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Training Needs Analysis 
 

Instructions 
The questions below are designed to assess your knowledge of the IT system within your organisation, the results 

of which will be used to provide you with a personal Training and Development plan.  The questions should be 
completed with your Manager or Trainer; however, if this is not possible the form can be reviewed at a later date.  

The questions are role-based; please complete the appropriate section using the scoring method detailed below. 
 

Sections 

Section 1  Training Needs Analysis 
Section 2  Preparing for National IT Strategies 

Section 3  General Computer Use 
Section 4  Consultation Manager for GP’s/Locums 

Section 5  Consultation Manager Nurses/HCA 
Section 6  Reception/Administrative tasks 

Section 7  Intermediate/Advanced Reception tasks 
Section 8  Advanced Administrative tasks 

Section 9  Secretarial/Administrative tasks 
Section 10  Attached staff 

Section 11  About you 
 

Scoring:  The following scoring system is used throughout this document 
 

0 No Knowledge 

1 Limited/Basic Knowledge 
2 Competent  

3 Expert Knowledge (able to train) 
4 Not applicable to your role 

Y      Yes  
N      No  
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Section 1 – Training Needs Analysis – To be completed by every member of the Practice 
  Yes No Individual’s 

Comments 

Assessor’s 

Comments 

1a Do you understand what a Training Needs Analysis is? 
  

  

1b Do you understand how the Training Needs Analysis will be 

used? 
  

  

 

 
Section 2 – Preparing for National IT Strategies – To be completed by every member of the Practice 
  Yes No Individual’s 

Comments 

Assessor’s 

Comments 

2a Do you know what the Good Practice Guideline document 

covers? 
  

  

2b Are you aware of the following CFH projects PDS, GP2GP, 

Choose and book, eTP? 
  

  

2c Do you know what the National Care Summary Record is? 
  

  

2d Are you aware of IM&T DES? 
  

  

2e Have you heard of Caldicott and/or Information Governance? 
  

 

  

      
 

 
Section 3– General Computer Use – To be completed by every member of the Practice 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

3a Switch between application windows?        

3b Save and retrieve files?        

3c Copy and paste between applications?        

3d Change the mouse options within Control Panel?        

3e Use shortcut keys on your keyboard?        

3f Use Microsoft Word?        

3g Use Microsoft Excel?        

3h Use Microsoft PowerPoint?        

3i Use the Internet & an email system? E.g. Outlook, NHS Mail        

3j Troubleshoot? E.g. printers, task manager, frozen screens 
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Section 4 – Consultation Manager – To be completed by GP’s/Locums 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

4a Login using your Smart card? 
     

  

4b Select a patient via patient select or appointments?        

4c Record the correct Consultation type? E.g. visit, telephone        

4d View data using the Journal, Navigation pane or the tabs?        

4e Enter data via Read term add?        

4f Enter a Read code directly instead of a keyword?        

4g Access the Read dictionary to view more Read codes?        

4h Understand how the Read dictionary is structured?        

4i Drag and drop from a previous entry?        

4j Record/edit a referral?        

4k Record QOF data via the Guidelines?        

4l Understand the different priorities on history entries? (if used)        

4m Add/maintain problems? (if your practice use problems)        

4n Record/copy an acute prescription and print it?        

4o Re-authorise/update a repeat master? 
     

  

4p Inactivate/Activate a repeat master? 
     

  

4q Make an acute prescription into a repeat master? 
     

  

4r Print an acute and repeat prescription on the same form? 
     

  

4s View the drug dictionary and understand its structure? 
     

  

4t List a patient’s medication by BNF rather than chronologically? 
     

  

4u Record a Medication Review via the therapy screen? 
     

  

4v Record a drug and a non-drug allergy? 
     

  

4w View a patient’s test results via mail for patient? 
     

  

4x Open a new consultation manager whilst still within a patient’s 

record? 
     

  

4y View scanned documents for a patient? 
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Section 5 – Consultation Manager – To be completed by Practices Nurses/Health Care Assistants 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

5a Login using your Smart Card? 
     

  

5b Select a patient via patient select or appointments?        

5c Record the correct Consultation type? E.g. clinic, telephone        

5d View data using the Journal or navigation pane? E.g. Priorities        

5e Graph/List data? 
     

  

5f Enter data via read term add?        

5g Enter a read code directly instead of a keyword?        

5h Access the Read dictionary to view more Read codes?        

5i Drag and drop from a previous entry?        

5j Record data via a Management Plan? E.g. New patient        

5k Record QOF data via the Guidelines?        

5l Understand the different priorities on history entries?        

5m Add a Recall?        

5n Record when a smear is taken and update with the result? 
     

  

5o Add an immunisation? 
     

  

5p Record an acute prescription and print it? 
     

  

5q View a patient’s repeat medication? 
     

  

5r View a patient’s drug history by BNF rather than chronologically? 
     

  

5s View a patient’s test results via mail for patient? 
     

  

5t Record a drug and a non-drug allergy? 
     

  

5u Use DXS? 
     

  

5v Open a new consultation manager whilst still within a patient’s 

record? 
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Section 6 – Reception/Administrative tasks – To be completed by all relevant practice staff 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

6a Login using your Smart Card? 
     

  

6b Select a patient by Name, DOB, NHS Number?        

6c Change views within appointments? E.g. book view, am, pm        

6d Make, cancel and amend a booking?        

6e Perform a patient search in appointments?        

