SOP: Training Needs Assessment and Client
Consultation Procedures

This SOP details the training needs assessment and client consultation procedures, encompassing the systematic
identification of skill gaps, client requirements analysis, tailored training program design, stakeholder engagement
strategies, consultation scheduling and documentation, feedback collection and evaluation methods, and continuous
improvement practices. The objective is to ensure accurate assessment of training needs and effective client
communication to deliver customized and impactful learning solutions.

1. Scope

This SOP applies to all personnel involved in identifying, designing, and delivering training programs as well as those
interfacing with clients for consultation purposes.

2. Responsibilities

Training Coordinators: Facilitate needs assessment, consultations, and documentation.
Subject Matter Experts (SMEs): Support gap analysis and training design.

Account Managers/Consultants: Serve as client liaisons and manage stakeholder engagement.
Clients: Provide input during consultations and feedback after training.

3. Procedures

3.1 Systematic Identification of Skill Gaps

1. Collect relevant data (employee performance records, KPIs, manager interviews, surveys).
2. Analyze data to identify gaps between current and desired skill’lknowledge levels.

3. Categorize skill gaps by criticality and impact.

4. Document findings in a needs assessment matrix.

3.2 Client Requirements Analysis

1. Initiate client intake meeting to discuss project scope and objectives.

2. Gather information on organizational goals, roles, and current competencies.
3. Identify current pain points, challenges, and barriers to learning.

4. Document all requirements in a standardized template.

3.3 Tailored Training Program Design

1. Map identified skill gaps and client requirements to potential training solutions.
2. Develop customized learning objectives, content, and delivery methods.

3. Prepare high-level design documents for client review.

4. Adjust plans based on client input and approval.

3.4 Stakeholder Engagement Strategies

¢ |dentify and map all relevant stakeholders.
e Develop a stakeholder communication plan (frequency, method, responsibilities).
e Conduct regular status update meetings and share progress reports.

3.5 Consultation Scheduling and Documentation



1. Coordinate with client representatives to schedule consultation sessions.

2. Send meeting agendas and pre-consultation materials in advance.
3. Record attendance, topics discussed, decisions made, and action items.
4. File consultation records in the project management system for future reference.

3.6 Feedback Collection and Evaluation Methods

Distribute structured feedback forms post-training and post-consultation.
Conduct follow-up interviews as necessary to gather qualitative insights.
Analyze feedback for recurring issues, successes, and improvement opportunities.

e Document and share feedback summaries with internal teams and the client.

3.7 Continuous Improvement Practices

1. Review feedback and evaluation data after each project or major milestone.

2. Identify lessons learned and update procedures as needed.

3. Conduct annual reviews of the SOP and update to reflect best practices and client needs.

4. Documentation & Records

Document Responsible Party
Needs Assessment Reports Training Coordinator
Client Consultation Minutes Account Manager
Feedback Summaries Training Coordinator
Training Design Documents SME

5. References

e Organization's Training Policy
¢ Project Management Handbook
e Data Protection and Privacy Regulations

6. Appendices

e Appendix A: Needs Assessment Matrix Template
¢ Appendix B: Client Consultation Agenda Sample
e Appendix C: Sample Feedback Form

Retention Period
3 years
3 years
2 years

For duration of contract + 1 year
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