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This template is built to sit downstream of a skills audit or skills matrix. It is not another gap log, it is the layer that decides which of your identified gaps get resourced first, across roles, sites and teams, using a defined scoring method rather than a flat High/Medium/Low guess.


About This Template
A skills gap analysis is the process of comparing verified workforce competence against role requirements, then ranking the resulting shortfalls by consequence, so that the gaps most likely to cause a safety, compliance or delivery failure are addressed before the gaps that are simply easiest to count.
This template assumes gap data already exists, from a skills audit, a skills matrix, or a direct assessment, and focuses entirely on the step most organisations skip: turning a list of gaps into a defensible, weighted, resourced priority order.
	Already run a skills audit?
If you've logged gaps in a skills audit, don't duplicate that work here. Feed those findings into Section 2 of this template as your starting data. This template is the prioritisation layer that sits on top, not a second version of the same gap log.



Done correctly, this process tells you three things a simple gap list cannot: which gaps carry genuine consequence if left open, who owns closing each one, and what event should trigger a reassessment before the next scheduled review.


How to Use This Template
	1
	Gather existing gap data from Section 1 sources, a skills audit, skills matrix, or direct assessment, rather than starting from a blank page.

	2
	Log every identified gap in Section 2 (Gap Register), including role, site and source.

	3
	Score each gap in Section 3 against the Severity and Likelihood rubric, do not assign a risk band without scoring both.

	4
	Rank the scored gaps in Section 4 and assign an owner, a cost estimate and a target date to every gap that clears your priority threshold.

	5
	Set a reassessment trigger for each action, an event, not just a date, so the gap gets revisited when conditions actually change.

	6
	Obtain sign-off in Section 5 and set the next full review date.




Section 1 — Scope and Source Data
Complete this section before scoring any gaps. Defining scope and source data upfront means every gap entered in Section 2 can be traced back to where it came from, which matters if an auditor asks how a priority ranking was reached.
	Analysis reference number
	Insert reference number
	Compiled by
	Insert name and job title

	Date started
	DD / MM / YYYY
	Sites / departments covered
	Insert scope

	Source data used
	Skills audit ref(s) / matrix / direct assessment
	Regulatory standard
	e.g. ISO 9001 / BRC / CQC / HSE

	Review trigger definition
	Insert event-based trigger (e.g. equipment change, procedure update, site move)
	Next full review date
	DD / MM / YYYY




Section 2 — Gap Register
List every identified gap here before scoring. This is the intake layer, if the gap came from a skills audit, reference the audit number in Source rather than re-describing the assessment. Add rows as needed.
	Skill / Competency Gap
	Role
	Site
	Source
	Employees Affected
	Category

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency

	Insert gap
	Insert role
	Insert site
	Audit ref / Matrix / Direct
	Insert number or names
	Safety-critical / Regulatory / Operational / Efficiency




Section 3 — Consequence-Weighted Scoring
This is the step a flat High/Medium/Low rating skips. Score every gap from Section 2 against Severity and Likelihood separately, then multiply the two to get a Risk Score. This keeps a small, safety-critical gap from being outranked by a larger but low-consequence one.
Severity: what happens if this gap stays open?
	4 — Critical
	Safety-critical or immediate legal/regulatory exposure if the gap causes an incident or breach

	3 — High
	Direct compliance risk or significant operational disruption, but not immediately safety-critical

	2 — Moderate
	Operational inefficiency or service quality risk with limited downside if delayed

	1 — Low
	Development or capability gap with no material compliance, safety or delivery consequence



Likelihood: how probable is it that this gap gets exposed?
	4 — Almost certain
	Gap is already affecting day-to-day operation or has caused a near-miss

	3 — Likely
	Gap will plausibly be exposed within the current operating conditions

	2 — Possible
	Gap could be exposed under specific circumstances, e.g. cover, absence, or a procedure change

	1 — Unlikely
	Gap is technical or theoretical under current conditions



Risk Score = Severity × Likelihood. Use the bands below to sort gaps into a priority order.
	Risk Score
	Priority Band
	What it means

	12 – 16
	Critical
	Action required immediately, restrict task if unresolved

	8 – 11
	High
	Action within current review cycle, close before next audit

	4 – 7
	Medium
	Schedule within the next training cycle

	1 – 3
	Low
	Monitor, no immediate action required




Section 4 — Prioritised Action Plan
Carry over gaps in Risk Score order, highest first. Every gap that scores Medium or above needs a named owner and a cost estimate, an unresourced gap on a priority list is still just a list.
	Rank
	Gap
	Risk Score
	Owner
	Action
	Cost to Close
	Target Date
	Reassessment Trigger
	Status

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open

	1
	Insert gap
	S×L
	Insert owner
	Training / Supervision / Restriction / Hire
	Insert £ estimate
	DD/MM/YYYY
	Insert event trigger
	Open




Section 5 — Sign-off and Review Cycle
	Date completed
	DD / MM / YYYY
	Completed by
	Insert name and job title

	Gaps closed since last review
	Insert number
	Gaps carried forward
	Insert number

	Next full review due
	DD / MM / YYYY
	Approved by
	Insert name and signature



Remember: this is a live document between scheduled reviews. Any reassessment trigger defined in Section 4 should prompt an update here as it occurs, not wait for the next full cycle.


Limitations of This Manual Template
	Limitations of this manual template
	How Workprove solves this

	A manual risk score decays the moment priorities shift, no automatic re-ranking when a new gap or expiry appears.
	Risk scores update automatically as new assessments, expiries and role changes come in, the priority order stays current.

	No way to roll up gaps across multiple sites or audits into one ranked view.
	Aggregates verified competence data across every site, team and role into a single, live prioritised view.

	Cost-to-close is a manual estimate with no link to actual training spend.
	Links each gap directly to the training required to close it, with real budget and cost visibility.

	Reassessment triggers rely on someone remembering to check.
	Automated alerts flag affected workers the moment a linked procedure, equipment or role requirement changes.

	No defensible record of who scored what, when, or by what method.
	Every score, action and closure is timestamped, attributed and stored with a full audit trail.



	Ready to make skills gap analysis a live process, not a quarterly spreadsheet exercise?
Workprove automates gap scoring, prioritisation and closure tracking, from role requirement through to live dashboard.
workprove.com/competency-management     Book a free demo today



