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1 Introduction 

Through the description of a training needs assessment (TNA), this Unit gives guidance for planning a productive training event. Training on participatory geographic information systems (PGIS) is diverse and complex. The design of a training programme depends on the context in which the training is offered. TNA is used to identify difficulties in accomplishing the targeted jobs and to determine which difficulties are due to lack of training and which may be due to other factors (i.e. non-training needs). Thus TNA clarifies whether training is the solution to a problem. Trainers may decide how the factors described in this Unit are relevant for their TNA in a particular situation. Many possibilities exist for identifying training needs and selecting an appropriate one depends on many factors. 
2 Why assess training needs 
Training on participatory geographic information systems PGIS is diverse and complex; it deals with general ethical issues and specific technical subjects. The TNA should be an open-ended, flexible and dynamic process that corresponds to the particular training situation and that involves the participation of a wide range of stakeholders.  

The design of a training programme depends on the context in which trainers intend to offer training. A TNA begins by determining the current and the desired performance and then identifying the differences or gaps between the two; this reveals the learning that must occur which is the basis for a good training design. A TNA includes information on the political, economic, social and cultural environment and on the available physical and human resources. Some information may be available from existing sources, while other information may have to be collected from informants. Thus, a TNA may consist of various activities.  
Training should be based on information about the knowledge, skills and attitudes (KSA) that trainees need to execute the required tasks and to behave in an appropriate way. It is necessary to involve prospective trainees in the TNA to develop a sense of ownership and ensure their commitment to the training programme and to accomplishing its objectives.  

The TNA should include relevant stakeholders from the very beginning of the planning process. Stakeholders with different backgrounds can help identify sources of information, administrative and technical challenges, possible obstacles and proposed solutions. Thus, a TNA ideally begins with a stakeholder analysis. 
Primary stakeholders are the organisations for whom the trainees work. The TNA analyses the jobs to be carried out, identifies difficulties and gaps in accomplishing the jobs, and differentiates between gaps that are due to lack of training and those that are due to other factors (i.e. non-training needs). 
Thus, a TNA should determine:  
· whether there is a real training need;
· the root causes of poor performance;
· the desired performance level (i.e. the expected results of training);
· baseline data for planning the required content and scope;
· sources of possible support from stakeholders, concerned organisations and prospective participants.
The following sections describe the details and dimensions of a TNA.  

3 Approach of TNa 
Trainers may consider how the following factors may be relevant for TNA in their particular situations.   
Trainers must identify stakeholders who are relevant to the training process. TNA may differentiate between insiders (e.g. employers, subject matter specialists, trainees and trainers) and outsiders (e.g. community leaders, policy makers, non-governmental organisations). Trainers will ask them about their expectations, concerns, suggestions, possible conflicts of interest, etc. 
Depending on the situation, stakeholders can help determine the subjects to be covered by the TNA. Trainers may conduct a brainstorming session on a question specific to the subject of concern (e.g. What are the primary challenges of PGIS activities in our area?). They collect, categorise and summarise answers through a meta-card procedure (i.e. by writing one to three words addressing only one subject on an A5-size sheet in large lower-case letters – no capitals). Through this process, the trainers identify challenges that require training.  
There are other possible means of identifying training needs. Possibilities depend on many factors, such as the expertise present, time available, costs involved, reliability and importance of information, number and location of persons involved, confidentiality of data, culture and social climate within an organisation. Whenever available, secondary data from earlier TNAs may be used. 
Job analysis:  Prospective trainees and related people may help in analysing the job requirements. They report about job frequency, importance and difficulties. From this information, priorities can be estimated. Once priorities are identified, further training needs can be specified through interviewing, questioning, observing and testing the knowledge, skills and attitudes of prospective candidates.   

