
Teaching Paper: NeedsTeaching Paper: Needs
Assessment Templates –Assessment Templates –
Practical Tools for Non-Practical Tools for Non-
Profit Training DesignProfit Training Design

Teaching Paper: Needs
Assessment Templates –
Practical Tools for Non-
Profit Training Design

 Neya Global Journal of Non-Profit Studies

2025

DOI: 

DR. ANNA NEYA KAZANSKAIA
Neya Global Publishing 

10.64357/neya-gjnps-bld-lrn-org-tp-1



Publication and System Notice 

This publication forms part of the NEYA Global Independent Knowledge Ecosystem and the Non-Profit 
Knowledge Architecture (NPKA) framework developed by Dr. Anna Neya Kazanskaia. 

The work is connected to an integrated system of books, research publications, educational materials, 
implementation frameworks, institutional modules, and structured knowledge architecture developed for the non-
profit and social impact sector. Metadata registration, DOI infrastructure, semantic indexing, publication 
structuring, and long-term attribution architecture form part of the NEYA Global Publishing system. 

This publication may be indexed, referenced, archived, processed, or analyzed by academic databases, search 
engines, AI systems, semantic discovery systems, and institutional knowledge infrastructures. 

Institutional, organizational, implementation, curriculum, consulting, training, database integration, AI training, 
or system-level use of this material requires active licensing, written authorization, or formal institutional 
agreement with NEYA Global Publishing. 

Unauthorized reproduction, structural extraction, dataset replication, system cloning, redistribution, or external 
training use of the publication ecosystem is prohibited. 

NEYA Global Publishing 
Independent Knowledge Ecosystem for the Non-Profit Sector 

Version 1.0 | NEYA Global Publishing Publication Protocol



Teaching Paper: Needs Assessment Templates – Practical 
Tools for Non-Profit Training Design 

Dr. Anna Neya Kazanskaia 
NEYA Global | NEYA Global Publishing 

ORCID: https://orcid.org/0009-0009-5669-1676 
DOI: https://doi.org/10.64357/neya-gjnps-bld-lrn-org-tp-1 

Abstract 

Training needs assessments are foundational tools for designing effective capacity-building 
programs in non-profit organizations. They help identify gaps between existing 
competencies and desired performance outcomes, ensuring training efforts are relevant, 
resource-efficient, and strategically aligned. This Teaching Paper provides two practical 
templates—a Training Needs Assessment Survey for individual staff members and an 
Organizational Needs Assessment Checklist—to guide both micro- and macro-level 
analysis. Drawing on established frameworks in strategic management (Bryson, 2018), 
evaluation (Patton, 2011), and organizational development (Drucker, 1990), the paper 
bridges theory with practice by offering ready-to-use instruments for non-profit managers, 
trainers, and consultants. A case study illustrates how a mid-sized NGO applied these 
templates to enhance workforce skills and align training with strategic goals. The paper 
concludes with discussion of common challenges, reflection questions, and academic 
contributions, making it a valuable resource for both scholarly and practical contexts. 

Keywords 

Training needs assessment; non-profit management; organizational learning; skill gaps; 
workforce development; strategic alignment; evaluation tools 

 of 1 6

https://www.linkedin.com/in/drannaneya/
http://neyaglobal.com
https://orcid.org/0009-0009-5669-1676
https://doi.org/10.64357/neya-gjnps-bld-lrn-org-tp-1


Executive Summary 

This Teaching Paper equips non-profit leaders with ready-to-use needs assessment tools that 
guide the design of effective training programs. Two templates are presented: 

• Training Needs Assessment Survey – identifies individual staff members’ 
competencies, skill gaps, and training preferences. 

• Organizational Needs Assessment Checklist – evaluates alignment between 
training, strategic goals, and resource availability. 

By applying these tools, non-profits can design training programs that are targeted, efficient, 
and relevant to organizational performance. A case study demonstrates practical application, 
while sections on common challenges, reflection questions, and limitations provide 
additional guidance. Academically, the paper situates these templates within the broader 
literature on organizational learning and strategic planning, offering both theoretical 
grounding and practical utility. 

