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1  Part I: Training Needs Assessment and Training Programme Development
1.1 Introduction
As indicated within the Strategy for the Reform and Development of Public Administration in Lebanon, a key challenge for the administration is to develop and implement training plans based on the real training needs of civil servants in the country. Until now, any planning of training was based on a supply-led top-down approach mainly ad hoc training that was offered by donors and/ or equipment/system suppliers.  Moreover, participants were selected based on criteria that were not directly allied to the requirement including:

· equitable distribution of training opportunities

· to provide motivation for individuals or

· as a “reward”.

A more structured approach to training for Civil Servants is clearly required and this activity within the “HR Capacity Building” project will help towards achieving that goal. The activity which forms an integral part of the overall project “Strengthening Human Resources Management Capacities in the Lebanese Public Sector” that is financed by the European Union, encompasses the development of a methodology for Training Needs Assessment (TNA) and Training Programme Development. It is presented in two parts; the first of which is an overview and the second is a step-by-step practical guide to be adopted and applied by the HR units (or designated staff) in the Ministries and the CSB.
1.2 Inputs Linked to this Activity

A number of further activities have direct interrelations with this activity and are shown below:
1. Study the current organisational structure of the National Institute of Training (ENA Liban) with its work procedure, relationships with the CSB and other Government bodies and its existing problems and develop a plan to enhance its capacity and improve its role.
· This is of particular significance because the ENA/Liban is the designated primary provider of training and plans to build its capacity should have a positive impact on training for the whole of the Civil Service in Lebanon.

2. Analyse the functions and procedures related to training needs assessment and implementation in the four (4) Ministries and in the CSB and their relationships with the training providers. The training impact and follow-up measures shall be identified. 

· This study was carried out at the beginning of the project and resulted in an overview of the situation that existed at the start of the project and on which the project was designed to build. 

· This is important as it represents the starting point for the development of a training infrastructure in the beneficiary institutes and to the development and implementation of a training plan for each organisation.
3. Performance Management
· Ultimately, the purpose of training is to improve the performance of the organisation and so it follows that the training management and performance management processes should be linked in order to both include the development needs that may be identified during the performance management process (at all levels) and to record any improvement in performance as a result of the training interventions.

4. Develop a Methodology for Training Impact Assessment.

· Once the training needs assessment has been carried out, the training designed and delivered, it is important to be able to analyse the results of the training and to measure its impact at all levels but it is equally important to provide feedback to those who carried out the TNA and who designed and delivered the training to enable them to improve the quality of the training by optimising the:

I. Training objectives

II. Course syllabus and structure
III. Design and production of training materials including lesson plans and audio-visual aids 

· The TAT will create a practical guide, similar to this one to illustrate how to carry out the training impact assessment.

5. Organise a workshop(s) to present findings and to discuss the suggested systems with their practical aspects. 

The workshop(s) will present an overview of the process that involves training needs assessment, training development and implementation as well as training impact assessment.  The workshops will relate to and will feature the practical guides that are being developed for use by the HRD/Training representatives of the five beneficiary institutions in preparing and implementing their respective training plans.  Discussion will focus on the process to be employed including:

· Analysing the existing situation.

· Carrying out a training needs assessment (TNA).

· Defining training objectives.

· Specifying the most appropriate training method.

· Designing a structured modular training programme to meet the needs of all employees.

· Creating an annual training plan by collating all training needs having due regards to the available resources.

· Sourcing the highest quality training at the best price.

· Making preparations and ultimately, delivering the training.

· Assessing the impact of the training at all levels.

· Consolidating the training.

These will be interactive workshop(s) that will focus on transfer of knowhow and skills related to training needs analysis, training programme design and training impact assessment.

6. Analyse the training needs of the four Ministries and CSB distinguishing between managerial levels and occupational groups (eg: administrators, health controllers, social assistants, etc.) based on the strategic plans of the Ministries and career plans.
· The TAT will work in partnership with and will assist the nominated HRD/Training staff within the beneficiaries, once they have been appointed, to carry out a study of the training needs of the organisation.  They will utilise the methodology contained in this guide and will prepare TNA results for both occupational groups and supervisory/managerial levels.  It will be important for the beneficiaries’ own staff to participate fully in this process in order to provide a degree of sustainability following conclusion of the current project.

7. Develop Training Plans for the CSB and the four Ministries.

· Once the TNA study has been completed for each of the beneficiaries, the TAT will work in partnership with the Ministries’ nominated HRD/Training staff to develop and operate an annual training plan for each of the beneficiaries. 

8. Implement the training plan by conducting training sessions that target the identified staff (for core training, this should be all of the management and staff) in the CSB and the 4 Ministries.
· Once the training plan has been completed, the TAT will assist the HRD/Training units to source and organise the training sessions for their employees, having due regard for all logistical issues and ensuring successful operation.
·  TAT will assist the HRD/Training personnel to monitor and evaluate the training provided to measure the impact of the training at the reaction and results/performance levels and to provide feedback to the training designers to optimise the programme..

1.3 Participants and Baseline

All five beneficiaries will participate in the TNA and training programme design process and it is useful to review their respective starting points.  
1.3.1 Civil Service Board (CSB)

CSB is responsible for monitoring the implementation of the new employment law for the Civil Service and for exercising many personnel powers specifically assigned to it including:
· Determining personnel needs for all government departments and helping in the preparation of the personnel budget.

· Conducting examinations and approving lists of those eligible for all civil service jobs.

· Supervising and approving promotions and transfers in the civil service, maintaining personnel records and files for all civil servants.

· Designing and implementing a system of performance appraisal.

· Dismissing civil servants whose performance is considered unsatisfactory.

· Submitting recommendations for the improvement of personnel policies and regulations.

· Developing a system of position classification.

· Approving allowances for civil servants.

· Advising the government on the organizational structure of various departments and agencies.

· Practising tutelage authority over the National Institute of Administration (ENA), that provides pre and post entry training for government employees.

CSB comprises a total of 147 employees, however, 54 positions remain vacant including, disconcertingly, 3 of 17 positions at category 2. A restructuring project is in progress but no proposed structure is yet available.
It is likely that CSB will participate in any process to create HRD/Training units in each of the beneficiaries and that they will also play a role in the selection of those who will staff the units and, subject to the agreement of the respective ministries, will play a  coordination role for the function.
1.3.2 Ministry of Industry (MoI)

· MoI presently has an overall establishment of 219 but at present, employees comprise only 61 Civil Servants, 17 contractors and 7daily workers, however, a new structure has been proposed but is not yet approved.

· MoI currently has a Personnel and Administrative Department but a new law anticipates a HR department.

· In collaboration with OMSAR, job descriptions have been prepared in respect of positions within the Ministry.

· Although it does not prepare a periodic training plan, the Ministry operates a one-month induction programme of mainly on-the-job training as well as providing some 40 training sessions per month, and there is occasional team-building activity.

1.3.3 Ministry of Public Health (MoPH)

· Is a large organisation with around 644 occupied employees, however, a new structure is currently being created and MoPH recognises the need for a HRD/Training unit.

