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Organisational Needs Analysis

All staff who engage in initial needs analysis dialogue with a company have access to our CRM database to check any previous activity and organisational needs analysis recorded for that company. This is used to inform our initial discussions.  
We have an organisational needs analysis form used for all activity throughout the organisation other than Short Courses.  
The ONA is completed during the initial visit to an employer and it captures business needs and sets the parameters for establishing training solutions in order to have a positive impact on the business.
ONA forms have an integrated process for measuring business impact. 
To assist Key Account Holders in helping employers identify relevant business needs, the ONA form includes a list of training indicators extracted from the World Class Skills Bottom Line Benefits seminar.  By using these indicators we are able to show a consistent approach, and record data which can be analysed according to cluster groups.  This will enable us to focus on any recurring issues with our employers and allow us to expand our portfolio of provision to meet these needs.   
Petroc staff engage with employers to discuss potential “bottom line” benefits, and agree relevant business outcomes.
The Organisational Needs Analysis (ONA) form  defines expected  business outcomes. These business outcomes are expressed in terms of the employers business goals under discussion, before commencement of any training activity.
Signed by both College staff and employer, we enter this information onto our CRM, for reference, information, and analysis. Upon completion of training, the ONA form is revisited and signed off by the employer, to confirm that business outcomes identified and recorded have been met.
The ONA form also enables measurement of the impact of short courses. This ensures that we are able to focus on business need and expected outcomes even for employer-led short course enrolments.


Organisational Needs Analysis Process


1. ONA to be completed by CBDM, School or Business Solutions Advisor 

2. Short Course ONA to be completed by Telemarketing Coordinator

3. Original document to be given to Central Support Team
4. Central Support Team to upload ONA on to CRM
5. Original document to be stored in E312a (files to be set up for each Organisation, to include other Employer Documents)

6. Tracker System to be implemented 
7. ONAs to be reviewed by CBDM or Business Solutions Advisor (main ONAs) or Telemarketing Coordinator (short courses)

8. CBDM/Business Solutions Advisor to update CRM with  review outcomes and actions 
9. Telemarketing Co-ordinator to update CRM with review outcomes and actions required for short courses 

10.CBDMs/Business Solutions Advisor to refer actions      required to relevant people, via CRM

11.CRM Satisfaction Survey to include ONA results

Key staff are focused and supported to identify the business needs of companies. They engage with the employer to discuss potential “bottom line” benefits, and agree relevant business outcomes. These business outcomes are expressed in terms of the employers business goals under discussion, before commencement of any training activity.
The ONA is signed by both college staff and employers, we enter this information onto our CRM, for reference, information, and analysis. Upon completion of training, the ONA form is revisited and signed off by the employer, to confirm that business outcomes identified and recorded have been met.
The ONA form also enables measurement of the impact of short courses. This ensures that we are able to focus on business need and expected outcomes even for employer-led short course enrolments.


Organisational Needs Analysis
	Organisation Name
	
	Postcode
	

	Contact
	
	Contact No 
	

	Number of Employees
	1 – 9   □     10 - 49   □ 50 - 249   □ Over 250 □



Industrial Sector
	Agriculture & Forestry
	|_|
	Financial Intermediation
	|_|
	Private Households with Employed Persons
	|_|
	Wholesale and Retail Trade; Repair of Motor Vehicles, Motorcycles and Personal and Household goods
	|_|

	Construction
	|_|
	Health and Social Work

	|_|
	Public Administration and Defence; Compulsory Social Security
	|_|
	Other Community, Social & Personal Service Activities
	|_|


	Education
	|_|
	Hotels and Restaurants
	|_|
	Real Estate, Renting and Business Activities
	|_|
	Other
______________
	|_|

	Electricity, Gas and Water Supply

	|_|
	Manufacturing

	|_|
	Transport, Storage and Communication
	|_|
	
	



Company Background, Business Vision & Goals
	What is the business?  Where do you operate?  What are your goals and targets for the future?  Do you see any specific challenges which may affect your future business?







