
TRAINING DEVELOPMENT 

NEEDS ASSESSMENT 

This document guides trainers and subject matter experts (SMEs) through a series of 15 questions to help plan 
new trainings and re-assess existing trainings. It was created and reviewed by trainers across WSDOT to adapt 
and scale to your training needs. It may be used collaboratively or singularly and is designed to exist as a helpful 
tool for trainers and SMEs. This is not a product to justify training worth or grant approval. 

This assessment is organized into three sections: Assess, Train, and Track. The Assess 
section determines the need for and purpose of the training. The Train section assists in 
planning for content organization and development. The Track section determines how 
to track the success of your training. 

This diagram shows the iterative and interconnected process of planning a training. 

This tool is paired with WSDOT’s Training Development Workbook which goes into 
more detail about everything you’ll need for your next steps in creating training 
materials. A summary of the questions is provided below.  

Assess 
1. What need will this training address?
2. What are the benefits of addressing this need? Are there risks if the need is not addressed?
3. What data, observations, or trends demonstrate this need?
4. Who is the primary audience and what are their roles? Is there a secondary audience and what

are their roles?
5a-5b. Are there existing WSDOT and external trainings or resources on this topic? How could 

they be used? 
6. If there are existing WSDOT or external trainings, please clarify how a new WSDOT training

would be different or more effective.
7. If there are existing WSDOT or external trainings available, is there a challenge to using them?
8. What are the Goals, Learning Objectives, and Learning Outcomes for this training?

Train
9. What topics does this training need to cover? Mark which topics represent new content, and

which represent content that will be integrated from existing resources, if any.
10. What would be required to be a trainer for this training? Do you have someone identified?
11. What format(s) may be the best fit for this training?
12. What current WSDOT training platforms and technology resources must be available for this

training to be effective?
13. What staffing or funding resources will be needed to develop and deliver this training?
14. Are there any gaps between needed resources and available resources? How might these gaps

be filled?

Track 
15. How will you know the identified Learning Outcomes have been tracked and met?

https://bit.ly/WSDOTtrainingworkbook
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ASSESS 
1. What need will this training address? 

Training development should begin with a needs or problem statement. Examples include:  

 

Please enter a brief needs statement into the field below. It should primarily focus on the existing gap and note the 
impact and importance of that gap.  

 

2. What are the benefits of addressing this need? Are there risks if the need is not addressed? 

This will help identify what the training should address, and how success of the training could be measured. 
Outcomes can include non-compliance issues, inefficiencies, workforce development issues, or unnecessary 
monetary costs. Consider who is affected by this need (staff, partners, public). Examples include: 

 

 

3. What data, observations, or trends demonstrate this need? 

List out any information that demonstrates this need and/or its impacts. How do you know this need is being 
unmet? Types of information include: 

 

 

• We need more staff who know how to use a particular software/device or run a process/analysis. 
• Staff are not aware of a particular issue, topic, or process and it is hindering compliance, collaboration, or 

performance. 

 

• Staff are challenged to stay up to date on the latest technology, creating opportunity costs. 
• TSMO/fish passage strategies and needs are being considered too late in project development, creating the 

need to make retroactive fixes. 

 

• Quantitative data (i.e., survey results, compliance trends, monetary costs). 
• Qualitative data (i.e., anecdotal information, personal observations). 
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4. Who is the primary audience and what are their roles? Is there a secondary audience and what are their 
roles? 

The primary audience is the audience that the bulk of the training content is tailored to. Include details like audience 
roles, location, knowledge level, and experience. 

A secondary audience is a group who may need to be trained on parts of this topic, or who may need awareness of 
this topic. This is sometimes considered “cross-training.” Can the message be specific enough for the primary 
audience and still be understood by the secondary audience? Secondary audiences may include: 

• Local and partner agencies 
• Staff in other divisions or staff with different levels of experience 
• Consultants 

• Legislators 
• General public 

 

5a. Are there existing WSDOT trainings or resources on this topic? How could they be used? 

5b. Are there existing external trainings or resources on this topic? How could they be used? 

The purpose of thinking through these questions is to ensure there are not existing trainings that could be 
used/updated. This will also help identify resources that could support developing content.  

WSDOT examples include:  

 

External examples include:  

 

Please list the most relevant available trainings or resources on the topic in the field below. 

 

 

• Webpages and manuals (i.e., Design, Environmental, Traffic Manuals). 
• The Learning Center and training pages (i.e., Hydraulics and Hydrology Training page). 