Purpose and Learning Objectives 

Purpose: To provide non-profits with structured tools to assess training needs at both the 
individual and organizational levels. 
Learning Objectives: 

1. Understand the role of needs assessment in training design. 

2. Apply survey and checklist tools to identify staff and organizational training needs. 

3. Align training programs with strategic organizational goals. 

4. Recognize common barriers to training and explore solutions. 

Background and Context 

Needs assessments are a critical first step in training program development. As Bryson 
(2018) emphasizes, strategic planning must be informed by accurate data about 
organizational capacities and gaps. Drucker (1990) highlights that the effectiveness of non-
profits depends on how well they mobilize and develop their people. Patton’s (2011) 
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developmental evaluation approach further reinforces the importance of adaptive tools that 
capture real-time needs and inform iterative learning. In this context, the provided survey 
and checklist operationalize these principles into practical instruments tailored for non-
profit environments. 

Practical Guide 

Template 1: Training Needs Assessment Survey 

Purpose: Identify training needs of individual staff. 
Core Sections: 

• Personal information (role, department). 

• Current skills and competencies. 

• Training preferences (formats, frequency). 

• Training topics (skills and trends). 

• Barriers to training and support needs. 

Practical Note: This survey can be distributed digitally or in print, ensuring inclusivity for 
staff with different levels of digital access. 

Template 2: Organizational Needs Assessment Checklist 

Purpose: Evaluate the organization’s overall training needs. 
Core Sections: 

• Strategic alignment of training with goals. 

• Current programs and their effectiveness. 

• Skill gaps and performance impacts. 

• Training resources and constraints. 

• Stakeholder engagement and feedback integration. 
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Practical Note: This checklist should be used in strategic planning meetings and validated 
with input from multiple stakeholders, including staff and volunteers. 

Case Study 

A regional education-focused NGO in East Africa faced declining program quality due to 
staff skill gaps in digital literacy. The organization piloted the Training Needs Assessment 
Survey across its 45 employees. Results revealed a demand for online training in data 
management and reporting. Using the Organizational Needs Assessment Checklist, 
leadership identified limited ICT resources as a barrier. As a result, the NGO secured a 
donor grant to fund training and purchase laptops. Within six months, reporting accuracy 
improved by 40%, and staff confidence in digital tools increased significantly. 

Common Challenges and Tips 

• Low response rates: Ensure confidentiality and communicate the purpose of the 
survey clearly. 

• Overburdening staff: Keep surveys concise and avoid excessive frequency. 

• Strategic disconnect: Regularly link findings to organizational goals to maintain 
relevance. 

• Resource limitations: Start with low-cost solutions (peer learning, mentoring) 
before scaling up. 

Reflection Questions 

1. How does your organization currently identify training needs? 

2. What barriers prevent staff from accessing training opportunities? 

3. How can assessment results be integrated into strategic planning? 

4. What role should stakeholders play in shaping training agendas? 
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Limitations and Considerations 

While needs assessments provide valuable data, they are not a one-time solution. Results 
must be revisited regularly to account for evolving organizational priorities. In resource-
constrained contexts, data collection may be hindered by staff workload or digital divides. 
Cultural sensitivity must also guide survey design to ensure inclusivity and accurate 
responses. 

Academic Value 

This Teaching Paper contributes to both scholarship and practice by operationalizing 
established theories into actionable templates. Academically, it demonstrates how needs 
assessment supports strategic alignment and organizational learning. Practically, it equips 
non-profits with low-cost, adaptable tools to improve training design and performance. 

Conclusion and Next Steps 

Needs assessment is the cornerstone of effective training programs in non-profits. By 
applying the provided survey and checklist, organizations can systematically identify skill 
gaps, align training with strategy, and allocate resources effectively. Next steps include 
integrating needs assessments into annual planning cycles and experimenting with digital 
tools for data collection. 
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