· Training needs Assessment is not currently carried out and consequently, there is no structured training plan and so training is provided in a “fragmentary” manner.  There is however a need for training in both core skills and specific job related skills. Induction programs and coaching are also required for new recruits.

· MoPH recognises the value and necessity of on-the-job training (OJT) and employs this as part of the induction process.

· Encouragingly, MoPH expressed a lot of interest in the performance appraisal training component and is enthusiastic regarding the prospective creation of a training unit within the Ministry.

· There is no specific budget line in the ministry’s budget for the provision of training and training events are currently sponsored by donors and training providers including OMSAR, MoET and IoF, with whom the Ministry is collaborating on training issues.

· Concerning HRM systems related to training:
· Job descriptions, which would provide input to both performance management and training programmes, do not currently exist.

· Performance appraisal is carried out for both the permanent staff and the contractual employees, however, the process is not carried out “seriously” the employee is not involved in the process and staff who operate the scheme are not skilled in preparation of either job descriptions or key performance indicators (KPI’S).

1.3.4 Ministry of Social Affairs (MoSA)

· The Ministry‘s organisational structure consists of 380 position of which 225 are vacant, while 155 positions are actually occupied (by a civil servant and or Contractual Worker)
· There is little coordination among the departments in the Ministry including in respect to training.

· A 6-member committee manages the training provide at the Social Training  Centre in the South of Lebanon.

· The Ministry has a training budget but departments can (and do) arrange their training without coordinating with the training depart, often in liaison with projects in their departments.  Budget for training therefore comes from the respective departments and their projects as well as the training department.

· Unlike in the past, training is now managed in a rather unstructured, uncoordinated manner and the Ministry supports a more durable approach involving:

a. Training needs to be identified by a training unit by review of job descriptions, liaison with project teams and (later) objective operation of a performance appraisal process.

b. Training budgets to be operated by the training dept.

c. All training records to be kept by the training department.

· Performance appraisal has not been carried out since 2005, however, training needs are notionally identified from job specifications where available.  

1.3.5 Ministry of Tourism (MoT)
· The Ministry‘s organisational structure consists of 275 position of which 107 are vacant, while 168 positions are actually occupied (by a civil servant and or Contractual, Worker) however, the organisation is likely to be reviewed in the near future to better reflect the organisational needs.

· There is a need for a dedicated HRD/Training unit to analyse training needs and prepare an annual training plan including an induction programme as well as structured on-the-job training (OJT) for recruits. 

· The Ministry expressed the need to create a better image of public servants as a whole to change the perception of the public sector by the citizens. 

· It was also suggested that senior managers at the Ministries would do well to evaluate and learn from processes that had formerly operated successfully and to build on those rather than rejecting everything that went before and starting again.

1.4 Training Needs Assessment and Training Development

As discussed earlier, the process to be employed for training needs assessment and training development needs to be professional, appropriate, workable and sustainable and so it is essential to ensure that maximum transfer of know-how takes place and for this reason, TAT members will work in close collaboration with beneficiaries in carrying out this exercise. It is also critical that training units should be created within all the beneficiary institutions at the earliest opportunity and that individuals who have the potential to become HRD/Training specialists should be identified/recruited/nominated within all of the beneficiaries. This is a red flag issue because, without people to transfer know-how to, there can be no sustainability of the benefits. As part of the HR Capacity-building project, the TAT will be providing training for the individuals who will operate the process and, indeed, in addition to other interventions, they will participate in training on this specific topic.

1.4.1 Overview of Training Operations

Traditionally, it has been usual for training to be provided piecemeal; perhaps to address a major deficiency or when someone was appointed to a new job. Within the Lebanese public administration, however, training has, with some exceptions, for many years been received typically in response to offers from donors and training suppliers. In short, training has been supply-driven rather than being provided specifically to address the development needs of the institutions and their people. Training can be made much more effective when it is provided to meet the actual identified employees’ needs to help them to achieve their own professional development targets as well as the organisation’s goals and objectives. The TAT therefore will prepare and implement a structured approach to training that will comprehensively provide for the training and development needs of all employees and, in doing so, we will not exclude management training which can, in itself make the greatest contribution to organisation development, good governance and the achievement of the organisation’s goals and objectives.
An overview of the concept of the training methodology that we propose is presented schematically in the following diagram:
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Training is a part of the process of Human Resource Development (HRD).  The HRD process is focused around and starts with a strategic plan for the organisation which itself is prepared in pursuit of the organisation’s mission, vision, goals and objectives. HRD addresses all issues related to the individuals in the organisation including recruitment, induction and orientation through all development activities and concludes with release or retirement.  Training is the main process for improvement in performance by providing enhancement in competencies that are usually expressed in three areas:

a. Knowledge

b. Skills

c. Attitudes

Training should not be viewed in isolation and a number of conditions are Important to secure its success in achieving performance improvement:

· Ensuring that all managers are effective in supporting the development of their people.

· Encouraging and supporting employees to learn and to apply the learning effectively.

· Ensuring that Performance Management is integrated into the training and development process, policy and procedures.

· Ensuring that where other HR functions ‘overlap’ with training and development, such as Reward Management, Staff Appraisal and Induction for instance, they are complementary and support each other.

· Safeguarding that a continuous learning and developmental approach is adopted and applied and that trainees have the opportunity to consolidate the learning on-the-job wherever possible. 

Training should be provided as part of a process of continual improvement for both individuals and the organisation and the responsibility for individual professional development is shared between the individual and his/her line manager but the process is implemented under the guidance of the HR professionals.  In other words, HR/HRD manages the process but line management is responsible for the product.
For training to be fully effective, the organisation should:

· Ensure that the organisation’s strategic plan has clear goals and objectives which are understood by everyone.

· Make sure that the development of people is in line with and in support of those goals and objectives.

· Ensure that all employees understand how they contribute to achieving the organisation’s aims and objectives and recognise each employee’s contribution to the organisation’s on-going development. 

· Support the professional development of all employees and encourage them to work towards improving their own performance and, where possible to contribute to the development of others.  

· Ensure equality of opportunity for all employees to participate in training and development initiatives.  

Accordingly, training should not be provided for reasons not linked to performance including: 

· As a reward.

· “Because it is my turn”.

· Merely to provide motivation.

· Not merely for an individual’s “personal development” unless part of a performance management programme.

Moreover, training should never be provided because somebody thinks it would be a “good idea” but rather it should be a structured part of a progressive programme of workforce development and performance management.  Similarly, training should not be provided in response to a “wish list” but rather on an individual, team, group, departmental or organisational basis in response to needs identified in a structured training needs assessment and the performance management process to:

· To overcome weakness in any core or essential specific or management skill.

· Build on strengths and opportunities for improvement in areas identified in the performance management process and, for an individual employee, this will include development areas identified though the performance appraisal process and/or included in a personal development plan.

