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	Training Needs Log
                       Owner/ Department: HR –Training & Org Dev’t.



	S/N
	Source for Defining Training Need
	Frequency
	Next Due

	1
	Performance Appraisal System Gap Results
	once a year (start of fiscal year)
	end of January 2019

	2
	Monitoring & Measurement Results

	
	● Internal Audits
	semi-annually or upon need as per QRM
	1st half of 2019

	
	● Customer Feedback
	upon availability from concerned department
	N/A

	
	● Complaints Analysis
	monthly
	end of January 2019

	
	● Mystery Shopping (QYAS)
	once every quarter / year
	1st Quarter 2019

	
	● Survey & Statistical Results
	once a year  
	end of January 2019

	
	● Critical Incidents
	upon availability from concerned department
	N/A

	3
	Training Requests
	upon request and need
	2019

	4
	Organizational Needs

	
	● Strategic Based Projects
	upon request and need
	2019

	
	● Mandatory Requirements
	once a year
	2019

	5
	Feedback from previous training & test results
	once a month
	end of January 2019

	6
	Turn over Report
	once every quarter  
	1st Quarter 2019

	7
	Results of Internal & External training certifications
	once a month
	end of January 2019

	8
	Results of Market Research
	upon availability from concerned department
	N/A
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