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1. Executive Summary
[Provide a high-level overview of the organization, the business need driving this analysis, and a summary of key findings. This section should give stakeholders a clear picture of why training is needed and what the analysis recommends. Include a "Key Findings" callout with the 2–3 most critical discoveries. Aim for 2–3 paragraphs.]
2. Background and Business Context
[Describe the organizational context: recent changes, growth, compliance requirements, or technology implementations that created the need for training. Include relevant history and the business case. If there were previous training failures or technology rollouts that inform this project, address them directly.]
3. Project Scope and Objectives
Scope
[Define what is included: which roles, departments, locations, and systems. Also define what is explicitly out of scope to set clear boundaries.]
Objectives
1. [Objective 1: Identify specific knowledge and skill gaps by role group]
1. [Objective 2: Analyze the target audience including constraints and learning preferences]
1. [Objective 3: Evaluate existing training resources and infrastructure]
1. [Objective 4: Recommend a training strategy with delivery methods and timeline]
1. [Objective 5: Establish measurable learning objectives tied to performance goals]


4. Data Collection Methodology
[Describe each method used to gather data and explain why it was selected. Common methods: stakeholder interviews, employee surveys, workflow observations, document reviews, focus groups. Include sample sizes and response rates.]
	Method
	Participants
	Sample Size
	Key Focus

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 




5. Findings
5.1 Audience Analysis
[Summarize the target audience by role group. Include demographics, technical proficiency, primary tasks, and key constraints that affect training design (e.g., scheduling limitations, device access, shift patterns).]
Entry Characteristics
1. [What do learners already know? What can you assume about their baseline skills?]
1. [What devices will they use? What is their learning environment?]
5.2 Performance Gap Analysis
[Identify gaps between current and desired performance states. Be specific and measurable.]
	Current State
	Desired State
	Gap

	 
	 
	 

	 
	 
	 


5.3 Root Cause Analysis
[Categorize contributing factors: Knowledge, Process, Environment, Motivation, Resources. Not all gaps are training problems. Identify which require instruction vs. process change vs. environmental support.]
5.4 Existing Training Resources
[Review existing training infrastructure, materials, and systems. Include LMS capabilities, current content quality, vendor resources, and potential peer champions.]


6. Recommended Training Strategy
6.1 Instructional Approach
[Describe the recommended methodology (e.g., ADDIE, SAM, agile). Explain WHY this approach fits the organizational context, timeline, and audience needs. Name specific tools you will use.]
6.2 Delivery Recommendations by Role
	Role Group
	Primary Delivery
	Est. Duration
	Sessions
	Key Content

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


6.3 Learning Objectives
[List terminal learning objectives using measurable action verbs aligned with Bloom’s Taxonomy. Format: "Upon completion, [audience] will be able to [action] [condition] [criteria]."]


7. Evaluation Plan
[Define how effectiveness will be measured using the Kirkpatrick Four-Level Model.]
	Level
	What It Measures
	Method
	Success Criteria

	1 – Reaction
	 
	 
	 

	2 – Learning
	 
	 
	 

	3 – Behavior
	 
	 
	 

	4 – Results
	 
	 
	 


8. Implementation Timeline
	Phase
	Activities
	Timeline

	Analysis
	 
	 

	Design
	 
	 

	Development
	 
	 

	Pilot
	 
	 

	Implementation
	 
	 

	Evaluation
	 
	 


9. Risks and Mitigation
	Risk
	Likelihood
	Impact
	Mitigation Strategy

	 
	 
	 
	 

	 
	 
	 
	 


10. Constraints and Assumptions
Constraints
1. [List constraints: budget, timeline, staffing, technology, scheduling, compliance requirements]
Assumptions
1. [List assumptions: stakeholder availability, LMS access, leadership support, device access]
11. Conclusion and Next Steps
[Summarize key findings and the recommended path forward. List specific next steps with owners if possible.]


Stakeholder Sign-Off
By signing below, stakeholders confirm they have reviewed this Learning Needs Analysis and approve the recommended training strategy.
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