An effective training and development policy, successfully implemented and strategically linked to the organisation’s goals and objectives is the foundation for building a skilled, professional workforce.  Continuous improvement is a never ending exercise and it is incumbent on the organisation to continually seek new methods and initiatives to raise standards and improve performance.  To achieve this, it is important to ensure that strategic links to performance management, staff appraisal, career development and the reward management process are put in place and sustained.
1.4.2 Complementary Activities

However well specified, designed, delivered and assessed, training is only part of the performance/development process. Other factors are equally as important including:

· Effective recruitment; this is probably the most important management task and is usually the least professionally executed. To be successful in any enterprise, it is critically important to secure the very best employees.

a. “If you’re going to set sail on a voyage of discovery, get yourself a good crew.”

b.  “You can’t make a silk purse from a sow’s ear”.
· Effective deployment of staff

a. Skills audit

b. Appointments

c. Staff rotation if appropriate

d. Succession Planning
· Capable Management since, although it is the operational staff who will do the work, it is the management’s responsibility to ensure that:

a. Adequate training for the work is provided.

b. The work is carried out properly,

c. A safe, secure and supportive environment is provided for the work.

d. Effective liaison is carried out with all stakeholders.

Moreover, every individual employee has the right to understand how the management process works and what to expect from his/her manager. It is therefore essential that managers at all levels receive comprehensive training in practical management skills and techniques. This will ensure both the quality and consistency of management. 

It should be remembered that training is expensive; not only in terms of the cost of training but also in the opportunity cost of not having workers at their job during the training sessions. For this reason, training should always be effectively specified, planned, designed, validated, targeted, delivered, evaluated and consolidated.

1.5 Recommendations

Properly specified and implemented, training can result in a major improvement in the performance of each of the beneficiaries and the implementation of the following recommendations should serve to expedite the process.

HRD/Training Units

· HRD/Training units should be established in each of the beneficiary institutions as soon as this can be achieved.  This is a red flag issue.  It is understood that the creation of a training unit could be achieved for each Ministry by a ministerial decree but, perhaps a more efficient route would involve issuance of a memorandum by OMSAR and supported by the CSB which could initiate the simultaneous creation of units in all the ministries. The objectives of the proposed training unit are to perform training needs assessment, plan and implement an annual training programme and to evaluate the training provided.
· Training and support for those nominated to staff the training unis will be provided by the TAT for the duration of the current project.
· The role, mission, structure and configuration of training units should be common across the beneficiaries. 

· Since the presence of HRD/Training specialists with each of the beneficiaries is a fundamental element in the success of the project, it is strongly recommended that those who will perform this role should be nominated as soon as possible so that training in their role may commence soonest.  This is a red flag issue for two principal reasons:

· It would be difficult to operate the process of training needs analysis, provision of training courses and training impact assessment without the involvement of nominated and trained beneficiary staff.

· The TNA process will be carried out in collaboration with each of the beneficiaries and will result in a comprehensive list of training needs for all institutions.  It is important that the nominated representatives of each beneficiary participate in this exercise to ensure transfer of know-how that will result in sustainability of the process.  Those participants should also be encouraged to share these skills with others within their respective institutions to further protect the sustainability of the process.

Training for Performance

· The provision of training within all of the institutions should be focused on the competencies required to carry out the prescribed work, the ability to optimise the performance of that work and on the professional and career development of the individual where this would be likely to ultimately lead to improved performance for the organisation in relation to its goals and objectives.
Training Handbook

· It is recommended that Information on recommended training courses (a “training catalogue”) should be made available within a Training Handbook to enable prospective trainees and their managers to identify appropriate training courses and to assist the participants in preparing to attend the event. The catalogue should include information on the type of training, learning objectives, cost and, where information is available, an assessment of effectiveness based on feedback provided by previous attendees.
Performance Management

· In view of the importance of performance management to the organisation and also being aware that performance management is an essential element in the current project, a degree of emphasis should be given to this topic with all managers being trained in the performance management/performance appraisal process and all employees similarly receiving such training. Moreover, the connection between performance management and training must be firmly established with a recognition that individual potential to improve performance in a specific key result area that is identified during the performance management process should initiate training to achieve this benefit.

· Ultimately, training must be translated into change in behaviour and should in the long run, always be evaluated in performance terms against key performance indicators (KPI’s). Where possible, this should be done on the job, preferably through a performance management process at individual, team, departmental and ultimately, organisational level. 
· To ensure its success, steps should be taken to ensure that both the performance management and training management processes should be operated fairly and objectively in order to optimise return on the investment in time, money and other resources.

Although training is designed to be as precise as possible, in the real world, it is important to ensure that the process is not only professional but also appropriate, workable and sustainable and so a practical approach is created and a process that satisfies these criteria is illustrated below.  

2 Part II: Guide to Training Needs Assessment and Training Programme Development 
2.1 Training Process

Designing a training and development programme involves a sequence that can be grouped into eight stages: training needs assessment (TNA), identifying training objectives, specifying the training method, creating a structured training programme (that identifies the recommended training topics together with any sequencing and/or prerequisites), creation of a periodic (usually annual) training plan, identifying appropriate sources for the training specified, implementation of training and evaluation.  
The cycle for training activity is illustrated below. This represents a straightforward but effective process to secure that training results in improvement in performance. 
Training Cycle
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Stage 1 – Training Needs Assessment (TNA) identifies the training needs and defines the criteria against which to judge improvement in performance. 

Stage 2 – Definition of Training Objectives stipulates the desired training outcomes in terms of competencies (the mix of knowledge, skills and attitudes). This is done by assessing current skill levels and identifying the desired levels needed to do the job.  In practical terms, these will usually be expressed in terms of training topics.

Stage 3 – Training Method; The most appropriate and effective training method is specified. 

Stage 4 - A Structured Modular Training Programme defines a catalogue of training modules that will be capable to meet the collective training needs of all employees. 

Stage 5 – A Training Plan is created for a fixed period of time (usually a year) by collating the training specified for all employees having due regard for budget and any operational restrictions. 

Stage 6 –Training is Sourced from the most appropriate supplier having due regard primarily to quality but also considering the cost.  

Stage 7 - Implementation of Training encompasses all of the preparatory work and logistics as well as the execution of the actual training event.

Stage 8 – Through the Training Impact Assessment, the results of the training are evaluated and this information is used to measure its effectiveness and thereby to improve all aspects of the training and development process.  Proper evaluation is focussed around measuring changes in performance at individual, team, section and departmental level.

Finally, training can be made even more effective when consolidated on-the-job and moreover, the most effective training is progressive training in which each learning experience is consolidated in sequence; the process may therefore be described as:  learn-consolidate-learn-consolidate.   

2.1.1 Stage 1. Training Needs Assessment (TNA) 
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The training needs assessment is sometimes referred to as a “learning needs assessment” because it places the focus on the learning rather than the process to achieve it and also recognises the breadth of development initiatives that include non-training interventions.

TNA is a process that is used to define the training needs for an individual or population by describing the mix of knowledge skills and attitudes (k/s/a) that are required to carry out the individual or organisation’s work and then making an assessment of the existing k/s/a mix. The difference between the two is described as a training “gap” and it is this, combined with requirements specified during the performance management process that comprises the training needs. By analysing the gap it is possible to detail the training interventions that need to be provided to ensure that the individual or organisation will be fully prepared for its role.   

