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Training Needs Analysis Template
A compliance-led framework to identify training gaps, risks, evidence and actions.

1. Regulatory and Standards Requirements
Document the legal, certification and internal requirements that define competence expectations for this task or role.
Regulation or Standard:
	


Clause or Requirement Number:
	


Competence or Training Requirement:
	



2. Critical Tasks and Roles
Identify the task with compliance or safety exposure and the roles responsible for performing it.
Task Name:
	


Risk Category (tick one):
☐ Critical
☐ High
☐ Medium
Roles Performing the Task:
	



3. Current Training and Competence Evidence
Record training already completed and how competence has been demonstrated in practice. Focus on evidence, not just attendance.
Training Completed (course / module):
	


Competence Evidence Type (sign-off, assessment, observation):
	


Evidence Owner / Assessor:
	


Date of Last Competence Evidence:
	



4. Gap Analysis and Risk Assessment
Describe the gap and rate the risk using severity and likelihood. Use this to prioritise corrective actions.
Gap Identified (what is missing or insufficient):
	


Severity of Impact:
☐ High
☐ Medium
☐ Low

Likelihood of Occurrence:
☐ Likely
☐ Possible
☐ Unlikely

Overall Risk Rating and Rationale:
	



5. Corrective Actions and Responsibilities
Define what must be done, who is responsible and by when. This section forms part of your audit trail.

Corrective Action Required:
	


Responsible Person / Role:
	


Deadline / Target Date:
	


Follow-up / Verification Method:
	



6. Integration into Training Matrix
Confirm how this requirement is represented in your live training matrix or digital competence system.
Included in Training Matrix:
☐ Yes
☐ No

System / Matrix Name:
	


Recertification Cycle (e.g. 12 months):
	


Current System Status (active, pending, not assigned):
	



7. Competence Sign-Off
Use this section for manager approval once corrective actions are complete and competence is assured.
Manager / Approver Name:
	


Role / Department:
	


Date of Sign-Off:
	


Additional Comments / Notes:
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