 

Bullying and Harassment

Discipline and Grievance

BUSINESS SKILLS
CUSTOMER SERVICE PATHWAY

Customer Service Essentials 

Customer Service Knowledge and 
Attitude

First Contact

Exploring Needs

Matching Needs

Handling Complaints

Angry Customers

Satisfying Challenging Customers 

PRESENTATIONS PATHWAY

Making Presentations Powerful 

Planning a Powerful Presentation 

Powerful Message and Structure 

Bringing Presentations Alive

Creating Powerful Presentation 
Support Material

Using Words and Voice Effectively 

Stage Presence

Handling Questions 

Rehearsing for your Presentations

TALENT DEVELOPMENT

Click on course headings for more info

https://www.engageinlearning.com/
https://www.engageinlearning.com/compliance/
https://www.engageinlearning.com/leadership-and-management/
https://www.engageinlearning.com/business-skills/
https://www.engageinlearning.com/health-and-safety-rospa/
https://www.engageinlearning.com/it-skills/


Don’t just take our word for it: 

Topics Interactivity

Rich media Editable

Our off the shelf elearning library cover Legal Compliance, 
Health & Safety, Leadership and Management, Customer 
Service and IT. Our courses are accredited by professional 
bodies and each come with downloadable resources such 
as eBooks, Infographic and Development Plans. Each course 
also features a post test and certificate of completion.

We vary the types of interactivity we use and harness 
them to keep people engaged and get them thinking and 
challenging themselves. The great thing about eLearning is 
that this challenge can happen in a safe space – which can 
help people be more honest with themselves – which is 
especially important in Financial or HR training.

We make all our courses relatable – often with a video 
narrator who talks rather than teaches. We use scenarios 
familiar to everyone to recreate a variety of situations 
which deal with the subject matter in a way that learners 
appreciate and engage with.

As with all of our courses, our in-course editor makes it easy 
to add your own links, processes, guidelines and branding, 
tailoring this unconscious bias training to your cultural 
needs. And, if you need more, we can have an experienced 
customisation unit.

Control your learning environment with our unique themes 
and choose from an ever-expanding range to suit you. Fully 
customisable themes for corporate use are also available.

Engage in Learning have produced an off the shelf elearning library that covers more than 100 
topics Health & Safety, Compliance, Leadership and Management, Customer Services and IT.

These 4 videos give you a more in-depth look at the courses in more detail as well as showing 
you how you can use our in-course Editor to personalise the courses to fit your culture.

Click           to play video

What we can 
do to help you

The training courses have been excellent: Engaging, interesting and informative. The assessments are 
a useful check on how much you've taken in. And from a Management point of view it's really helpful 

that there are certificates for each course for staff records.
"

"

https://www.engageinlearning.com/
https://www.engageinlearning.com/interactivity_promo/
https://www.engageinlearning.com/richmedia_promo/
https://www.engageinlearning.com/richmedia_promo/
https://www.engageinlearning.com/course-editor/
https://www.engageinlearning.com/course-editor/
https://www.engageinlearning.com/topics_promo/
https://vimeo.com/user12555455/review/329540856/6a4d8d89a0
https://vimeo.com/user12555455/review/329540856/6a4d8d89a0
https://vimeo.com/user12555455/review/329540856/6a4d8d89a0
https://www.engageinlearning.com/interactivity_promo/
https://www.engageinlearning.com/richmedia_promo/
https://vimeo.com/user12555455/review/329540856/6a4d8d89a0
https://www.engageinlearning.com/topics_promo/
http://
http://
http://
 https://www.engageinlearning.com/richmedia_promo/
https://www.engageinlearning.com/interactivity_promo/
https://www.engageinlearning.com/course-editor/
https://www.engageinlearning.com/topics_promo/
https://www.engageinlearning.com/interactivity_promo/
https://www.engageinlearning.com/course-editor/
https://www.engageinlearning.com/richmedia_promo/


Training Needs Analysis

0845 4560465

sales@engageinlearning.com

www.engageinlearning.com

https://www.engageinlearning.com/
mailto:sales%40engageinlearning.com?subject=Enquiry%3A%20Unconscious%20Bias
http://www.engageinlearning.com
https://www.engageinlearning.com/learning-management-systems/
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