When carrying out a TNA, it is usual to explore the requirement for core skills; that is the skills required by all employees in the organisation and then the specific skills required by particular groups of employees or an individual to address the special needs for their work. Management skills are also explored for supervisors and managers. Training needs that are identified during the performance management process are collated together with those identified through this process to identify the overall training needs.

Assessment of the Current Situation
Training needs assessments are usually conducted for the whole of the organisation (all the employees at all levels) and, by making such analyses, a comprehensive overall assessment of training needs may thus be made and a (typically annual) training programme (or “training plan”) for the whole organisation may then be prepared. During this assessment, however, a broader perspective will be taken and due consideration will be given to all the factors that affect training needs for groups of employees as well as individuals including:

· The strategic plan that incorporates the Mission and Vision as well as goals and objectives and key performance indicators since these may be used to measure the success of implementation of the strategic plan as well as the training and development interventions.

· The recruitment process so that training required by new recruits, including induction programmes, will be anticipated and specified. 

· Any proposed rotation exercise so that any staff being rotated, will have received sufficient training to enable them to carry out their “new” duties

· Any planned promotion exercises to enable prospective promotees to receive sufficient specialist (especially management or specialist) training in advance of the promotion.  

· Requirements for “cross-training” for those employees who may periodically be involved in covering other roles in addition to their own.  

· Any succession plan that has been prepared for the organisation.  This would enable the nominees to “get up to speed” in their projected roles especially where this involves operating at a higher level.

· The organisation’s resources:
· It’s people, comprising especially its organisation chart and establishment including numbers, grades, levels or ranks.

· Physical resources that may be useful for training:

· Training rooms


· Facilities to simulate actual work conditions 

· HR/HRD/Training staff

· Budgets that may be available for training purposes.

· Management policy and style

· Formal procedures

· Informal norms

· Procedures

· Standard operating procedures (SoP’s)

· HR procedures

· Recruitment

· Induction/orientation

· Performance management

· Training

· Culture

· “The way that we do things around here”

· Climate

· How people feel about their work, relations, management, working environment, pay, conditions etc. for example whether they may be confident, apprehensive or fearful.

· Financial status of the organisation and the funds allocated to human resource development.

· An assessment of the current training process, what training has been provided to date and its effectiveness. This is likely to identify useful sources of quality training that have been used in the past.

Identify the Target Population (the people who need training)
It is first necessary to specific the target population for the assessment.  For an organisation-wide training process, this will usually comprise all the employees including workers, managers and professionals.  

Owing to the number of vacancies existing in the beneficiaries, many positions are filled by contractors and, in order to maintain consistency across the institutions, they will be included in the training programme subject to any legal limitations. 

Identify the Training Needs
In order to identify the training needs of the four Ministries and CSB, the assessment to be conducted will have four strands: 

· One targeting all employees to identify “core skills” that are needed by all employees.

· One targeting professional staff within occupational groups, which will identify the specific mix of K/S/A’s appropriate to each different occupational group.

· One targeting managerial level personnel to ascertain those skills, tools and techniques that are specific to all managers and supervisors. In this way, it is possible that management within the organisation may be optimised as well as to be consistent across the organisation (such that management is carried out in a consistent manner by all managers).
· One targeting employees at particular levels within the organisation which will recognise skills required by category or hierarchical level.  

An appropriate survey execution method will be determined e.g. face-to-face interviews, telephone dialogues, completion of online or E-mail forms. For ease of implementation, the process proposed will employ the following method:
· Review of job descriptions where available

· Discussion on each role with respective line managers

· Input will be gained from the performance appraisal exercises and/or any personal development plan for individuals. Here, the focus is on potential for improvement rather than addressing a training “gap” or deficiency.

2.1.2 Stage 2 – Definition of Training Objectives 
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This process sets out the desired training outcomes in terms of competencies (the mix of knowledge, skills and attitudes). This is done by assessing current skill levels and identifying the desired levels needed to do the job. In practical terms, these will usually be expressed in terms of training subjects or topics.

Identify Competencies 
Competencies are usually specified in terms of knowledge, skills and attitudes which describe the mix of attributes necessary to perform specific jobs or groups of jobs.  They may be described under three headings:

· Core Competencies (usually referred to as “Core Skills”), which are those skills that are required by all employees of the organisation.  In this case, these are the skills that are necessary for all civil servants across the public administration as well as those that are required by all staff of each particular institution.  They are discussed and agreed with line management.  In fact, many core skills will be similar across the institutions and so it may be useful to share conclusions.
· Job-specific Competencies (often referred to as Specialist Skills) are those skills that are required only by those involved in specialist activities or having explicit responsibilities. These will be: 
· Identified for all positions within each of the institutions

· Generally related to job descriptions

· Discussed and agreed with line management for each position

· Management Competencies that are required by all supervisory and management staff although they may in some cases, vary in relation to the hierarchical level of management, in which case, this will be highlighted.

Individual Training Needs
Once the curriculum for each position has been prepared, it is possible to create a programme of training needs for every employee in the organisation by drawing a comparison between the required competencies for the job and those already possessed by the incumbent.

These may be combined with special training needs that have been identified through the performance appraisal process and once collated, these may be compiled into an overall organisational Training Plan. These needs should be identified by focusing on the potential for improvement rather than merely seeking to address weaknesses if there is no potential to improve.

Organisation-wide Training Initiatives
From time to time, organisations may specify training for implementation across the organisation. This may be to introduce some new procedure or to comply with changes in regulations for example. 
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TNA in Practice
We want the process to be professional, appropriate, workable and sustainable.  A process that would satisfy all of these factors considers training needs in three specific areas of competency:

· Core skills, 

· Specialist (job-specific) skills and 

· Management skills 

Each training need is further assessed in respect of the requirements for distinct categories of employee. Of course, it will be for the organisation to identify which skills and techniques are appropriate for each category of employee and also which are given priority.
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Core Skills
The TAT will consult with the senior management of each of the respective beneficiaries to review all of the factors affecting the institution and to agree which core skills are appropriate for each category of employee together with priorities. Since all are Civil Service organisations, it follows that many of the core skills will be the same or at least similar and so, it would be useful to start this part of the exercise by convening a working group to agree core skills that would be appropriate across the group of beneficiaries.  We would then work individually with each beneficiary to make final adjustments to the list for their institutions. In order to start the process, TAT will suggest a series of core skills that have been created for other Civil Servants in both established and transition countries. A sample list of core skills is shown below and forms for each of the beneficiaries are included at Annex 1.

Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill
	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills 
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to employees as follows:   1 = useful;  2=important;  3=essential 

Specialist Skills
The TAT will then work with management of each beneficiary to define the job-specific specialist skills required for the occupational groups and individual jobs of their respective institutions. Reference will be made to:

· Relevant law, where appropriate

· Job descriptions 

· Quality standards including ISO 9000

· Any standard operating procedures (SoP) and or manufacturers’ or service providers’ instructions 

· Any service level agreement (SLA) with suppliers or customers 

· Respective job holders

· Line supervisors and managers  

For each beneficiary, specific job-related specialist skills will then be listed for each job function and may ultimately form part of the job description and/or person specification for each function in the organisation if these do not yet exist.  Of course, it will be for the organisation to identify which specialist skills are appropriate for each category of employee and also which are given priority. A suitable form for the lists is shown below and for each beneficiary at Annex 2.
Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Brain Surgeon
	1.
	· DIY brain surgery
	
	3
	2
	1
	
	

	
	2.
	· Bedside manner
	
	3
	3
	2
	
	

	
	3.
	· Dealing with difficult patients
	
	3
	3
	3
	
	

	
	4.
	· Pharmacopeia skills
	
	3
	2
	2
	
	

	
	5.
	· Infection control
	
	3
	3
	3
	
	

	
	6.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	3
	3
	3
	
	

	Electromechanical Technician
	1.
	· Air conditioning plant maintenance
	
	
	
	3
	
	

	
	2.
	· Lighting system maintenance
	
	
	
	3
	1
	

	
	3.
	· Electric safety precautions
	
	
	
	3
	3
	

	
	4.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	
	
	2
	
	

	
	5.
	· Cardiac monitoring equipment maintenance
	
	
	3
	3
	
	

	
	6.
	· Endoscopy equipment maintenance
	
	
	3
	2
	
	

	
	7.
	· Lift maintenance
	
	
	2
	3
	
	

	Hospital Porter
	1.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	
	
	3
	
	

	
	2.
	· Bedside manner
	
	
	
	3
	
	

	
	3.
	· Dealing with difficult patients
	
	
	
	3
	
	

	
	4.
	· Pharmacopeia skills
	
	
	
	2
	
	

	
	5.
	· Infection control
	
	
	
	3
	3
	


Please assess the Importance of this training to specialists as follows:   1 = useful;  2=important;  3=essential 

Management Skills
The quality and consistency of management across the organisation is the single greatest factor in achieving good governance in any organisation and the Civil Service is not an exception to this rule. Management is responsible to ensure that:
· Adequate instruction and training for the work is provided.

· The work is carried out to the required standards.

· A safe, secure and supportive environment is provided for the work.

· Effective communication and liaison is carried out between all stakeholders including

· Subordinates,

· Managers

· Colleagues

· Customers

· Suppliers

· Moderators

Every employee has the right to understand how the management process works and what to expect from his/her manager. This calls for consistency of management process and, to a degree, “style” that should be in line with the organisation’s values. When employees experience fair and consistent management practice, this improves the relations between those who manage and those who are managed and ultimately helps to optimise performance.  

Although, in the past, it may have been expected that management skills were inherent in all managers and that little training was necessary, experience tells us that this is not the case and it is therefore critical that managers at all levels receive comprehensive training on practical management skills and techniques.  This will help to ensure both the quality and consistency of management which can often deliver a measurable improvement in governance. A list of practical management skills will be prepared for each of the beneficiaries although it is fair to say that there may be little difference in the management skills required among the respective institutions. 

Of course, it will be for the organisation to identify which management skills and techniques are appropriate for each category of employee and which are given priority, however, the following are suggested as a starting point for discussion: 

Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to managers as follows:   1 = useful;  2=important;  3=essential 

Once the lists of core skills, specialist skills and management skills have been agreed and recorded, a matrix may be prepared for each beneficiary showing the names and job functions for all the employees against the mix of core skills, specialist skills and, where appropriate, management skills required for each. 

2.1.3 Stage 3 – Training Method 
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The most appropriate and effective training method will be specified for each of the training modules. 

Within the Lebanese Civil Service environment, the great majority of training (particularly that related to core and management skills) will be sourced already prepared from training suppliers rather than being designed in-house or as a bespoke exercise, nevertheless, it needs to be borne in mind that training can take many forms and selection of the most appropriate and effective training method can pay dividends. Types of training which may be used are shown together with some of the features.
· Traditional formal classroom training

· Familiar environment

· Inexpensive 

· low-risk

· Workshops

· Usually more interactive

· Often more productive

· Self-learning

· Inexpensive as no tutor is required

· Self-paced

· No reference point

· Usually unsupervised

· Distance learning

· Can utilise communication technology

· Can be interactive

· Computer-based training.

· Usually inexpensive

· Self-paced

· May be monitored remotely

· On-the-job training

· Very effective for practical skills

· Excellent to consolidate theory 

· Needs qualified/experienced practical subject matter experts

· Very useful for 

· New employees, usually as part of an induction programme

· Recent appointees

· Apprenticeships

· Job-changers

· Cross-training

· Structured programme

· To be effective, requires:

· Evaluation on completion

· Report on trainee

· Report on trainer

· Coaching

· Often used when training on new techniques.

· High rate of knowhow transfer.
· Can be expensive as this is usually organised one-to-one
· Mentoring 

· Allows more junior or inexperienced managers or staff to test ideas against seasoned professionals.

· Can be used for senior managers or professionals to bounce ideas off less experienced people who may have received more contemporary education.

· Can make good use of experienced or retired professionals and managers.

· Very effective for management training.
· Internet/Intranet-based “online” learning 

· Often good quality materials 

· Can be inexpensive

· Self-paced

· Study Visits   

· Very expensive 

· Flights

· Hotels

· Speakers

· Interpreters

· Requires a great deal of planning to be truly effective

· Can be extremely effective if planned correctly

· Very popular with participants

· Often abused
· Twinning arrangements with institutions in other countries.
· Opportunities to share experiences
In common with most organisations, however, most of the training is likely to be based on formal classroom training events or workshops.  In fact, the formal classroom training we will recommend will be more akin to workshop-type training than lectures i.e. not just a download of information but more a collaborative exercise.  There will be a focus on the most effective transfer of knowledge, skills and attitudes through participation and interaction.
2.1.4 Stage 4 – Training Programme
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A Structured Modular Training Programme defines a catalogue of training modules that will be capable to meet the training needs of all employees. 

Once the core, specialist, management and level–specific skills established for all employees in the organisation have been analysed, specified and collated, it is useful to collect them together in a single document that may be used as a reference “handbook” for training.
Training Handbook
A training handbook is a document in which all information on training operations for an organisation is located.

The handbook contains information on all recommended training courses including core skills, specialist skills and management skills (a training “catalogue”) to enable prospective trainees and their managers to identify courses appropriate to their requirements.  The catalogue will include information on the type of training, learning objectives, cost and, where information is available, an assessment of effectiveness based on feedback provided by previous attendees. This will be useful to help employees and managers to identify the most suitable and effective training courses.

The training handbook should also contain information on sequencing of training, how to apply for training, method of payment, the evaluation process and the procedure to be followed for call-up of participants and joining instructions as well as feedback reporting arrangements.

At this point, each individual will be invited to, with the collaboration of the line manager, to complete a training needs form that will describe their respective training needs by reference to the lists of training contained in the Training Handbook.  These will then be submitted to the Training Specialist who will collate all the submissions for the institution.  The individual training needs form appears below.
	Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration
(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other necessary training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.