6f Check a patient in when they arrive?        

6g Toggle between Appointments, Consultation Manager & 

Registration? 
       

6h Register a new patient in Registration?        

6i Re-register a patient?        

6j Deal with the PDS update screen? (Patient Demographic Spine)        

6k Change addresses?        

6l View a patient’s medication? (repeats & acutes)        

6m Issue a repeat prescription?        

6n Re-print a prescription? 
     

  

6o View patient details within Consultation Manager? 
     

  

6p View clinical data within Consultation Manager? E.g. test results 
     

  

6q View scanned documents for a patient? 
     

  

6r Check which users are logged into Vision?  
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Section 7 – Intermediate/Advanced Reception & Administrative tasks – To be completed by all relevant practice 
staff 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

7a Deal with Registration Links? E.g. Deductions        

7b Run an Incomplete Registration Links Report in Registration?        

7c Look at FP69’s within Registration?        

7d Deal with Pathology Links? E.g. Assign, allocate, action & file 
     

  

7e Scan documents?        

7f Deal with scanned documents that have been actioned? (Docman)        

7g Record the correct Consultation type? E.g. clinic, telephone        

7h View data in Consultation Manager using the Journal, Navigation 

pane or Tabs? 
       

7i Re-authorise medication?        

7j Add new medication?        

7k Enter medication using the appliance or reference number?        

7l Enter data via Read term add?        

7m Enter a Read code directly instead of a keyword?        

7n Access the Read dictionary to view more Read codes? 
     

  

7o Understand the structure of the read dictionary & abbreviations?        

7p Drag and drop from a previous entry? 
     

  

7q Record data via a Management plan? E.g. New patient 
     

  

7r Record QOF data via the Guidelines? 
     

  

7s Understand the different priorities on history entries? 
     

  

7t Maintain the Appointment book?  E.g. Extend the books, views etc 
     

  

7u Monitor backups, upgrades and deal with faults?  
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Section 8 – Advanced Administrative Tasks – To be completed by the IT Manager/Practice Manager or any one 
responsible for overseeing the Clinical system 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

8a Setup users in Control Panel?  E.g. File Maintenance, Security        

8b Setup staff access & actions within Mail Manager?        

8c Check Mail Gateway and GP Communicator?        

8d Oversee the Mail Manager module?  E.g. Transmission errors        

8e Run Therapy Updates?        

8f Run audit trails within Consultation Manager or use the audit tools 

within Vision?  E.g. Event log 
       

8g Setup and maintain the Appointment book? E.g. Extend the books, 

alter views etc 
       

8h Maintain views within Consultation Manager?        

8i Customise a user’s setup screen within Consultation Manager?        

8j Import/create a Drug Formulary & maintain it?        

8k Import/create a Read Formulary and maintain it?        

8l Import a Guideline and amend it?        

8m Create a new Guideline or Report?        

8n Understand how the Read dictionary is structured?  
     

  

8o Understand the implications of using Process of care codes versus 

Diagnosis codes? 
       

8p Maintain and advise on the Clinical Audit Module?        

8q Run searches using the Searches & Reports Module?        

8r Work with Patient Groups?        

8s Advise on QOF?        

8t Advise on DES?        

8u Advise on the National Program’s IT Strategies?        

8v Develop and implement IT Protocols & Strategies?        

8w Provide on-going IT Training?        
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Section 9 – Secretarial/Administrative Tasks – To be completed by all relevant practice staff 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

9a Login using a Smart card?        

9b Create/amend word templates to be used for mail merge?        

9c Mail merge referral letters in Consultation manager?        

9d Mail merge non-referral letters in Consultation manager?  
     

  

9e Attach scanned documents to letters?        

9f Prepare insurance reports or printouts?        

9g Record the correct Consultation type? e.g. administration        

9h Enter data via Read term add?        

9i Enter a Read code directly instead of a keyword?        

9j Access the Read dictionary to view more Read codes?        

9k Use Guidelines or Management Plans for data entry?        
 

 

Section 10 – Attached staff (Pharmacists, District Nurses, Health Visitors, Midwifes etc.) 
  0 1 2 3 4 Individual’s 

Comments 

Assessor’s 

 Comments 

10a Login to Vision?        

10b Select a patient?        

10c Open a Consultation with the correct Consultation type? E.g. visit, 

medicine management 
       

10d View the patient’s data in Consultation Manager using Journal, the 

Navigation pane or by clicking on the tabs? 
     

  

10e View a patient’s registration details on Consultation Manager? E.g. 

Telephone numbers 
       

10f View Medication?  E.g. Repeats & Scripts        

10g Enter data via read term add?        

10h Access the Read dictionary to view more Read codes?        

10i Use Guidelines or Management plans for data entry?        
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Section 11 – About You 
      

 Name: Date:    

 

 

 

 

 

Your Role:   GP   Practice Manager   IT Manager   Administrator   Receptionist   Nurse/HCA  

 

                    Other e.g. Attached staff, please specify ………………………………………………………………………….. 

 

 

 

Which methods of Learning do you like Most?  More than one can be ticked 

 

   Face to Face Training sessions delivered by a Trainer 

   One-to-One training from a colleague 

   Group sessions with a trainer/training supervisor 

   Off-site Training courses 

   Support and advice via telephone and/or email 

   Computer based training 

 

Please give details of any other IT training that would help you to do you job?  Please add any other comments 

you wish to make. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 


