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2020 TRAINING NEEDS ANALYSIS (TNA)
	GENERAL DETAILS
	
	

	Name
	
	

	Organisation/Employer
	
	

	Job Role/Title
	
	

	Please tick appropriately:
	
	

	Gender 
	( Male                       
	( Female

	Employment Status
	( Employed               
	( Unemployed

	Do you have St Helenian Status?
	( Yes                         
	( No

	Are you resident on St Helena?
	( Yes                         
	( No

	Number of Employees:

Please tick appropriately:
	
	

	                                            
	( 0-5             ( 6 - 10            ( 11 - 20       ( 21+


	TRAINING 
	
	

	Please tick appropriately:
	
	

	Are you currently studying?
	( Yes                         
	( No

	Would you/your staff be interested in studying?
	( Yes                         
	( No


Please tick any of the following Training Opportunities that you would be interested in:

COMMUNITY EDUCATION – PREPARING FOR THE DIGITAL EXPLOSION
_____________________________________________________________________________________________________________________
	SHCC Get Connected (Basic)
	( Yes                         
	( No
	Number of Staff Interested  ______                       

	SHCC Microsoft Core Skills
	( Yes                         
	( No
	Number of Staff Interested  ______                       

	BCS E-safety Level 1
	( Yes                         
	( No
	Number of Staff Interested  ______                       

	ECDL
	( Yes                         
	( No
	Number of Staff Interested  ______                       


COMMUNITY EDUCATION – CORE SKILLS
_____________________________________________________________________________________________________________________
	Functional Skills English
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Functional Skills Maths
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	GCSE English
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	GCSE Maths
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	


COMMUNITY EDUCATION – GCSE / LEVEL 2
_____________________________________________________________________________________________________________________
	Environmental Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	IGCSE Marine Science
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Level 2 Enterprise & Marketing
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Level 2 Accounting
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	


COMMUNITY EDUCATION – PERSONAL & CULTURAL LEARNING

_____________________________________________________________________________________________________________________
	Emergency First Response
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Manual Handling
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Fire Safety
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Food Safety
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Food & Hygiene Safety
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	


COMMUNITY EDUCATION – BUSINESS ADMINSTRATION 
_____________________________________________________________________________________________________________________
	Personal Motivation
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Setting Goals for my career
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Personal Time Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Team Work
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Document Organisation
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Getting the Most out of Meetings
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Dealing with Customers
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Writing Emails
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Formatting Documents
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Minute Taking
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Writing a Professional Letter
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Communicating Effectively
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Assertiveness in the work place
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Conflict & Stress Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Team Motivation
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Career Development
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Team Time Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Document Management Solutions
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Chairing a meeting
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Customer Services
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Email Etiquette
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Report writing
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Refining Letter Writing Skills
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Assertiveness for Managers
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Skills for effective Team Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Facilitating Effective Communication
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Delegation
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Supervisory Skills (A)
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	


OTHER
_____________________________________________________________________________________________________________________
	Digital Management
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Online Maritime Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	18th Edition Electrical Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Project Management Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Institute of Directors Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Train the Trainer Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Automotive Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Construction Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	

	Flax Training
	( Yes                         
	( No
	Number of Staff Interested  _____                       
	


REQUIREMENTS FOR TECHNICAL TRAINING
To perform your current job what further technical training do you need? 
By technical training we mean training which directly relates to your Organisations tasks and activities
	Technical training area
	Level
	Relevance to your job

	
	
	

	
	
	

	
	
	

	
	
	


COMMENTS
Do you have any other comments you would like to make regarding training opportunities?
	

	

	

	

	

	

	

	

	

	

	

	

	


THANK YOU FOR PARTICIPATING IN THIS YEARS TRAINING NEEDS ANALYSIS.
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