• U.S. DOT trainings, guidebooks, and manual (Federal Highway Administration, Manual on Uniform Traffic 
Control Devices, National Highway Institute). 

• Trainings/resources from national organizations (AASHTO, NOCoE, ITE, etc.). 
• Trainings/resources from peer agencies or University partners. 
• Other training opportunities such as the Operations Academy or Coastal Training Program. 
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6. If there are existing WSDOT or external trainings, please clarify how a new WSDOT training would be 
different or more effective. 

Examples include:  

 

 
7. If there are existing WSDOT or external trainings available, is there a challenge to using them?  

Sometimes the need can be met by removing barriers to existing resources. Examples include:  

 

Sometimes the best focus of training efforts is removing barriers to resources that already exist. Examples include: 

• Raising awareness of existing resources.  
• Relocating or organizing existing trainings. 

• Reformatting or repackaging existing resources. 

If so, should the training effort be focused on how to use these resources better? Please note any opportunities to 
better use existing trainings. 

 
8. What are the Goals, Learning Objectives, and Learning Outcomes for this training? 

Considering the defined need, existing resources, and audience, what are the overarching goals for this training? 
The goal may be different for different staff levels or divisions. Examples include:  

 

 

• Existing trainings only cover part of need or are out of date. 
• Existing trainings are too general and need to be tailored to WSDOT/current needs. 

 

• Difficulty finding or accessing relevant trainings or resources. 
• Current trainings or resources are challenging to use or not properly engaging. 

 

• Inform staff on new connected vehicle and vehicle-to-infrastructure technology to enable WSDOT to best 
prepare for and leverage this emerging technology. 

• Ensure staff can access the Highway Runoff Manual, understand how to implement and enforce stormwater 
planning and design requirements, and pass a final exam to obtain a HRM certificate. 
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TRAIN 
9. What topics does this training need to cover? Mark which topics represent new content and which 

represent content that will be integrated from existing resources, if any. 

Include topics where information will be pulled from existing training but mark each topic as existing or new.  

 

10. What would be required to be a trainer for this training? Do you have someone identified? 

Think through what knowledge, skills, and abilities will be required for trainers to conduct this training. Consider 
aspects such as:  

 

 

11. What format(s) may be the best fit for this training? 

Consider the training topics, length, audience, trainer, and goals. Examples include: 

• In-person 
• Virtual 
• Mixed in-person and virtual audience (“WSDOT 

hybrid”), or a flipped classroom approach 
• Both in-person and virtual 
• On-demand, or just-in-time 

• Instructor led 
• Series of shorter trainings or webinars 
• Concentrated or bootcamp style trainings 
• 1-on-1 training/mentorship/job-shadowing (train-

the-trainer / train-the-mentor) 

 

 

• Knowledge and expertise. 
• Number of trainers and support personnel needed to conduct this training. 
• Training and education skills (discussion, facilitation, presentation skills, etc.). 
• Time/availability. 
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12. What current WSDOT training platforms and technology resources must be available for this training to 
be effective? 

What existing WSDOT training platforms and resources could be utilized? Consider aspects such as audience 
familiarity with certain platforms, availability of physical or virtual resources, etc. Examples of platforms include: 

• Virtual learning platforms 
• Web conferencing technology 
• Video recording and posting processes 

• Rooms for training 
• Field sites for training 
• Specific tools (software, hardware, devices and 

other equipment) 

 

13. What staffing or funding resources will be needed to develop and deliver this training? 

Examples include: 

• Funding 
• Consultant time 
• Staff time for development 

• Staff time for participation 
• Partnership opportunities (universities) 
• Outside facilitator 

 

14. Are there any gaps between needed resources and available resources? How might these gaps be 
filled? 

Please identify and list out any gaps in resource needs and think through potential actions to overcome them.  

Examples include:  

 

 

 

 

• Lack of funding or consultant time—could be addressed through reassignment of existing funds or grant 
applications for funds. 

• Lack of staff time for development—could be addressed through reassignment of priorities among existing 
staff. 
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TRACK 
15. How will you know the identified Learning Outcomes have been tracked and met?

Using the data observations or trends in Question Three (3), and the goals defined in Question Eight (8) 
determine how you will track success. 

Thank you for taking the time to complete this document. If your assessment indicates a need to create new 
training, please utilize the associated Training Development Workbook to help develop your training.  
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