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1. Company Details
	Key Contact Name
	

	Position
	

	Company name
	

	Company Address
	

	
	

	
	

	
	

	Postcode
	

	tel
	

	fax
	

	email
	

	www
	

	Company type: eg PLC, Ltd. Sole trader
	

	Industry Sector


	

	Number of Employees       full time
	

	part time
	

	Turnover (£ m)
	

	Organisational Structure / Chart to be supplied where available
	YES 

NO

	Date
	

	Name / Signature of reviewer
	

	Report Completed and Filed
	

	Brief Overview of Business Activity



	

	

	

	

	


	2. Organisational Development

	a. What are your company values?



	

	

	

	

	

	

	

	

	

	b. What is your company mission statement?



	

	

	

	

	

	

	

	

	c. Do you have a current Business Plan for the organisation? Yes / No

Provide a summary of your business plan i.e. Aims and Objectives:

In addition attach your Business plan if available



	

	

	

	

	

	

	

	

	

	

	

	

	


	3. Barriers to Implementation of Business Plan

	a. What challenges / Barriers do you expect to encounter in working towards the Business plan with respect to Development of appropriate systems


	

	

	

	

	

	

	

	

	

	

	b. What challenges / Barriers do you expect to encounter in working towards the Business plan with respect to Implementation of effective processes


	

	

	

	

	

	

	

	

	

	

	

	

	c. What challenges / Barriers do you expect to encounter in working towards the Business plan with respect to Development of people and skills


	

	

	

	

	

	

	

	4. Current Understanding of Business Performance / Training Needs


	a. What do you use within your organisation to identify training needs currently i.e. Induction, Appraisals/reviews, etc.



	

	

	

	

	

	

	

	

	

	

	b. Do you use any sector specific standards or competency frameworks currently, to benchmark performance standards against? If so what are they?



	

	

	

	

	

	

	

	

	

	c. Additional Information



	

	

	

	

	

	

	

	

	

	


	5. Assessing Performance

Having looked at your business and considered your business aims and objectives and people development needs, there is now merit in looking at how well you feel that your business performs across a more general business skills. To do this we need to use a logical approach and consider those skills that are used in the business.

The following pages are used to provide the basis for you to assess the performance in your own business focusing on Departmental and Team Development. To complete the process look down the list of skills and in the first column score the current level of skill across the business. Use the scale where 1 = low, 3 = medium and 5 = high

When you have done that use the second column and rate the desired level of skill for the business. Use the scale where 1 = low, 3 = medium and 5 = high

Leave blank those skill areas that you do not use in your business.

Where you indicate that the skill could be improved or where you don’t have the skill, but it would be useful, then use the final column to indicate how high a priority you think action should be to address the issue. Categorise your priority using the following scale:

Priority A – High priority – must action with urgency

             B – Must action within 6 months

             C – Priority for next 12 months

             D – Not a high priority

Use the final column to indicate the number of people that would require training within your organisation.




6. Departmental and Team Development

What do you feel are the priorities for your organisation in terms of knowledge, skills and attitude development to enable implementation of your business aims and objectives in the following areas? Any additional areas not covered below please give details in section 7.

	a. Finance
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Software package used 
	
	
	
	

	Financial accounting
	
	
	
	

	Management accounting
	
	
	
	

	Accounting Information systems
	
	
	
	

	Law and accountants
	
	
	
	

	Taxation management
	
	
	
	

	Managing your payroll
	
	
	
	

	Sage accounting
	
	
	
	

	

	b. Human Resources
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Staff appraisals
	
	
	
	

	Creating personal development plans
	
	
	
	

	Employment law
	
	
	
	

	Cultural diversity
	
	
	
	

	Interview techniques
	
	
	
	

	Equal opportunities
	
	
	
	

	Induction processes
	
	
	
	

	

	c. Business operations and management
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Organising business paperwork and systems
	
	
	
	

	Setting accurate business objectives
	
	
	
	

	Determining production plan
	
	
	
	

	Determining financial plan
	
	
	
	

	Actioning your business plan
	
	
	
	

	How to benchmark your business performance
	
	
	
	

	Effective Time management
	
	
	
	

	Managing meetings
	
	
	
	

	Presentation skills
	
	
	
	

