Task 1: Needs Assessment
Explanation

A needs assessment is the process of determining if there is a need to improve performance and, if so, in what area and to what extent. Conducting a thorough needs assessment is critical to the development of successful instruction. 

A good needs assessment helps establish:

· The existence of a need for instruction

· The type of instruction needed to solve the problem

Once the necessary information is collected and analyzed, the Instructional Development Team can develop potential solutions for addressing the problem.

The purpose of a needs assessment is to ensure that the stated problem or identified deficiency can be solved with instruction and, if so, determine what instruction is needed. Instruction will only solve performance deficiencies that occur when a learner lacks the knowledge, skills, abilities, and/or attitudes required to successfully perform the task.

If the identified performance deficiency is not a result of a lack of knowledge, skills, abilities, or attitudes, instruction cannot solve the deficiency, and thus there is no need to proceed further with the course.
Note: Before determining that a new course needs to be developed, the Instructional Development Team must consult with available organizational sources to see if an agency or Commercial Off-the-Shelf (COTS) course already exists that can be used. 
Process

Identify Instructional Goals
During this step, the Instructional Development Team determines what learners must be able to do or know when they complete the course. The Instructional Development Team determines how well the identified goals are being achieved by interviewing and observing people who are experts in performing the skills or having managers describe the type of knowledge or skill they wish their staff to possess.

A by-product of a thorough needs assessment is an instructional goal(s). An instructional goal is a broad, yet clear, statement of what is to be achieved from the learning solution (GhostWriters, 1999). However, a complete goal statement has four components:

1. The learners
2. What the learners will be able to do in the learning context

3. The learning context in which the skills will be applied

4. The tools that will be available to the learners in the learning context (Dick, Carey, & Carey, 2005, p. 25)
Instructional goals describe broad, encompassing learning outcomes. For example, the goal of this course is to do the following:

· Increase knowledge and understanding about... 

· Foster communication about and resolution of.... 

· Establish consensus on... 

· Familiarize first responders with... 

· Introduce the concepts and theories related to... 

· Expose participants to the principles of...
Determine How Well the Identified Goals are Already Being Achieved
The Instructional Development Team determines how well the identified goals are being achieved by observing people on the job, conducting assessments, or evaluating job performance. A combination of these techniques provides the most reliable estimate of the current level of performance of instructional goals.
Identify Optimals

Optimal performance refers to the performance or knowledge that is desired, or "what should be". The emphasis is on what individuals need to know and the skills, abilities or attitudes they are required to have in order to perform a job or successfully complete instruction. Determining optimal performance requires a careful analysis of all associated sources.
Identify Actuals

Actual performance is the "way it is". The term refers to what the individuals currently know, can do, and believe about the job or subject.
Identify Performance Gaps

In order to determine if there are performance (or learning) gaps, the Instructional Development Team compares the desired (optimal) performance to the actual performance. A learning gap exists any time there is a difference between what the learner knows or is able to do and what the learner should know or be able to do. This gap is called an instructional deficiency or need, and represents the potential content that needs to be taught.
Prioritize Gaps According to Agreed-upon Criteria

Weighing agreed-upon criteria, the Instructional Development Team prioritizes the gaps between “what is” and “what should be” for each identified goal.
Determine Which Gaps are Instructional Needs and Which are Most Appropriate for Design and Development of Instruction

The Instructional Development Team needs to be careful not to assume that a poor performance in learning tasks implies a need to correct or revise training. For example, a high rate of learner absenteeism or insufficient equipment for learners to perform their job may be the cause of poor work performance.

Existence of a deficiency does not necessarily indicate that an instructional need exists or that instruction is automatically the best solution to the problem. The problem may relate to motivation, design, lack of performance feedback, or other organizational barriers.
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Resource:
Training Gap Identification Worksheet - Sample
This worksheet is used when an individual, group, or organization determines that a lack of knowledge or proficiency requires formal training (i.e., documented training with defined learning objectives and training materials), but no such training currently exists. It defines basic information about the training gap that is sufficient to determine the scope and priority of the assignment, and to decide which training function should receive the tasking.
	Date:
	

	Training Gap Title:
	

	1.
	Describe the lack of knowledge or proficiency the Instructional Development Team wants to correct.


	2.
	What basic topics does the Instructional Development Team think should be covered in the training?


	3.
	How are employees learning the knowledge, skills, or tasks right now?  


	4.
	Would the Instructional Development Team categorize this as familiarization/awareness/overview training, basic procedures/skills training, advanced procedures/skills training, or specific task training?


	5.
	Who does the Instructional Development Team think will need this training?


	6.
	Where does the Instructional Development Team think this training is needed (at what installations and work locations)?


	7.
	Names/Offices of Contributors to this Worksheet:
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