Table 2.3 Five Phases of an Instructional Needs Assessment
	Phase
	Activity

	Phase 1: Gather Preliminary Data

	Given the results of the performance gap analysis, the designer obtains information about the perceptions of the client and key stakeholders associated with the problem or opportunity, regarding the performance gap. The designer also obtains information about any ethical concerns associated with the instructional needs assessment (if any), management’s views about the purpose and goals of the assessment, and the attitudes of learners and other stakeholders toward the assessment.

	Phase 2: 
Plan the Instructional Needs Assessment

	The designer develops a work plan to ensure the assessment stays on target. The planning phase involves determining: (1) the purpose of the assessment, (2) the target audiences, (3) the types of data the designer will collect about the audiences, (4) the methods for collecting data (sources and collection methods), and (5) the resources (personnel, resources, and tools) needed to collect the data. The last step of the planning phase is to (6) develop data collection instruments. Common data collection techniques include interviews, observations, focus-group meetings, questionnaires, and review of documents or artifacts (e.g., strategic plans, personnel requirements, job descriptions). 

	Phase 3: 
Collect the Data
	The designer collects the assessment data. Careful consideration of the sample size and representativeness is needed when collecting data, since it is impossible to collect data from the entire audience in most, if not all, situations. Designers should collect data from a representative sample of the audience. 

	Phase 4:
Identify and Prioritize Training Needs
	The designer analyzes and interprets the data. The output of the analysis is a prioritization of instructional needs. A designer prioritizes needs by using a variety of criteria – including the number of people impacted, the cost, the frequency, and timeliness – and developing a ranking scale. The designer defines the instructional goals based on the data, the ID resources available, and the instructional resources that the budget can afford upon deploying the instructional system. Keep in mind that the designer may not have enough resources to address the lowest priority training needs. 

	Phase 5: 
Prepare a Needs Assessment Report

	The designer prepares an instructional needs assessment report to help managers, decision makers, and stakeholders make the appropriate decisions about what to teach. The following four sections should be included in a final report:
1. The purpose of the assessment
2. Description of the assessment process (how the designer conducted the assessment and who was involved)
3. Results - Critical instructional needs and a prioritization of the identified needs
4. Instructional goals that identify who needs instruction and what content needs to be learned




