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Analysis

Why Is Training Analysis Important?

Analyzing training needs is the single most important step in designing instruction.  If training needs are not identified correctly, the training will be ineffective.

Some telltale signs of poor analysis are:

· Participants react negatively to the tone, style, or methods used in training.

· Participants do not possess the prerequisite knowledge and skills needed to understand the training being presented.

· Case-study exercises and examples are not realistic.

· Training fails to transfer to the work setting.

· Managers stop supporting the training.

What Steps Are Used To Conduct a Training Analysis?

You can use the following steps to conduct a training analysis:

Step 1:
Describe the Training Need
1.1
What problems or issues are affecting performance and customers?

1.2
What is it worth to decisionmakers to address these problems/issues?
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If decisionmakers believe that solving the problem is not worthwhile, then you may not have the support needed to proceed with training.
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Step 2:
Analyze Performance
2.1
What is the gap between the desired and actual performance levels?

2.2
What are the reasons for the gap?

2.3
Will training eliminate the gap?

If training will not eliminate the gap, you should not proceed!

Step 3:
Analyze the Target Population
3.1
Who needs to receive the training?

3.2
What are their current levels of related knowledge and skills?

3.3
What are their learning styles and preferences?

3.4
Do they have any special needs or requirements?

3.5
Are they motivated to receive training?
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Following are suggestions to help you conduct the most efficient training analysis possible:

Use Existing Information

Begin by collecting and reviewing all available information related to the job and target population you are analyzing.  Ask for position descriptions, job standards, standard operating procedures, After-Action Reports, and other documents.

Concentrate on the Most Important Sources

Any journalist will tell you that the right source can help you avoid unnecessary legwork.  The same is true for training needs analysis.  You should select sources that can provide you with the best information.  These sources are often “accomplished performers” who have recent disaster experience, managers who have a vision of how the job should be performed in the future, and customers who are directly affected by how the job is performed.

Use Simple Analysis Techniques

There are many simple techniques that quickly allow you to form a picture of the job.  Examples of these simple techniques include:  Talking to people on their breaks; conducting a 2-hour focus group over an extended lunch or dinner period to get input from performers; shadowing accomplished performers while they work; or volunteering to work in the function, if feasible.

Validate Your Conclusions

Even when you are trying to use shortcut analysis techniques, you should validate your conclusions about the training needs and target populations.  A simple validation technique is called “triangulation.”  To triangulate your conclusions, identify three individuals or groups of individuals that you think hold very different opinions or who have different levels of experience.  Run your conclusions by these three different groups.  Those areas that these three differing groups agreed upon are safe bets to include in your training.

Do Whatever You Can Within Constraints

It is better to have conducted some analysis than no analysis at all.  Even if you cannot do a formal analysis, you should answer the questions listed on the previous page by talking with other Instructors or based on your best knowledge of the situation.

The following checklists are designed to help you complete the analysis phase.

	Title
	Page

	Analyzing Performance
	4

	Analyzing Your Target Audience
	6

	Analyzing Job Procedures
	7

	Analyzing Data Collected
	8


Analyzing Performance

Instructions:  Answer the following questions to analyze performance problems.

Step 1:
Define the desired performance and standards.

	1. What performance (or outcome) is desired for this function or task?
	
	

	2. What are the standards for performing this function or task?
	
	

	3. Does everyone agree on the performance standards?
	· Yes
	· No

	4. Do performers and supervisors know the standards?

	· Yes
	· No


Step 2:
Describe the performance problem.

	1. What are the differences between the desired performance and the actual performance?
	
	

	2. Who cares about the performance problem and why?
	
	

	3. What might happen if the problem continues to exist?
	
	


Analyzing Performance

Step 3:
Analyze the reasons for the performance gap.

1. Have individuals ever performed correctly previously?

	· Yes
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	Go to Question #2.



	· No
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	Consider offering training.




2. Is the required performance done frequently?

	· Yes
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	Go to Question #3.



	· No
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	Consider providing practice opportunities and/or job aids.




3. Do individuals receive positive reinforcement for correct performance?

	· Yes
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	Go to STOP below.



	· No
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	Consider developing reinforcement strategies.
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If you answered “yes” to Questions 1 through 3, then it appears that the individuals may know how to perform correctly and have demonstrated the required skills in the past.  Formal training may not be the solution . . . and there must be other causes of the poor performance.

Analyzing Your Target Audience
Instructions:  Answer the following questions to develop a profile of your target audience.

	Who will be trained?


	List job titles.

	What are their past experiences?
	· Have not worked in any previous disasters.

· Worked one or two previous disasters.

· Worked three to five previous disasters.

· Worked more than five previous disasters.

	What are their levels of expertise?
	· Novice Performer

· Intermediate Performer

· Accomplished Performer 

	What learning modes do they prefer?
	· Auditory (hearing)

· Visual (seeing)

· Kinesthetic (doing)

	What training methods do they prefer?


	· Lecture

· Reading Assignments

· Demonstrations

· Visuals, Videos

· Discussions
	· Individual Exercises

· Small Group Activities

· Role Plays

· Games

· Simulations

	What prerequisite knowledge and skills do they possess before beginning the training?


	List the knowledge and skills.

	What accommodations may be needed to adapt training to individuals with disabilities or language differences?
	Describe any required accommodations.



	How motivated are they to attend training?
	· Not motivated.

· Neutral.

· Motivated.

	How many individuals need to be trained?
	


Analyzing Job Procedures
Instructions:  Answer the following questions to assess how well you have documented job procedures.

	1. Are all steps used to complete the procedure listed?
	· Yes
	· No
	· N/A

	2. Are the steps listed in the correct sequence?
	· Yes
	· No
	· N/A

	3. Are inputs and outputs of each step identified?
	· Yes
	· No
	· N/A

	4. Are all individuals who perform each step identified?
	· Yes
	· No
	· N/A

	5. Is any special equipment or materials used to perform each step identified?
	· Yes
	· No
	· N/A

	6. Is the location where each step is performed identified?
	· Yes
	· No
	· N/A

	7. Are critical steps highlighted?
	· Yes
	· No
	· N/A

	8. Have you documented the reasons for performing each step?
	· Yes
	· No
	· N/A

	9. Are common problems or errors associated with each step identified along with suggestions on how to avoid them?
	· Yes
	· No
	· N/A

	10. Do you know how well each step must be performed?
	· Yes
	· No
	· N/A


Analyzing Data Collected

Instructions:  Answer the following questions to verify your analysis data.
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