

Client training needs

	Client name:
	
	Date:
	

	Client training contact:
	


	What are the client’s business activities? 

	

	What areas of the business does the client wish to address and improve through training?

	

	What are the job roles of the staff that require training? How do they differ?

	

	What forms of training have been provided to staff members previously?

	

	Do any staff members have any particular learning needs, disabilities, medical conditions or language difficulties, which they will require assistance with in order to complete the course? 

	

	What are the arrangements for candidates to be provided with pre-course information?

	


	Course to be provided:
	

	Expected no. of candidates:
	
	Planned course date:
	


	If training is to be carried out on the client’s work site, confirm exact details of:

	The training room size, location, 

and suitability for examinations:
	 

	Any security arrangements / procedures for accessing the
client work site:
	

	Any health and safety issues / procedures relating to the client work site:
	


	Reasonable Adjustment Form details / any additional notes on training requirements:
	


	Date client agreement letter 
sent to client:
	
	Date pre-course information sent:
	

	Pre-course information sent to: 
	Client / Direct to candidates
	Date client needs 
sent to trainer:
	

	Name of assigned trainer:
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