Operations

	How do you measure your business success? (e.g. customer satisfaction, cost, quality, efficiency)






Structure and People

	What is the structure of the business?  Different departments/locations?  You may wish to attach an organisation chart






	Do you have any vacancies or issues surrounding recruitment and/or retention of staff?






HR Policies and Procedures Do employees have the following?
	Job Description
	   All
	[bookmark: Check3]    |_|
	   Some
	[bookmark: Check5]  |_|
	  None
	[bookmark: Check7]|_|

	Employment Contracts
	   All
	[bookmark: Check4]    |_|
	   Some
	[bookmark: Check6]  |_|
	  None
	|_|

	Annual Appraisals
	   All
	    |_|
	   Some
	  |_|
	  None
	|_|


 
Training and Development
  Do you have a training plan?       Yes  |_| No  |_|             Do you have a Training budget?  Yes   |_|     No  |_|    
	Are employees currently undertaking training and development?
	   Yes  |_|    No   |_|



	Details of current training taking place (in-house or externally delivered):

	





	

	Is there training and development planned in the next 6-12 months?
	  Yes   |_|       No   |_|



	Details of planned training and development (in-house or externally delivered?):

	






	



Main Business Needs

	Business Need
	Training Indicator*

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	





Training Needs Identified (if known)

	Qualification
	Level
	Potential Number of Learners
	Potential start date (dd/mm/yy)

	
	
	
	

	
	
	
	

	
	
	
	




Agreed Actions
										
	Actions
	When (dd/mm/yy)
	By Whom

	


	


	



	Planned Review (Please Tick)
	6 weeks  |_|       3 months  |_|      6 months  |_|



I certify that the actions described above meet my current and (known) future business needs at this time and that I am aware that if I require any further help, particularly for any skills-related issues I should contact Petroc 
	Employer Signature
	
	Name
	
	Date
	

	Petroc/Franchise Partner  Signature
	
	Name
	
	Date
	



Office Use 

	Date details entered on CRM 
	_______________
	CRM No (If applicable) ____________  Entered By ________





Review Record
	Review Period
	From
	
	To
	


Business Impact
	   What impact has the training delivered during this period had on the learner/company performance?






Business Needs   
Fully Met   |_|    Partially Met  |_|    Not Met  |_|  (Please tick one)
	If business needs have not been met, please give reasons (e.g. training still in progress)





Review carried out by
Signature ______________ Name ______________ Date ___________
	*Using training indicators to understand business needs

	1. Productivity and efficiency
· Production costs per unit
· Productivity targets met/exceeded
· Production/completion time per unit (forms, clients, projects)
· Output (per worked hour, per shift)
· Equipment/facility/asset utilisation (downtime due to machine stoppages, shift changeovers)
· Equipment maintenance (costs or repair time),  or replacement costs
· Response time (to service calls or orders)
· Capacity of staff to solve routine and non-routine problems (supervision time required)
· Staffing requirements and workforce flexibility (dependence on casual/contract labour)
· Overtime (quantity, cost)
· Improved innovation in products/services
· Induction time for new employees
· Productivity of new employees
2. Sales and profitability
· Overhead costs
· Operating costs
· Operating costs as a percentage of total costs/revenue
· Value of contracts won, loans processed
· Revenue/income/sales (monthly, annually, per employee, per team, per branch or store)
· Market share ( no. customers, pounds spent, unit volume sold)
· Sales to new customers
· Group operating profit
· Profit per employee
· Stock market performance (shareholders’ return)
3. Organisational learning and development
· Performance appraisal ratings
· Achievement of organisational competency profile requirements (to meet accreditation or licensing requirements, new working environment, or to facilitate organisational expansion)
· Number/percentage of qualified employees 
· Internal promotions resulting from employee competence and performance
· Training awards received
· Employee perceptions of training and development opportunities
· Alignment with HR, business and strategic planning
	4. Quality of products and services
· On-time provision of products/services
· Wastage, reject, error or rework rates
· Conformance record with quality specifications (batch yields, throughput of invoices
· Achievement/maintenance of quality rating
· Compliance with quality, legal and/or ethical requirements
· Achievement of quality award
· Company image and reputation
· Compliance with IIP national quality standard
5. Customer service and satisfaction
· Customer satisfaction levels (timeliness, availability, quality and price of goods and services
· Customer relationships and experiences
· Repeat business (customer retention or loyalty)
· New business resulting from client referrals
· More/new customers or markets
· Lost business
· Number of complaints
6. Occupational health and safety
· Accidents or injuries (number, time lost, compensation costs)
· Safety-critical incidents (number, cost)
· Compliance with health and safety requirements
· Violation of safety rules
· Improved response to crises
7. Organisational climate, culture and practices
· Employee retention/turnover/recruitment (number, cost)
· Absenteeism
· Disputes/grievances (number, cost or time lost)
· Number of employee suggestions 
· Employee satisfaction and motivation
· Relationships and commitment to team goals
· Participation in teams and committees
· Team performance
· Internal communication and IT systems
· Implementation/standardisation of new work practices
· Implementation/maintenance of a service culture
· Contribution to refocusing on enterprise



