Purpose
This worksheet helps convert evidence collected through surveys, interviews, focus groups and desk research into clear training priorities and learning objectives.
Step 1 – Record the TNA Finding
Evidence source:
☐ Survey
☐ Interview
☐ Focus group
☐ Desk research
☐ Other: __________
Finding:

Who is affected?

Step 2 – Define the Skills Gap
Current situation:
What can the target group currently do, or what difficulty has been identified?

Required situation:
What competence is required by the labour market or workplace?

Competence gap:

Step 3 – Assess Priority
	Criterion
	Low
	Medium
	High

	Relevance to labour market
	☐
	☐
	☐

	Number of people affected
	☐
	☐
	☐

	Urgency
	☐
	☐
	☐

	Gap in existing training provision
	☐
	☐
	☐


Priority decision:
☐ Immediate training priority
☐ Medium-term priority
☐ Monitor / further evidence required
Step 4 – Define the Learning Objective
A learning objective should describe what the learner should be able to do after completing the learning activity.
Suggested structure:
“By the end of the learning activity, participants will be able to + action verb + task/competence + context or expected standard.”
Learning objective:

Step 5 – Select the Learning Approach
Suitable format:
☐ Classroom learning
☐ Online learning
☐ Work-based learning
☐ Workshop
☐ Simulation
☐ Mentoring
☐ Short course
☐ Micro-credential
☐ Other: __________
Step 6 – Define Evidence of Achievement
How will the learner demonstrate that the objective has been achieved?
☐ Practical task
☐ Observation
☐ Simulation
☐ Written assessment
☐ Portfolio
☐ Project
☐ Self-assessment
☐ Other: __________
Assessment/evidence:


Worked Example
TNA finding: Tourism employees require stronger competence in digital reservation tools.
Target group: Front-office and customer-service staff.
Competence gap: Staff have basic digital skills but limited ability to use digital reservation systems independently.
Required competence: Ability to manage reservations and customer information through relevant digital systems.
Learning objective:
By the end of the learning activity, participants will be able to use the main functions of a digital reservation system to create, update and manage customer bookings independently.
Learning approach: Practical demonstration followed by guided and workplace-based exercises.
Evidence of achievement: Successful completion of a simulated booking-management task.

