Tool 49-1
Organizational Needs Assessment Checklist
Emily Wood
Chapter 49, “Best Practices for a TD Department of One,” ATD’s Handbook for Training and Talent Development, 3rd ed.
Learn all you can about your organization. The items on this checklist will help you understand your organization and the learners prior to planning any development activities.

HR and People:
Organizational chart
Graph of length of time at the organization by department
Graph of education level by department
Graph of employee age by department
Information related to any known employee disabilities (especially if the organization does not 
require 508 compliance)
Graph of preferred language by department
Information about training time, expectations, and requirements

IT and Technology:
Learning management system information, such as user guides, RFP, or other documents
Information about the organization’s supported hardware 
Bug reporting logs
Error logs
Process map for technical support

SMEs and Experts:
Existing training materials
Error logs and incident reports
Recommendations on employees who are top performers in their area
Evaluations on employee compliance and fidelity to plans
Performance support materials
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