Quality Assurance and Performance
Our aim throughout the whole process is to give the employer the best possible experience, and this is enhanced by the positive approach we adopt towards developing a tri-partite relationship between employer, employee and college staff.
The College measures its achievements against the strategic objectives described in  on three levels
1. Employer feedback survey data using the CRM (Customer Relationship Management) database as an analysis tool
2. CIS (College Information System) enrolment data
3. Employer ONA (Organisational Needs Analysis) data (it was decided this year, after reviewing our strategy, to enter our ONA data onto the CRM to enable us to interrogate our data more effectively - this is in progress).
4. The survey results from the online employer survey are recorded electronically on to the CRM system, and the information is statistically collated in to pie charts or tabular charts for easy overall reference. Curriculum and Business Development Managers (C.B.D.M.’s) are able to select their Sections and monitor satisfaction rates by Section level.   

The Employer Services Team monitors qualitative and quantitative performance against targets, on a monthly basis:- 
· We have a comprehensive attendance monitoring facility on the college intranet, and staff at all levels (tutors, assessors, verifiers, administrators and managers) are expected to be fully conversant with the various reports, and to use them to log progress, training, and assessment and achievement.  
· A monthly meeting is held with each Curriculum and Business Development Manager (CBDM), and any issues and action points are documented.
· An independent check is also carried once a term, which again reviews the quality and completeness of our records 
· The statistics from these reports feed into the monthly quality assurance meetings and termly audits.  Cross-sector development needs or issues are addressed through staff training and/or included in the monthly meetings between curriculum and support Managers, chaired by the Director for Employers.

Although monitoring and management of these reports is carried out by Employer Directorate Staff, they form part of the overall College information management processes, and contribute to cross-College performance reviews and internal audits (e.g. CIS reports, OFSTED, self assessment, etc).
The CRM system is an effective tool for logging any feedback from employers, and these comments also contribute to our review process. 
The ONA process includes a review record where employers can comment on the training solution delivered and also confirm whether their needs have been met.  
The survey results are recorded electronically on to the CRM system. There is an opportunity for the Curriculum and Business Development Managers (CBDMs) to select their Sections and monitor satisfaction rates at Section level. 
During the academic year each curriculum team has to undertake a self assessment of their Section.  Employer satisfaction rates are a key part of the review process, and the on-line report enables Managers to monitor the performance of their Section. 
All LSC funded students (be they Employer Responsive or Adult Responsive) have a regular review during the training and on completion.  This is documented, and employers are invited to comment. Our review process and tight monitoring includes students on distance learning programmes. This is to avoid high drop-out rates for distance learning programmes, which historically has been perceived to be a risk with this mode of learning.  
Internal Verifiers carry out interim sampling of student work in progress, to confirm quality and adherence to Awarding Organisation requirements.
We feel confident that our new and now current process will improve our understanding of meeting employer needs, and tailoring solutions to meeting these needs
The CRM analyses and reports on a number of account management measures eg new and repeat business, overdue enquiries, etc.  
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