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Performance Needs Analysis Report

INSERT SUBJECT
Executive Summary
1.1
Introduction

Brief explanation of the purpose and scope of this report. 

1.2
Background

Brief outline of how this PNA was initiated. Include here a description of the outcomes (products) of this report. 

1.3
Methodology

Outline the research methods and range of research activity.

1.4
Performance Required

Outline the roles affected and key performance criteria for the issue. Where performance required has been clearly defined i.e. based upon a Skills for Justice role profile, the defined role profile should be an appendix and references made to that role profile as appropriate.  Consider also whether community engagement would help identify any additional issues.
1.5
Current Performance

Outline what the research found regarding current force performance in the issue under examination. What are the outcomes of current performance and how are these identified?  Feedback data from victims of crime and  force surveys are examples of how community engagement plays a helpful role in identifying the impact of current performance.  
1.6
Analysis – General Findings

Outline the key issues arising from the research and whether any new learning is considered necessary to implement the report conclusions: if so, a learning needs analysis will be required.
1.7
Performance Gap

The performance gap is the difference between the performance required and the current performance. These can be categorized into:

· Organisational development (strategic issues)

· BCU/team development (operational issues)

· Individual development (practitioner issues)

· Other issues needed to support the changes in performance.

1.8
Solutions and Recommendations

Summarise each solution option with key assumptions and risks and all recommendations (referenced to where they appear in the main report) Recommendations should be numbered and formatted in bold.

1.9
Evaluation/Quality Assurance

If the recommended or any other solution were implemented how should the force evaluate the outcome?  If training is part of the solution how should it be evaluated?  How/when will the data for evaluation be collected and where will it be stored?  What facilities exist for analysis of the data?  Are the procedures used to implement the solutions consistent?
1.10
Other Issues

1.11
Conclusion

A brief explanation of the business case for the recommended solutions.

The following chapters in the PNA report should follow the same pattern as the executive summary and include the details of your research and findings  

2
Introduction

3
Background

4
Methodology

4.1
The Systems Approach to Training and Development

This PNA uses the systems approach to training and development, which is shown diagrammatically in Figure 1 below.
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Figure 1
The systems approach is based on the principle that learning may be part of a solution to deal with a gap in performance.  Management solutions need to sit alongside to ensure the learning transfers into the wokplace.

The structure of this report broadly follows the model above, with particular focus on the first four elements.

4.2 Data collection, analysis and storage
What methods were used to capture data?  How were they analysed?  What arrangements for secure and confidential storage have been made?  What responsibilities flow from the Data Protection and Freedom of Information Acts?
4.3 Sources of Information

You should include a list of the stakeholders (internal and/or external) and any others consulted in the process of this research. 

5
Performance Required

Where performance required has been clearly defined e.g. based upon a Skills for Justice role profile, the standard required (e.g. the role profile) should be included as an annex and references made here to that role profile.

6
Current Performance

7
Analysis – General Findings

8
Performance Gap

8.1
Organisational development (strategic issues)

8.2
BCU/team development (operational issues)

8.3
Individual development (practitioner issues)

8.4
Other issues needed to support the changes in performance such as monitoring change during implementation stage, auditing practice at regular intervals and measuring performance improvement systematically.

9
Solutions options appraisal
Solution option 1

Assumptions

Risks

Costs

Each solution must be fully explained and individually costed, indicating calculation of cash and opportunity (staff abstraction) costs.  Where the PNA research is conducted by an external individual/organisation, the client department should assist with this.   

The report then continues this analysis with each option – no more than 3-4 options.
Recommendations should be numbered and formatted in bold.

10
Recommended solution


Business case for this recommended solution

11
Evaluation/Quality Assurance

12
Conclusion

13
Other issues
Appendix 
Roles mapped against competencies  (See below for an example)
Appendix 
Glossary of terms

Appendix 
Roles mapped against competencies

Example
ROLE: Designated Detention Officer 

	RESPONSIBILITY
	TASKS (Objectives)
	INTEGRATED COMPETENCY FRAMEWORK

PERFORMANCE CRITERIA 

	Custody Procedure
	Explain what the purpose of the custody record is


	Fully document all decisions, actions, rationale, incidents and procedures in accordance with current policy and legislation (2K4.1Assist with initial detention)

	
	Specify where in the custody area an intimate search of a detained person should take place
	Respects the individuals’ human rights by ensuring their rights and entitlements are protected (Assist with persons detained)

	PACE
	State your powers relating to the use of force from common law
	Use appropriate safety techniques and ensure that your actions conform to the law, policies, and procedures, and training received (Comply with Health and Safety legislation)

	
	
	


Note: The subject of this PNA may affect more than one role.

Performance need assessment report log
	Performance need analysis report

	Area
	Response/information
	Date

	Sponsor/Executive with responsibility for performance issue
	
	

	Principal researcher/PNA reporter
	
	

	Nature of the performance issue as reported to researcher
	
	

	Refined performance issue summary after preliminary examination
	
	

	Contact details of all personnel involved in the PNA
	
	

	Summary of findings
	
	

	Location of final report and audit trail/registry
	
	

	Location of all research documents
	
	

	Sign off by Executive with decision for progress
	
	

	Actions to follow PNA – project initiation/update
	
	

	Report back requirements
	
	

	Reflective review of process including ‘lessons learned’
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