GETNA 















































GETNA





General Employee Training Needs Analysis: 


a paper-and-pencil tool for determining


common denominator training needs























A New Kind of Community Service.  





Developed by Westinghouse Electric Corporation (WEC) volunteers at no cost to WEC or the federal government.  This innovation supports the US Department of Energy (DOE) Carlsbad Area Office (CAO) and WEC joint efforts to assist in the economic development of host communities.


  


( 1997.  All intellectual property rights have been transferred to DOE/CAO at no cost.  DOE/CAO and WEC transfer this assessment tool to US organizations, and non-exclusive rights to use it, at no cost through the joint DOE/CAO and WEC technology transfer program.      











General Employee Training Needs Analysis (GETNA)





Evaluator’s Guide Sheet





Instructions:





Review all of the tasks on the survey form, deleting any that do not apply to your organization.   





Have each employee in your organization complete a survey form.  Be sure that each employee receives the participant’s guide sheet.





Collect all of the analysis forms.  Go through each form scoring each task.  Example:


   








Task


�






Difficulty�






Importance�






Frequency�
�
���Participate in a performance 


appraisal session 


�
1  2  3  4  5


                �
1  2  3  4  5


                    �
 D  W  M  Y  N


                �
�



				5 + 5 + 4 = 14





Note that frequency is scored as follows:





	D = 1


	W =2


	M= 3


	Y = 4


	N = 5





After you have scored each task on each form, it is time to determine the mean score for each task.  To calculate the mean score, add all of the individual scores together for a given task and divide by the number of  employees who completed the analysis.  The mean scores should be ( 3.0 and ( 15.0.





Order the tasks from highest mean score to lowest mean score.  You have just created a prioritized list of general employee training needs using a systematic approach to training.       





As appropriate, use the following guide to determine the best type of training:





Mean Score





  3-7      --   	No formal training necessary – address specific needs through informal


on-the-job training (OJT)





  8-11    --   	Initial formal training necessary  (train one time)





12-15    --   	Initial and on-going formal training necessary











General Employee Training Needs Analysis (GETNA)





Participant’s Guide Sheet





Purpose





The primary purpose of the GETNA is to identify general employee training needs in your organization.  Because the data that you provide on this analysis will be used to determine the training you and others will receive in the future, it is critical that you are candid and thorough in completing this form.  The authors of this tool recommend that you take a break halfway through the analysis.  It is unnecessary to identify yourself on the form.  Thank you for your participation. 





Use the following to make your selections:       





Difficulty * 


in performing task properly





�
Importance


in performing task properly


�
Frequency


in performing task 


�
�
1 = EASY for me to perform


�
1 =  of MINIMAL IMPORTANCE to the success of this organization/ to my success


�
D = I perform this task DAILY or more �
�
2 = SOMEWHAT EASY


for me to perform  


�
2=  of SOME IMPORTANCE to the success of this organization/


to my success


�
W= I perform this task  WEEKLY�
�
3 = AVERAGE DIFFICULTY for me to perform 


�
3=  of AVERAGE IMPORTANCE to the success of this organization/


to my success


�
M= I perform this task MONTHLY �
�
4 = DIFFICULT for me to perform 


�
4=  of ABOVE AVERAGE IMPORTANCE to the success of this organization/


to my success


�
Y = I perform this task YEARLY or less   �
�
5 = VERY DIFFICULT for me to perform


�
5=  of EXTREME IMPORTANCE to the success of this organization/


to my success


�
N = I have NEVER performed this task�
�



If you have not performed a given task before, estimate how difficult the task would be for you to perform 























General Employee Training Needs Analysis (GETNA)





Survey Form -   For each task, circle Difficulty, Importance, and Frequency Levels  





Task


�
Difficulty


�
Importance�
Frequency�
�
Interpret your wage statement (pay stub) 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change your income tax deductions 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change your health care options (medical, dental) 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change your savings plan


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change your life insurance plan 


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change your retirement plan


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Change required personal information (address, name, etc.)