2.1.5 Stage 5 – Training Plan
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A Training Plan is created for a fixed period of time (usually a year) by collating the training specified/requested for all employees having due regard for priorities, budget and any operational restrictions.

Once the lists of core skills, specialist skills, management skills and level-specific skills have been drafted for each of the participating institutions, the respective HRD/Training specialists will review the training requirement for each member of staff by comparing the sum of training specified for each position against the existing mix of knowledge, skills and attitudes already possessed. Additionally, training needs that have been identified during the performance management process as well as any other development initiative will be incorporated together with those required to achieve the job-specific competencies. Moreover, the requirement for each training module will be assessed for priority as high, medium or low.  The Training specialists will then prepare a table matrix showing the names and job titles for all managers and staff against the net training requirement while also showing the priority.  Having due regard to the priorities, availability of trainees and budget, this matrix will then be used to create an annual training plan for all employees.  
2.1.6 Stage 6 – Sourcing of Training
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Training is Sourced from the most appropriate supplier having due regard primarily to quality but also considering the cost.  

The Training specialist will use her/his knowledge and experience to source the training from the most appropriate training supplier having due regard for training formerly provided by suppliers and ratings achieved the evaluation process. In view of the fact that a national administrative training institute (ENA Liban) exists, where appropriate, maximum use should be made of this facility in respect of obligatory training (including “initial” and “continuous” training) as well as core skills and management skills.

Where possible, the training specialist will target the individual trainer who has, in the past provided the highest quality training. The selection of trainers is important to ensure maximum assimilation of knowhow and involvement/participation during the training process. Where the beneficiary does not have experience and ratings for the trainer, selection will be based on: 

· Previous performance.

· Interview of the trainer by Training specialist on

· Knowledge of topic

· Practical experience 
· Approach to the task
· Review of their past work including

· Reference to other client organisations

· Review of training materials 
2.1.7 Stage 7 – Implementation
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Implementation of the Training Plan encompasses all of the preparatory work and logistics as well as the execution of the actual training event.
Logistics
Implementation and the effectiveness of a training event involves a number of logistical issues and performance may be significantly optimised by ensuring adequate preparation.
· The venue needs to be selected and reserved and it should be appropriate for the type of training, easily accessible and at a reasonable cost.

· Participants need to be called up for training on time and substitutes nominated in case of inability to attend.  

· Precise joining instructions should be sent to all participants including:

· Information on course timings, content, location, instructor, prerequisite reading.

· Details of any advance preparatory work (eg presentation).

· All training materials must be prepared and transferred to the training venue.

· Audio-visual aids, hardware including projector(s) and training software.

· Reproduction, printing and distribution of any hand-outs. 

· Preparation, testing and delivery of any equipment and/or facilities.

· “Evaluation” feedback forms.

· Budgets and payments.

Preparation of Venue
The training venue should be set up well in advance of the training event including:

· Layout and preparation of room.

· Set up and testing of any training equipment.

· Refreshments/breaks.

· Any catering (especially timing).

Delivery of Training
Possibly the greatest factor in the success of the training event is the proficiency of the trainer who will be expected to focus on the most effective delivery of the training material including involvement, interaction and participation of the participants.   If time and commitments allow, the Training Specialist may take the opportunity to monitor the training during the first delivery.  

Selection of participants
In the past, participants in training events may have been selected for reasons not directly related to specific improvement of performance and so it is important that participants should be selected in a structured way. 

The following criteria for selection should be adhered to:
· Either the training event should have been identified during a structured training needs assessment process or:

· The potential for improvement in a specific topic should have been identified during a formal performance management/appraisal process and/or a personal professional performance development programme (PDP) and:

· Any prerequisite requirements should be met including for example:  

· Academic qualifications.

· Preliminary training modules where a training module forms part of a sequence.

· On-the-job experience. 

· Preliminary reading and/or research.

· Preliminary preparation eg presentation.

· Agreement of the line manager.

· Availability. 

· Able to be released from day-to-day duties without significant loss to the work function.

Since a number of the beneficiary institutions have limited populations, especially in the more senior categories, selection of participants for at least some of the training modules will be made in collaboration with other institutions.  This will not only make the most effective use of budgets and training accommodation but would also give participants the opportunity to interact with peers in other organisations and to share experiences during the training events.

Factors impacting on the effective implementation of the Training Plan

Training can be expensive. Therefore it is vital that it is planned well so that everyone can attend and gain the most from the event.  It is wasteful to arrange training day and have staff fail to attend. Common reasons for training to be under-attended are:

· Not enough time to attend

· Manager doesn’t release staff

· Last minute crisis to resolve

· More important things to do

· The participant doesn’t appreciate the value and cost of the training

This situation may be avoided by carrying out a number of actions including: 

· Involve all employees in setting objectives, the training needs assessment and the performance management and appraisal process. 

· Anyone about to undergo any training and development should have a pre-training briefing with his or her manager. The manager should establish the expected outcomes from the training and a time scale as to when the training will produce the expected benefits.

· At some appropriate point shortly after the training has been completed, the participant’s line manager should carry out a short debriefing session with his/her member of staff. The manager should refer back to the pre-briefing discussion and determine whether the planned outcomes were achieved and if not when they will be achieved. Further reviews may be required if the training is planned to have a longer term pay back in terms of skill upgrading.

· Joining instructions for the training should be sent via the line manager to the participant well in advance of attending the training. This will state the date, timings, venue, training outline and any special pre-training instructions such as reading or preparation. 

· On the day of the training, the trainer should ensure that an attendance sheet is completed. This will be returned to the Training specialist so that they can record who attended the training and, if necessary, follow-up on delegated participants who failed to attend. Follow up discussions with the delegate’s manager may be appropriate.
2.1.8 Stage 8 – Training Impact Assessment
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Through the Training Impact Assessment, the results of the training are evaluated and this information is used to measure its effectiveness and thereby to improve all aspect of the training and development process.  Proper evaluation is focussed around measuring changes in performance at individual, team, section and departmental level.  This topic is fully covered in the deliverable “Training Impact Assessment”. 
Consolidation
To be truly effective, all training should be consolidated “on-the-job”. Sometimes, this may need to be done with the assistance of a subject matter expert but, in any event, the trainee should not proceed to the next step in a progressive training programme until the previous step has been consolidated (learn-consolidate-learn etc.).  

“Training for Performance”
It is important to remember that training is provided to improve performance and is expensive so the quality of the process and the results needs to be sustained.  Quality of training will be upheld by:
· Carrying out a comprehensive and meaningful TNA.

· Identifying potential for improvement as part of the performance management process.

· Sourcing the highest quality training from the suppliers with the best evaluation record.

· Ensuring that training is delivered by the most capable presenters.

· Where appropriate, specifying training requirements and maintaining control over course content.

· Carrying out validation of each training module against the objectives set for that event, typically by employing a “pilot course”.

· Whenever possible, providing training locally within Lebanon. Where, however, the numbers to be trained are too few to justify providing courses locally or when appropriate training is unavailable locally then regional training may be stipulated. Only when the additional costs can be justified should international training be specified.  

· Demanding and securing value for money from our training suppliers in order to optimise the return on our training budget.  

