IDENTIFYING STAFF
TRAINING NEEDS

advice@skillsforprogress.com



000

1 Introduction

2 Regular Performance Reviews and
Supervision Sessions

3 Direct Observation of Practice

4 Feedback from Individuals Receiving Care
and Their Families

5 Review of Incidents, Near Misses, and
Complaints

6 Changes in Legislation, Best Practice, or Service
User Needs

7 Team Meetings and Peer Discussions

8 Staff Self-Assessment and Development Plans

9 Conclusion and Training Needs Analysis




Adult Social Care and Learning

Introduction

R R B

' |

How to Identify Training Needs:
A Manager's Guide for Non-Regulated Adult
Social Care Staff

Identifying and addressing staff training needs is crucial for delivering high-
quality care, promoting staff development, and ensuring your team is
equipped to meet the evolving demands of the adult social care sector.

For non-regulated staff, this often means focusing on practical skills,
understanding care principles, and fostering a person-centered approach.

In this guide, we are going to explore some of the best tools for helping to
identify staff training needs, as well as how to put them into practice within
your setting.
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Regular Performance
Reviews and Supervision

Sessions

Why it's important: These structured discussions provide the opportunity to talk through
an individual's strengths, areas for development, and any challenges they may be facing
in their role. Having two-way feedback enables staff to voice their personally recognised
training gaps, whilst managers can highlight areas where they have noticed improvement
is needed. Consistent supervision can help track progress and identify recurring issues
that might indicate a wider training need across your teams as a whole.

How to Action

Schedule & Structure- Establish a regular schedule for formal performance reviews
(e.g., annually) and more frequent, informal supervision sessions (e.g., monthly or
guarterly).

Use a Structured Template- Develop a clear agenda or template for these discussions.
Include sections for:
o Review of past objectives and achievements.
o Discussion of current challenges and successes.
o |dentification of skill gaps (both manager and staff perspectives).
o Development goals for the next period, linked to specific training or learning
opportunities.

Two-Way Dialogue- Encourage staff to actively participate by preparing their own
reflections and identifying their training desires. Listen attentively to their self-
identified needs.

Document and Follow Up: Document key discussion points, agreed-upon training
needs, and deadlines for completion. Integrate these into a personal development
plan (PDP) for each staff member. Follow up on progress in subsequent sessions.
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Direct Observation

of Practice

Why it's important: Seeing staff actually interact with people receiving care, carry out
their tasks, and respond to real situations provides invaluable insight into their level of
practical skills and understanding. Observation can reveal gaps that might not emerge
in a discussion, such as difficulties with communication, specific care techniques, or
following of best practices. This also allows for immediate, constructive feedback and

the identification of specific, hands-on training requirements.

How to Action

Planned Observations- Schedule dedicated time to observe staff in their daily roles, with
prior notice to the staff member and, crucially, informed consent from the individual
receiving care. Explain the purpose is for development and support, not just

assessment.

Focused Checklist/Notes- Use a simple checklist or note-taking framework to guide your
observations. Focus on specific skills or interactions you want to assess (e.g.,
communication with a person with dementia, safe use of equipment, adherence to care

plans).

Immediate & Constructive Feedback- Provide feedback promptly after the observation,
focusing on specific examples of what went well and areas for improvement. Link
observed gaps directly to potential training solutions (e.g., "l noticed you struggled with

X, we have a training course on Y that could help").

Collaborative Learning- Frame the observation as a learning opportunity. Ask the staf
member for their reflections on the observed practice before offering yours.
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Feedback from Individuals

Receiving Care and Their
Families

Why it's important: The people directly receiving care, and their families, are often the best
judges of the quality of care and support provided. Asking for their feedback (e.g., through
surveys, meetings, or informal conversations) can highlight areas where staff may need
additional training in communication, empathy, cultural sensitivity, or specific aspects of

personal care. This feedback provides a person-centered perspective on training needs.

How to Action

Diverse Feedback Channels- Implement various methods for collecting feedback:
o Regular Surveys: Short, simple surveys (paper or digital) that focus on specific aspects of care
provision.
o Care Reviews/Meetings: Integrate questions about staff interaction and support into routine
care plan reviews with individuals and their families.
o Suggestion Boxes/Feedback Forms: Accessible physical or digital points for anonymous

feedback.
o Informal Conversations: Encourage staff and managers to actively listen to casual feedback

during daily interactions.

Pattern Analysis- Regularly review collected feedback to identify recurring themes, patterns, or specific
areas of concern related to staff skills or behaviours.

Translate to Training Needs- For example, if multiple pieces of feedback mention difficulty with
communication for individuals with hearing impairments, this highlights a training need in inclusive

communication or specific communication aids.

Share Learnings (Anonymously)- Share general themes with staff to foster a culture of continuo
improvement, ensuring anonymity of individuals providing feedback.
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Review of Incidents, Near

Misses, and Complaints

Why it's important: Analysing incidents (e.g., falls, medication errors, challenging
behaviour incidents), near misses, and complaints can expose underlying training
deficits. For instance, a recurring type of incident might indicate a widespread lack of
understanding or skill in a particular area (e.g., manual handling techniques, de-
escalation strategies). Having a proactive review helps to prevent future issues and
ensures training directly addresses areas of risk.