	

	d. Project Management
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Fundamentals of project management
	
	
	
	

	Advanced project management
	
	
	
	

	Microsoft Project 
	
	
	
	

	Risk management
	
	
	
	

	

	e. Business Improvement
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Change management
	
	
	
	

	Six sigma
	
	
	
	

	Lean manufacturing
	
	
	
	

	Problem Solving
	
	
	
	

	Team building/leadership
	
	
	
	

	Presentation skills
	
	
	
	

	Monitoring / Improving business performance / maintaining profitability
	
	
	
	

	

	f. Sales & Marketing
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Understanding of marketing principles
	
	
	
	

	Internet marketing/e-commerce
	
	
	
	

	Market research
	
	
	
	

	Selling
	
	
	
	

	Customer care
	
	
	
	

	

	g. Purchasing
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Material Requirements Planning (MRP/MRPll)
	
	
	
	

	Book keeping
	
	
	
	

	Supply chain management
	
	
	
	

	

	h. Quality
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Understanding the application of quality assurance
	
	
	
	

	ISO 9000
	
	
	
	

	ISO TS16949
	
	
	
	

	FMQA
	
	
	
	

	IiP
	
	
	
	

	Vendor rating
	
	
	
	

	

	i. Research & Development
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	j. Environmental Health and Safety
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	First Aid
	
	
	
	

	COSHH
	
	
	
	

	IOSH
	
	
	
	

	NEBOSH
	
	
	
	

	Manual Handling
	
	
	
	

	Risk assessment
	
	
	
	

	Introduction to IS018000
	
	
	
	

	Introduction to IS0 14000
	
	
	
	

	Portable appliance testing (PAT)
	
	
	
	

	

	k. Information and Communication Technology
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Word processing
	
	
	
	

	Spreadsheets
	
	
	
	

	Databases
	
	
	
	

	System design
	
	
	
	

	Internet
	
	
	
	

	

	l. Technical Skills
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Fork lift truck
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	m. Other Skill Needs Not Covered Above
	Current

level of

skill

1 to 5
	Desired

level

of skill

1 to 5
	Priority

For

Action

A to D
	No. of

People

	Basic skills - literacy / numeracy
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	7. Additional Information (Contact details of training provider already identified / details of specialised training need)



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	8. What constraints are there within your organisation that may restrict the mode of delivery and group sizes for staff training.



	

	

	

	

	

	

	

	

	

	


	9. Developing Planning

	The final step in the process is to bring these development areas together and formulate a development plan. This section is to be completed post training review meeting, in conjunction with external coordinator

By completing the performance assessment you have completed the process that this review was designed to take you through. As a result you should have given a significant amount of thought to your business and those people who work within it.

The process has tried to help you identify areas where training and development might help the business to achieve success. It has set out to enable you to identify possible areas for development by considering different aspects of the business. 

For those areas identified as ‘A’ priorities, you now need to decide:

Who needs the development?  -  Column 3

What actual training outcomes do you require?  -  Column 4

How would you want the training to be delivered eg. Daytime, evening, onsite?  -  Column 5

Date by which Training required to start?  - Column 6

You have now completed the process. You have generated a development plan and the plan is based on a structured review of your business. All you have to do now is action it. 




9. Developing Plan
Name of Business:……………………………………………………….  Address: ………………………………………………………………………….

	Possible Training Need

(Column 1)
	Priority

(Column 2)
	Name

(Column 3)
	Level of Skill Required

(Column 4)
	How would you like training to be delivered

(Column 5)
	Date of 

Start

(Column 6)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


 10. Confirmation

I certify that this is an accurate reflection of the status of our company at this time:

Position:                              

Name:                                   

Signature:                              

Date:                                     

Company stamp:                    

For Office Use only

Project Reference Number

Type of Support                   


Project start date 




Actual end date

Proposed end date




Client reference

(Training Needs Analysis








Return to:


Team Cullen Consultants








Email: admin@teamcullen.co.uk    www.teamcullen.co.uk













































































Return to:


John Howey


SME Workforce Development Co-ordinator


Liverpool John Moores University 98 Mount Pleasant Liverpool L3 5UZ


Telephone:0151 231 3830  


Email: J.M.Howey@livjm.ac.uk    
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