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Turning Learning into Lasting Impact

Learner Needs Assessment Template

Use this Needs Assessment when an agency leader or supervisor asks for training for a learner. You can also adapt it to a group of learners or team. This tool helps you understand the bigger picture, like team goals, skill gaps, and what’s really behind the request. This way, you can make sure the training supports the agency’s needs, the City’s Talent Management Strategy, and leads to lasting results.

Use this during your first conversation to ask good questions, find out what success looks like, and make sure the training fits with career development and service goals.

Learner Profile
1. What is the learner’s role or job title?
2. How long have they been in this role?
3. What are their key responsibilities?

Learning Goals
1. What does the learner hope to gain from this training?
2. Are there any specific skills or knowledge areas they want to focus on?
3. Is this training required (e.g., compliance, certification)?

Current Skill Level
1. How would the learner describe their current level of experience with this topic? (Beginner, Intermediate, Advanced)
2. Have they completed similar training before? If so, when?


Work Context
1. What tools, systems, or environments do they use in their job that relate to this training?
2. Are there any barriers to applying new skills (e.g., time, equipment, support)?

Learning Preferences
1. Do they prefer in-person, virtual, or self-paced learning?
2. What formats help them learn best (e.g., hands-on, visual, reading, discussion)?

Success Indicators
1. How will the learner (and their supervisor) know this training was successful?
2. Are there specific performance goals tied to this learning?

Additional Notes
1. Other insights or context that would help design or deliver this training effectively?


Take Notes:
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