LNA Suite of supporting documents 
The following suite of documents will ensure that all areas in the LNA Report are addressed and will provide the audit trail.  The ‘How do I…?’ section also provides further suggestions for different LNA formats dependent on size, importance and risk of the learning required.
	Checklist/Template
	Purpose

	LNA Checklist A
Consideration of alternative solutions


	Records the consideration of alternatives to expensive classroom-based training.  


	LNA Checklist B
Review of existing relevant material


	Records the review of existing material to ensure best value.  


	LNA Checklist C
Task Allocation 


	Records task allocation to help you prepare the Project Plan.  


	LNA Template

Community Engagement

	Records feedback from different groups.  Should be tailored to address the needs of the particular people that you are consulting.

	
	


LNA Checklist A

Consideration of alternative solutions

This checklist records the consideration of alternatives to expensive classroom-based training.  Sponsor and designer should complete it together.
	Sponsor

	Designer

	Performance need identified (PNA reference)

	Date

	Please indicate which of the following have been considered to address the performance issue, making any notes, which are relevant to each option:


	 FORMCHECKBOX 
  Changes to organisational Policy/procedures.


	 FORMCHECKBOX 
  Other management actions



	 FORMCHECKBOX 
  Written/electronic communication of instructions to staff


	 FORMCHECKBOX 
  Formal briefings to staff



	 FORMCHECKBOX 
  Locally delivered instruction by appropriate individual/organisation


	 FORMCHECKBOX 
  Cascading of distance learning material/information


	 FORMCHECKBOX 
  Job/role shadowing


	 FORMCHECKBOX 
  Work with ‘experts’ from another area/dept/force/organisation


	 FORMCHECKBOX 
  Other alternatives considered. (Please list)




Retain this form on the course file
LNA Checklist B
Review of existing relevant material

This checklist records the review of existing material that makes best use of resources for learning and development.  Sponsor and designer should complete it together.
	Sponsor

	Designer

	Performance need identified (PNA reference)

	Date

	Reviewer

	Please indicate which of the following have been contacted in a search for existing learning material and indicate how successful that search has been: 

	 FORMCHECKBOX 
  National Police Library @ Bramshill

	 FORMCHECKBOX 
  National training library/database

	 FORMCHECKBOX 
  Forces within the region 

	 FORMCHECKBOX 
  Other police forces (national/international)

	 FORMCHECKBOX 
  Centrex/CPTDA

	 FORMCHECKBOX 
  Other public/HM Services

	 FORMCHECKBOX 
  Private/commercial companies

	 FORMCHECKBOX 
  Academic institutions

	 FORMCHECKBOX 
  Other training providers


Retain this form on the course file.

LNA Checklist C
Task Allocation 

This checklist records the allocation of tasks prior to any learning event and helps the designer prepare the Project Plan.  Sponsor and designer should complete it together.
	Sponsor

	Designer

	Performance need identified (PNA reference)

	Date

	Title of learning event(s) or programme

	Dates for delivery

	Tasks assigned; to whom, progress.
 FORMCHECKBOX 
  Record Diversity impact assessment for delivery phase

 FORMCHECKBOX 
  Obtain existing material (check copyright issues)

 FORMCHECKBOX 
  Prepare course materials
 FORMCHECKBOX 
  Confirm MLE upload constraints

 FORMCHECKBOX 
  Conduct and record risk assessment 
 FORMCHECKBOX 
  Enable course registration 
 FORMCHECKBOX 
  Confirm Evaluation method and materials 

If classroom-based:
 FORMCHECKBOX 
  Prepare/print/copy all written materials

 FORMCHECKBOX 
  Prepare Timetables/schedules 
 FORMCHECKBOX 
  Book presenters/speakers 
 FORMCHECKBOX 
  Book classrooms/venue
 FORMCHECKBOX 
  Book technical resources 
 FORMCHECKBOX 
  Issue joining instructions/pre-reads 
 FORMCHECKBOX 
  Prepare class lists 
 FORMCHECKBOX 
  Confirm course is included in learning plan (if applicable)

 FORMCHECKBOX 
  Other



Retain this form on the course file.
LNA Community Engagement
This template records feedback on the LNA proposals from different groups.  It should be tailored to address the needs of the particular people that you are consulting.  The MfL Access Style Guide may be helpful.
<<insert name of work programme feedback sought for>>
CONSULTATION FEEDBACK

Thank you for agreeing to help us improve the quality of service that we provide.  Please write as much as you wish.  If entering your comments electronically the boxes will expand; if you are writing by hand you can add pages. 
 If we can make any alternative arrangements to help you to comment, for example, large print, verbal question and answer, help with English, please contact <<named contact>> on <<contact details>> available <<times and days>>
(Ensure that this section is repeated in as many languages as necessary for the range of the consultation and the whole questionnaire is produced in the required language.  Responses may be increased with alternative formats, including the opportunity to respond verbally.)
	Organisation being consulted

	Contact person

	Preferred method of contact:
 FORMCHECKBOX 
  telephone  
 FORMCHECKBOX 
  e-mail

 FORMCHECKBOX 
  letter

 FORMCHECKBOX 
  other (please list)

	Contact details (address, telephone number, e- mail address if possible)


	General comments on the <<name piece of work>>



	Are there any omissions from the <<work>>? Please give details.



	Are any elements not required? Please give details.



	Issues that you/your organisation would like to see in the learning material. 



	Are you able and willing to suggest or provide any case studies or exercises that illustrate the issues you’d like to see developed?



	Would you/your organisation be willing and able to assist us further by giving feedback on the learning materials when produced?

Text based workbook   Yes / No  

e-learning modules       Yes / No  

	Do you, or anyone else require any adjustments in the way we provide information, to help get the best out of it?

No

Yes. Please give details.



	In the future, can we make better arrangements for consultation? If so, how should we do this?



	Please enter any other comments you’d like to make.




Please return your comments to <<named contact>> by [insert date]
E-mail if possible to <<named e-mail address>> 

Or post to <<named contact>> <<given address>>