Interviews: Trainers can interview individuals in person or by telephone to get background and in-depth information and suggestions. This process also builds commitment to and involvement in the training programme. However, conducting individual interviews is labour-intensive. See Section 4 below for suggestions on how to conduct interviews. 
Instead of interviewing people individually, groups of relevant people may be interviewed together. Usually more experience and knowledge is available in a group of people. Interviewers should make sure to get the viewpoints of everyone present, not just the opinions of the most outspoken members of the group. 
Also it may be possible to have informal conversations with employees, supervisors and managers of an organisation. To avoid biased information, trainers may follow up with more formal approaches. 
Questionnaires:  Questionnaires are useful to collect specific information from a large group of people or from widely dispersed people. Questionnaires may not allow for free expression or for gaining unanticipated information, and trainers may miss critical data. Information collected is only as good as the questions that are asked. Therefore, it is appropriate to pre-test questionnaires. 
Observations:  Observations are useful for assessing skills, attitudes and behaviour under real situations. Observations are time-consuming and labour-intensive. Eventually, trainers may have to investigate reasons for inappropriate performance. 
Skills and knowledge tests: TNA may also assess skills through skills tests. Inappropriate performance may be due to a lack of knowledge. Thus, knowledge tests may be used to complement skill tests to identify topics for a training programme. 
Performance data reviews:  If performance criteria are clear and sufficient data are available, TNA may identify possible performance gaps and consequent training needs through data reviews.  However, inadequate performance may be confounded by external factors that cannot be solved through training. 
Conclusions:  TNA should make sure that challenges can be addressed by training. Trainers should compare the existing situation with the desirable situation and determine whether training really can lead to the desired situation; it may be necessary to identify non-training measures. Trainers should also discuss the steps of curriculum development and the selection of candidates with the institutions and people concerned. Trainers should not be afraid of selecting trainees who have diverse professional levels. Cultural and professional diversity is valuable and academics and practitioners may be included together.   
4 semi-structured interviewing 
  
Interviews are a useful way of gathering information about training needs, but interviewing requires a distinct set of skills and techniques. Here are some general points on how to carry out semi-structured interviewing (SSI) effectively.

4.1 The Art of Interviewing 

· It is vital to offer an introduction and explain the purpose of the interview.

· Start with general questions describing the current situation; they are easier for informants to answer and they give a context and opportunity for focus.

· Be careful with broad questions like: “What do you need to learn?”. Such questions are difficult to answer, and the responses are difficult to analyse.

· Develop a dialogue.

· Be observant.

· Use open questions (e.g. who? where? what? when? why? how?). Don’t put too much pressure on the interviewee by asking too many questions that start with “why?”  
· Use simple language.

· Ask one question at a time.

· Start with broad subjects and then concentrate on more specific topics.

· Avoid leading questions.

· Probe for deeper understanding.

· Do not supply answers.

· Do not lecture. 
· Be prepared but flexible.

· Be clear about the reason you are interviewing a person or a group. Are you inquiring about their training needs or do you want their opinions about the needs of others with whom they have a relationship?

· Remember you have to analyse the data. Try to organise your notes and records in a simple way; use a checklist or tables to help record data and analyse it later.

· Keep an open mind – some information will be useful later and other training needs will emerge which you can consider in the future.

· Remember that the effectiveness of training depends on the infrastructure and the context. So you need to match these and pass on information to others where appropriate. 
· Use methods (especially participatory methods) that can address several questions at once. This helps to relate issues in an integrated way and can be more meaningful to respondents. It can also raise new questions that were not thought of earlier.

· Use secondary data, when possible, to avoid gathering information already available. However, it is good to double-check the accuracy and validity of secondary data because statistics are often out of date or faulty.

· The answers to some questions do not lie with some informants. Identify appropriate informants for the appropriate questions.

The art of interviewing is rather like the art of good conversation. It is important to always:

· be polite;
· be sensitive;
· introduce yourself and explain why you are there; 

· thank people after finishing.
Interviewers who follow these basic rules should at least be welcomed back in the future!

4.2 Content of the Interview

The following basic information is usually offered and collected at the beginning of an interview:
Introduction:
· your name, position, office, etc.;
· the interview purpose (this needs to be written so that everyone can explain it clearly and in the same way);
· timing and planning.
Personal information about the informant:
· name; 
· age;
· sex;
· district;
· commune;
· village.
Educational/professional background of the informant:
· qualifications;
· training courses attended; 

· work/professional experience (i.e. years/level). 

4.3 Guidelines for Note Taking

· Only record what you see and hear.
· Try to use tables or checklists to make your task easier.
· The note taker should concentrate only on taking notes (In each interview, take turns for who should ask questions and who should take notes.).
· Quote the answers of the interviewee where possible and if interesting.
· Read and fill in your notes at the end of the day.
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