Standard Operating Procedure (SOP)

Training Needs Assessment and Objectives Definition

This SOP details the process for training needs assessment and objectives definition, encompassing the
identification of skill gaps, analysis of organizational requirements, stakeholder consultation, and prioritization of
training topics. It ensures alignment of training objectives with business goals, clarity in expected outcomes, and the
establishment of measurable performance indicators to optimize employee development and organizational
effectiveness.

1. Purpose

To establish a systematic approach for conducting training needs assessment, defining clear training objectives, and
ensuring all training initiatives align with the organization's strategic goals.

2. Scope

This SOP applies to all departments and employees involved in the identification, planning, development, or
implementation of staff training within the organization.

3. Responsibilities

¢ HR/Training Department: Lead the process, gather and analyze data, coordinate stakeholders, document
findings.

¢ Department Managers/Supervisors: Provide input on team requirements, participate in gap analysis, validate
objectives.

¢ Employees: Participate in assessments, provide feedback.

4. Procedure

1. Initiate Training Needs Assessment
o Review organizational goals and objectives.
o Define the purpose, scope, and timeline for the assessment.
2. ldentify Skill Gaps
o Collect data through surveys, interviews, performance appraisals, and observations.
o Analyze current workforce skills versus expected competencies.
3. Analyze Organizational Requirements
o Review job descriptions, business strategies, and regulatory requirements.
o Ildentify upcoming projects or changes impacting skill needs.
4. Consult Stakeholders
o Engage department heads, team leads, and subject-matter experts.
o Gather qualitative insights and validate preliminary findings.
5. Prioritize Training Topics
o Rank identified needs based on urgency, impact, and alignment with business priorities.
o Consider budget and resource constraints.
6. Define Training Objectives
o Set SMART (Specific, Measurable, Achievable, Relevant, Time-bound) objectives for each prioritized
training topic.
o Link objectives to business outcomes and performance expectations.
7. Establish Performance Indicators
o Identify measurable KPIs to monitor the effectiveness of training interventions.
o Document baseline metrics for future comparison.
8. Document and Communicate Findings
o Prepare a summary report detailing assessment results and objectives.
o Share outcomes with relevant stakeholders and use them as the basis for training program development.

5. Documentation

¢ Training Needs Assessment Report
e List of Prioritized Training Needs

¢ Defined Training Objectives and KPls
¢ Stakeholder Consultation Records

6. Review and Update



This SOP should be reviewed annually or following significant business or organizational changes to ensure continued

relevance and effectiveness.

7. Performance Indicators

Indicator
Employee Skill Gap Closure Rate
Alignment of Training Objectives to Business Goals
Training Satisfaction Score

Measured Improvement in Performance Metrics

Target/Criteria
80% closure within 12 months
100% of training aligned
a%o0¥ 4.0/5.0 average

a%o0¥ 10% improvement post-training
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