· Arranging training, particularly that provided abroad only to address recognised learning needs and not as a “reward” or incentive.

· Ensuring that training courses are attended in the correct sequence and that specified prerequisite training or other qualification has been completed.

· Unless there are compelling operational reasons to the contrary, allowing adequate time and opportunity for trainees to consolidate the learning on-the-job as soon as possible following the training event especially when successive training modules are employed. 

· Encouraging trainees to participate fully in the training activity and ensuring that presenters fully involve the trainees. 

· Operating an effective evaluation process that, in addition to seeking trainee “reaction”, measures improvement in performance on-the-job and provides feedback to training suppliers.  
Non-training approaches to performance improvement

While formal training is the usual method to secure performance improvement, a number of other non-training interventions may be employed. These include: 

· Methods to Improve communications.

· Motivation, initiative and reward programmes.

· Initiatives aimed at empowering individuals and teams.

· Visibility of top management

· Staff attitude surveys

· Work attachments, exchanges and/or secondments

· Study tours 

· Rotating and/or redeploying staff to optimise effectiveness.
· Succession planning can be useful where this is acceptable within the rules.
Any human resource development strategy must employ whichever performance improvement method is most appropriate and effective in the circumstances.  Organisations that employ a comprehensive mix of these initiatives are usually the ones that are most successful especially in retaining their key employees.   

Finally, it should be remembered that, in organisational performance terms, training and development overlaps with and is complementary to recruitment, induction, performance management, performance appraisal and possibly also discipline. (Where an individual’s performance is below acceptable standards and an improvement plan, which includes training, is implemented). A well thought out and run training policy will repay the not insubstantial costs of the process by playing an important role in achieving effective recruitment, deployment, development and performance and will result in a high-performing, well-motivated and fulfilled workforce, which will pay dividends in respect of organisational performance and growth.  

3 Annexes

3.1 Example List of core skills list for all beneficiaries
CSB Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill


	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills inc report writing
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to CSB employees as follows:   1 = useful;  2=important;  3=essential 

MoI Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill


	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills inc report writing
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to MoI employees as follows:   1 = useful;  2=important;  3=essential 

MoPH Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill


	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills inc report writing
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to MoPH employees as follows:   1 = useful;  2=important;  3=essential 

MoSA Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill


	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills inc report writing
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to MoSA employees as follows:   1 = useful;  2=important;  3=essential 

MoT Training Needs Assessment 2014-2015 

List of Core Skills (Example)

	
	Core Skill


	Category
	Overall Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Communication skills
	3
	3
	3
	3
	2
	3

	2.
	· Time management
	3
	3
	3
	3
	2
	3

	3.
	· Meeting skills
	3
	3
	3
	3
	1
	2

	4.
	· Writing skills inc report writing
	3
	3
	3
	2
	
	2

	5.
	· Team working skills 
	3
	3
	3
	3
	3
	2

	6.
	· Interpersonal skills
	3
	3
	3
	3
	2
	2

	7.
	· Public relations and customer skills
	2
	2
	2
	3
	2
	3

	8.
	· Conflict-resolution skills
	3
	3
	3
	2
	1
	2

	9.
	· Problem-solving skills
	3
	3
	3
	3
	
	3

	10.
	· Presentation skills
	3
	3
	3
	2
	
	3

	11.
	· Networking skills
	3
	3
	3
	3
	
	2

	12.
	· Performance management and development
	3
	3
	3
	3
	1
	3

	13.
	· Continual improvement
	3
	3
	3
	3
	1
	2

	14.
	· Budgeting/financial skills
	2
	2
	2
	1
	
	2

	15.
	· Quality management
	2
	2
	2
	2
	1
	2

	16.
	· Stress management
	2
	2
	2
	2
	2
	2

	17.
	· Action planning
	3
	3
	3
	2
	
	3


Please assess the Importance of this training to MoT employees as follows:   1 = useful;  2=important;  3=essential 

3.2 Example Specialist skills list for all beneficiaries
CSB Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Area of Specialism 1
	1.
	Specialist skill 
	
	3
	2
	1
	
	

	
	2.
	Specialist skill 
	
	3
	3
	2
	
	

	
	3.
	Specialist skill 
	
	3
	3
	3
	
	

	
	4.
	Specialist skill 
	
	3
	2
	2
	
	

	
	5.
	Specialist skill 
	
	3
	3
	3
	
	

	
	6.
	Specialist skill
	
	3
	3
	3
	
	

	Area of specialism 2
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill
	
	
	
	3
	1
	

	
	3.
	Specialist skill
	
	
	
	3
	3
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	3
	3
	
	

	
	6.
	Specialist skill
	
	
	3
	2
	
	

	
	7.
	Specialist skill
	
	
	2
	3
	
	

	Area of specialism 3
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill 
	
	
	
	3
	
	

	
	3.
	Specialist skill 
	
	
	
	3
	
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	
	3
	3
	


Please assess the Importance of this training to CSB specialists as follows:   1 = useful;  2=important;  3=essential 

MoI Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Area of Specialism 1
	1.
	Specialist skill 
	
	3
	2
	1
	
	

	
	2.
	Specialist skill 
	
	3
	3
	2
	
	

	
	3.
	Specialist skill 
	
	3
	3
	3
	
	

	
	4.
	Specialist skill 
	
	3
	2
	2
	
	

	
	5.
	Specialist skill 
	
	3
	3
	3
	
	

	
	6.
	Specialist skill
	
	3
	3
	3
	
	

	Area of specialism 2
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill
	
	
	
	3
	1
	

	
	3.
	Specialist skill
	
	
	
	3
	3
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	3
	3
	
	

	
	6.
	Specialist skill
	
	
	3
	2
	
	

	
	7.
	Specialist skill
	
	
	2
	3
	
	

	Area of specialism 3
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill 
	
	
	
	3
	
	

	
	3.
	Specialist skill 
	
	
	
	3
	
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	
	3
	3
	


Please assess the Importance of this training to MoI specialists as follows:   1 = useful;  2=important;  3=essential 

MoPH Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Brain Surgeon
	1.
	· DIY brain surgery
	
	3
	2
	1
	
	

	
	2.
	· Bedside manner
	
	3
	3
	2
	
	

	
	3.
	· Dealing with difficult patients
	
	3
	3
	3
	
	

	
	4.
	· Pharmacopeia skills
	
	3
	2
	2
	
	

	
	5.
	· Infection control
	
	3
	3
	3
	
	

	
	6.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	3
	3
	3
	
	

	Electromechanical Technician
	1.
	· Air conditioning plant maintenance
	
	
	
	3
	
	

	
	2.
	· Lighting system maintenance
	
	
	
	3
	1
	

	
	3.
	· Electric safety precautions
	
	
	
	3
	3
	

	
	4.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	
	
	2
	
	

	
	5.
	· Cardiac monitoring equipment maintenance
	
	
	3
	3
	
	

	
	6.
	· Endoscopy equipment maintenance
	
	
	3
	2
	
	

	
	7.
	· Lift maintenance
	
	
	2
	3
	
	

