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The Training Needs Assessment tool
has been designed with your needs in mind!


You have a key role in the completion of the assessment and its use in managing performance.  The following are the reasons why the Training Needs Assessment is an important tool for you.

· Once completed, you can use this as a tool at your staff meetings to discuss the direction and purpose of training and how training decisions link to performance.
· This tool can help you and the employee complete the Individual Training Plan or Individual Development Plan (GS Form 19).
· Providing the employee with the justification for training decisions is always difficult.  This will give an objective, business goal basis for decisions.
· DGS is experiencing many changes in our work environment; we need to assess the impact of these changes on performance and determine what skills and tools are needed to meet the new challenges.
· With the departmental focus on becoming more effective in how we conduct business, it has become even more urgent that we ensure that training dollars are spent on specific skill needs that will impact performance positively.
· This is the first step in determining whether training is the appropriate response to a performance problem.

When you have completed both sides of the form, please keep a copy for your action plan and forward a copy to your Training Coordinator by __________. If you have questions or need more information, please contact your Office Training Coordinator.


THANK YOU FOR YOUR CONTRIBUTION TO A BETTER DGS!
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TRAINING NEEDS ASSESSMENT




	SECTION 1:  Please complete the information requested below.



            DIVISION                                      OFFICE or BRANCH                              SECTION/UNIT
	

	
	
	
	



           Form Completed By                                                                                   Address                                                                                        Telephone # 
	

	
	
	
	




	SECTION 2:  Fill in your Division Mission, Office or  Branch Mission and Section/Unit Mission.



DGS Vision
“Everything we do serves the mission of our customer agencies and sustains the public’s respect and trust in government.”

	

DGS Mission

	
“To increase the efficiency and effectiveness of state government by providing high quality business and support services to state and public agencies consistent with state law and regulations and in a manner that results in a high degree of client satisfaction.”


	



Division Mission





	


	



Office/Branch Mission





	

	



Section/Unit




	




	
SECTION 3:  Your Section/Unit Mission supports your Office/Branch Mission which, in turn, supports the Division Mission and 
                      the DGS Mission.   Answer Questions 1-4 below, keeping in mind this chain of mission statements and core 
                      competencies.



	
1. What are the core competencies of this [unit] as they relate to DGS, Division and Office/Branch goals and mission?






	

	
2. What business challenges do you see your [unit] facing within the next year?








	








	
3. What are the skills needed to deliver core competencies related to new and continuing business goals?

(What must the employee
be able to do?)





	

	
4. What outputs or outcomes would indicate competency in these skill areas?

(What will you observe
or measure?)





	












	The information in this assessment will provide the basis for the completion of the
Individual Training Plan/Individual Development Plan, and the unit/section Training Plan.



Attach additional pages if needed.  After completion, please forward a copy to your office’s Training Coordinator by ____________.
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