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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1.: The  three steps to an Efficient Needs Analysis use the acronym ICE: Isolate, Consult, Evaluate. 
Isolation describes the process of isolating the problem. The problem can arise as a surface problem, such as a skill development, or as a deeper underlying issue. Techniques include (but are not limited to) observation of people, questionnaires, testing, reviews. In my own work I like to use reviews and observations, because I focus on developing presentation skills mainly. However, sometimes I also need to build factual knowledge and in such cases a little test works real wonders for me. 
Consolidation describes the process of consolidating the training needs with the organizational needs. Here a good analysis of the issues that need to be addressed can work wonders, because the leadership may not even be aware of the issues. IN any case it will clarify what training needs really exist, what goals the company has and the benefits – or pitfalls of any such training provided
Evaluation describes the process of establishing the best training method. This may be formal training, mentoring, on-the-job-training or something else. This should cater for the different types of learners and aim at a high success rate.
2.: Training not appropriate is the term used for an organizational issue which is not covered by the ksa’s: knowledge, skill or attitude. Root cause for this may be that the organization is not providing the necessary tools to do the job, a poor match between the employee skills and the skills required for the job, or factors like illness, depression, etc. In such cases no training will provide a solution, because it is the organization itself that needs to address the issue. 
3.: I will plan my training after the initial ICE and Needs analysis. I will then be able to clearly formulate the training needs. First step will be to determine and formulate the training objectives. Usually those objectives should be measurable and this should be clearly expressed in my training plan. During this step I need to be aware of the targeted audience. Because different people will have different training needs. I also need to be aware of any prerequisites to the course, i.e. prior knowledge, training, etc. The objectives themselves will fall in one of the categories of knowledge, skill or attitude (KSA). 
Next step is to define the scope of the training, so that I can eliminate any unnecessary objectives.
Throughout the process it is important to use a clear, concise writing style and to avoid ambiguity. If for exmple: if I want to express a skill of comprehension, words like “restate”, “discuss”, “describe” or “explain” will much better describe the process then “understand” or “appreciate”.
Despite of all this, out of my own experience I also need allow for a certain amount of trial and error in certain cases, because I often need to teach skills like “drama” or “intonation”. Both come in very different guises and are unique to each individual. The end result may not always be to everybody liking (e.g. we like watching some actors while we avoid others). But it makes for the individual trademark of someone who is performing an act on stage or holding interactive presentations.
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