	Hospital Porter
	1.
	· Cardio-Pulmonary Resuscitation (CPR)
	
	
	
	3
	
	

	
	2.
	· Bedside manner
	
	
	
	3
	
	

	
	3.
	· Dealing with difficult patients
	
	
	
	3
	
	

	
	4.
	· Pharmacopeia skills
	
	
	
	2
	
	

	
	5.
	· Infection control
	
	
	
	3
	3
	


Please assess the Importance of this training to MoPH specialists as follows:   1 = useful;  2=important;  3=essential 

MoSA Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Area of Specialism 1
	1.
	Specialist skill 
	
	3
	2
	1
	
	

	
	2.
	Specialist skill 
	
	3
	3
	2
	
	

	
	3.
	Specialist skill 
	
	3
	3
	3
	
	

	
	4.
	Specialist skill 
	
	3
	2
	2
	
	

	
	5.
	Specialist skill 
	
	3
	3
	3
	
	

	
	6.
	Specialist skill
	
	3
	3
	3
	
	

	Area of specialism 2
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill
	
	
	
	3
	1
	

	
	3.
	Specialist skill
	
	
	
	3
	3
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	3
	3
	
	

	
	6.
	Specialist skill
	
	
	3
	2
	
	

	
	7.
	Specialist skill
	
	
	2
	3
	
	

	Area of specialism 3
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill 
	
	
	
	3
	
	

	
	3.
	Specialist skill 
	
	
	
	3
	
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	
	3
	3
	


Please assess the Importance of this training to MoSA specialists as follows:   1 = useful;  2=important;  3=essential 

MoT Training Needs Assessment 2014-2015 

List of Specialist Skills (Example)

	Specialism
	
	Specialist Skill


	Category
	Overall Prty*

	
	
	
	1
	2
	3
	4
	5
	

	Area of Specialism 1
	1.
	Specialist skill 
	
	3
	2
	1
	
	

	
	2.
	Specialist skill 
	
	3
	3
	2
	
	

	
	3.
	Specialist skill 
	
	3
	3
	3
	
	

	
	4.
	Specialist skill 
	
	3
	2
	2
	
	

	
	5.
	Specialist skill 
	
	3
	3
	3
	
	

	
	6.
	Specialist skill
	
	3
	3
	3
	
	

	Area of specialism 2
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill
	
	
	
	3
	1
	

	
	3.
	Specialist skill
	
	
	
	3
	3
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	3
	3
	
	

	
	6.
	Specialist skill
	
	
	3
	2
	
	

	
	7.
	Specialist skill
	
	
	2
	3
	
	

	Area of specialism 3
	1.
	Specialist skill
	
	
	
	3
	
	

	
	2.
	Specialist skill 
	
	
	
	3
	
	

	
	3.
	Specialist skill 
	
	
	
	3
	
	

	
	4.
	Specialist skill
	
	
	
	2
	
	

	
	5.
	Specialist skill
	
	
	
	3
	3
	


Please assess the Importance of this training to MoT specialists as follows:   1 = useful;  2=important;  3=essential 

3.3 Example management skills list for all beneficiaries
CSB Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to CSB managers as follows:   1 = useful;  2=important;  3=essential 

MoI Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to MoI managers as follows:   1 = useful;  2=important;  3=essential 

MoPH Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to MoPH managers as follows:   1 = useful;  2=important;  3=essential 

MoSA Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to MoSA managers as follows:   1 = useful;  2=important;  3=essential 

MoT Training Needs Assessment 2014-2015 

List of Management Skills (Examples only)

	
	Management Skill


	Category
	Priority*

	
	
	1
	2
	3
	4
	5
	

	1.
	· Role and function of a manager
	3
	3
	3
	
	
	

	2.
	· Effective communication (for managers)
	3
	3
	3
	3
	3
	

	3.
	· Leadership
	3
	3
	3
	1
	
	

	4.
	· Time management (for managers)
	3
	3
	3
	3
	2
	

	5.
	· Team building/Team leading
	3
	3
	3
	
	
	

	6.
	· Effective meetings/Chairing meetings
	3
	3
	3
	3
	2
	

	7.
	· Managing and developing performance
	3
	3
	3
	2
	
	

	8.
	· Appraisal and counselling
	3
	3
	3
	2
	
	

	9.
	· Report writing
	3
	3
	2
	1
	
	

	10.
	· Effective presentations for managers
	3
	3
	3
	2
	
	

	11.
	· Decision-making
	3
	3
	3
	2
	
	

	12.
	· Critical thinking and problem solving
	3
	3
	3
	3
	
	

	13.
	· Budgeting/finance for non-financial managers
	3
	3
	2
	1
	
	

	14.
	· Negotiating skills
	2
	2
	3
	2
	
	

	15.
	· Stress management for managers
	2
	2
	2
	2
	2
	

	16.
	· Delegation and empowerment
	3
	3
	3
	2
	
	

	17.
	· Change management and continuous improvement 
	3
	3
	2
	2
	2
	

	18.
	· Recruitment and selection interviewing
	3
	3
	2
	2
	
	

	19.
	· Action planning for managers
	3
	3
	2
	2
	
	


Please assess the Importance of this training to MoT managers as follows:   1 = useful;  2=important;  3=essential
3.4 Employee TNA Forms for all beneficiaries 

	CSB Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration

(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	CSB Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other appropriate training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.
	MoI Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration

(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	MoI Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other appropriate training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.
	MoPH Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration

(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	MoPH Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other appropriate training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.
	MoSA Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration

(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	MoSA Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other appropriate training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.
	MoT Training Needs Assessment  2014-2015 

	Name
	
	Location
	

	Position and Category
	
	Academic Qualifications
	

	Signature
	
	Line Manager Signature
	

	Employee Training History

	
Please describe the training you have received and give a rating 1-5 for the quality of training and usefulness to your job. 

	
	Subject
	Supplier
	Presenter (name)
	Location
	Duration

(Days)
	Dates
	Quality?*
	Useful?**

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


* Please rate 1-5   (1= poor,  2= fair,  3= good;  4= v. good;  5= excellent) 

** Please rate 1-3 (1 = useful; 2=important,  3=essential) 

	MoT Training Needs Assessment 2014-2015

	Employee Training Needs

	Please describe in priority order, the training that you need to help you to do your job more effectively.  This may include training on core supporting/“soft” skills***, specialist/technical skills** and supervisory and/or management skills**** (where appropriate) and any other appropriate training.  

	Priority
	Subject of Training
	Importance to your work*

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Notes:
To be completed by the employee in collaboration with her/his line manager. 

*          
Please assess the Importance of this training to your work as follows:  1 = useful; 2=important,  3=essential. 

**         
“core skills” include non-technical skills such as: time management, presentation skills, communication skills, teamwork/collaboration, languages, interpersonal skills, problem solving/critical thinking, effective meetings.

***   
Specialist/technical skills are those skills directly related to your job. 

****     
Management skills include such as: leadership, performance management, report writing, decision-making, budgeting, negotiating skills, quality management, project management, selection interviewing, chairing meetings, risk management.
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