Needs Analysis Template
The goal of the Needs Analysis Template is to systematically identify performance gaps and determine whether training is the appropriate solution. This template is important because it helps instructional designers gather the right data, understand the audience, and diagnose root causes before committing time and resources to development. Its usefulness comes from ensuring that learning solutions are targeted, relevant, and tied directly to organizational needs, ultimately improving the effectiveness and impact of the final instructional product.
Target Audience Analysis
· Audience role(s): __________________________________________
· Prior knowledge/skills: ______________________________________
· Learning preferences: ________________________________________
· Challenges/motivation factors: ________________________________
Performance Gap
· Current performance: _________________________________________
· Desired performance: _________________________________________
· Gap description: _____________________________________________
· Impact of gap: _______________________________________________
Data Collection
· Methods used (check all that apply):
☐ Interviews
☐ Surveys
☐ Observations
☐ Data review
☐ Other: _____________________
Root Cause Analysis
· Identified root cause(s): _____________________________________
· Training needed? (Yes/No): ______________
· Notes: ________________________________________________________
Recommended Solution
· Solution type: ________________________________________________
· Key topics/modules: __________________________________________
· Modality recommendation: _____________________________________
Constraints & Opportunities
· Constraints: _________________________________________________
· Opportunities: _______________________________________________