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Determine your health care coverage (medical, dental)


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Determine the status of your savings  


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Determine status of  your life insurance 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Determine status of your  retirement plan


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Interpret your medical bills and statements 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Pay/be reimbursed for your medical bills 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Certify for  hospital stay


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Obtain necessary paperwork to return to work following an illness/injury�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�



Task


�



Difficulty�



Importance�



Frequency�
�
Use the employee assistance program


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Withdraw/borrow from savings


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Identify and eliminate safety hazards in your work area


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to a fire 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to a severe weather threat  (tornado, hurricane, flood, blizzard etc.)


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to a bomb threat


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to a burglary/theft of  equipment 


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to workplace violence


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to suspicious persons/activities in your work area


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Respond to a hazardous material spill


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Help a fellow employee who has suffered an apparent heart attack


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Help a fellow employee who is choking


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Help a fellow employee who has suffered a bleeding injury 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with a situation in which a fellow employee comes to work under the influence of alcohol or drugs�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�






Task


�






Difficulty�






Importance�






Frequency�
�
Deal with a situation in which you suspect that a fellow employee is stealing from the organization or other employees  


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with a situation in which a fellow employee is sexually harassing you or another  employee  


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with a situation in which a fellow employee is discriminating against you or another  employee (on the basis of race, creed, color, gender, national origin, or disability)


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with a situation in which you suspect that a fellow employee is on the verge of workplace violence


   �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with a situation in which a fellow employee comes to you for help with personal problems (marital, financial, mental health)


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Communicate verbally with your supervisor 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Communicate verbally with your coworkers 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Communicate verbally with your customers (clients, students, etc.)


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Communicate in writing  with members of your organization 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�



Task


�



Difficulty�



Importance�



Frequency


�
�
Communicate in writing with your customers (clients, students,  etc.)


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Conduct a meeting


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Make  presentation to a group


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Participate in work team 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Lead a work team 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Lead a group brainstorming session


  �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Train a fellow employee


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Maintain positive relationships with fellow employees


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Practice and promote tolerance in the workplace (cultural diversity and men/women relationships) 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Use total quality management (TQM) tools to improve processes and products


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Resolve a conflict with a fellow employee


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Deal with an angry customer (client, student, etc.) 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Help a customer (client, student, etc.)  resolve a problem


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Take the initiative to resolve problems effecting your work


 �
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Manage stress


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



Task


�






Difficulty�






Importance�






Frequency�
�
Maintain a healthy balance between work and home activities


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Maintain healthy lifestyle 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Maintain a good attendance record 


�
1  2  3  4  5�
1  2  3  4  5    �
D  W  M  Y  N�
�
Maintain a positive attitude toward work and home life 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Manage your time effectively


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Meet work performance expectations


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Participate in a performance appraisal session


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use performance appraisal feedback to improve your job performance 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Develop your performance objectives with the guidance of your supervisor


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Develop your career goals with the guidance of  your supervisor 


 �
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Apply for a job opening in the organization 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Assess your work performance


 �
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Assess your progress toward achieving your career goals


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Practice and promote ethical behavior in the workplace �
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



Task


�



Difficulty�



Importance�



Frequency�
�
Explain your  organization’s mission, services and products to your customers (clients, students, etc.) 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Explain your organization’s mission, services and products to members of your community 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a personal computer


 �
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a fax machine


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a scanner


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a printer


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a copying machine


 �
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use voice mail


 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use e-mail





�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a pager





�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use a portable phone





�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Use the Internet





�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Obtain supplies necessary to perform your job


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Complete an expense report 


�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
Answer the telephone in a professional manner 














�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



Add organization-specific tasks as 


appropriate


�
�
�
�
�



�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�



�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�






�
1  2  3  4  5    �
1  2  3  4  5�
D  W  M  Y  N�
�
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