How to Action

Systematic Review Process- Establish a clear process for reporting, investigating, and
reviewing all incidents, near misses, and complaints.

Root Cause Analysis- Go beyond simply addressing the immediate issue. Conduct a
"root cause analysis" to understand why something happened. Was it a lack of
knowledge, a procedural misunderstanding, or a skill deficit?

Categorise and Track Trends- Categorise incidents (e.g., falls, medication errors,
communication breakdowns, challenging behaviour) and track trends over time. A
cluster of similar incidents indicates a systemic training need.

Lessons Learned Sessions- Hold regular "lessons learned" meetings where the team
discusses (anonymised) incidents and discuss how training could prevent recurrence.
This helps to support a blame-free learning environment.
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Changes in Legislation,
Best Practice, or Service

User Needs

Why it's important: The adult social care sector is dynamic. New legislation, updated
best practice guidelines, and evolving needs of those receiving care (e.g., an increase
in dementia care, specific complex health conditions) make ongoing training vital.
Managers need to stay abreast of these changes and proactively identify how they
impact their staff's roles and what new knowledge or skills are required to maintain
compliance and deliver high-quality, up-to-date care.

How to Action

Information Monitoring- Designate individuals or create a system to monitor updates
from regulatory bodies (e.g., CQC guidance), professional associations (e.g., Skills for
Care), and relevant government departments. Subscribe to newsletters and alerts.

Impact Assessment- When new legislation or best practice guidelines are announced,
assess its direct impact on your staff's roles and responsibilities. What new knowledge,
skills, or behaviours are now required?

Proactive Curriculum Adjustment- Incorporate these identified needs into your training
curriculum or development plans proactively, rather than reactively. For example, if
there's new guidance on supporting individuals with specific complex needs, arrange
training before issues arise.

Communication- Ensure all staff are aware of significant changes and the associated

training requirements.
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Team Meetings and

Peer Discussions

Why it's important: Encouraging open discussions in team meetings can uncover
collective training needs. Staff may share challenges they are facing, express a desire
to learn new skills, or identify areas where they feel less confident. Peer-to-peer
learning and problem-solving within these settings can also highlight common gaps
that require formal training interventions.

How to Action

Dedicated Agenda Item- Include a regular agenda item in team meetings for "Learning and
Development" or "Practice Discussion."

Open Discussion Prompts- Encourage open dialogue by posing questions like:
o "What challenges have you faced this week that training could help with?"
o "Has anyone encountered a situation they felt unprepared for?"
o "What new ideas have you come across that could improve our practice?"
o "What skills do you feel the team could collectively benefit from developing?"

Problem-Solving Focus- Use these discussions to collectively identify common issues and
consider potential solutions, some of which may be met through training.

Peer-to-Peer Learning- Encourage staff to share their own expertise and offer informal
training or guidance to colleagues. Document identified common themes that may require
more formal training.
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Staff Self-Assessment

and Development Plans

Why it's important: Empowering staff to self-assess their own skills and identify
their personal learning goals can be highly effective. Providing a framework for self-
reflection and encouraging them to articulate their development targets helps
promote a sense of ownership over their professional growth. This information,
combined with managerial observations, can then be used to create personalised
development plans that incorporate relevant training.

How to Action

Provide a Framework- Offer staff a simple self-assessment tool or template. For
example, a checklist of core competencies for their role, with ratings (e.g., "Novice,"
"Competent," "Proficient," "Expert") and space for comments.

Guidance and Support- Explain the purpose of self-assessment (for personal growth, not
punitive) and provide guidance on how to complete it honestly.

Integrate with Reviews- Encourage staff to complete their self-assessment before their
performance review or supervision session, so it can form the basis of the discussion.

Develop PDPs Collaboratively- Work with each staff member to create a Personal
Development Plan (PDP) based on their self-assessment and your observations. This
plan should outline specific training goals, methods, and timelines.

Resource Signposting- Ensure staff know where to find relevant training resources
(internal courses, external providers, online modules, shadowing opportunities).
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Conclusion

By systematically considering these points, managers can develop a
comprehensive understanding of their non-regulated staff's training needs,
leading to more targeted, effective, and impactful learning and development
initiatives that ultimately enhance the quality of care provided.

Integrating these practical actions into your management routine will help you
to create a robust and continuous system for identifying and responding to
staff training needs, leading to a more skilled, confident, and effective care
workforce.

Training Needs
Analysis

For further help and advice, you can contact us for a complimentary Training
Needs Analysis. In this online session we work with you to:

« |dentify the evidence you currently have

e Analyse the organisation training needs

« Help identify relevant staff and courses
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Contact

Information
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Office :

3 Merridale Road, Southampton, Hampshire

Phone Number:

02381 120010

Email :

advice@skillsforprogress.com



