
TRAINING NEEDS ANALYSIS IN THE THEATRE; WHY YOU NEED IT, AND HOW 

TO MAKE IT SIMPLE 
 

In a modern theatre or production, Safety and Health is paramount. There are no two ways about it; 

when you’re dealing with a plethora of potential hazards on top of changeable noise and lighting 

conditions, with the added complication of a hundred or more members of the public in a darkened 

area with which they may not be entirely familiar, everyone needs to be fully competent in their job 

role. This is where Training Needs Analysis (TNA) comes in. 

WHAT IS TRAINING NEEDS ANALYSIS? 

A TNA is a systematic breakdown of the skills and competencies required by each job role, and a plan 

for the teaching, maintenance, development and monitoring of those skills through a variety of 

training and coaching methods.   

WHY DO I NEED TO DO A TNA? 

The provision of some training is a legal requirement; the Health and Safety at Work etc. Act 1974 

requires an employer to provide “such information, instruction, training and supervision as is 

necessary to ensure, so far as is reasonably practicable, the health and safety at work of his 

employees” and there’s no better way to ascertain what is ‘reasonably practicable’ than to 

undertake a comprehensive TNA. This also facilitates the tracking and monitoring of delivered 

training, ensuring that staff are up-to-date and not left with expired certification or out-of-date 

knowledge. 

It’s not just about Safety and Health compliance; vocational training can encompass a wide spectrum 

of work-based skills, and well-trained colleagues arguably enable a theatre or production to run 

smoothly, efficiently and safely, whilst keeping patrons happy, and ensuring that their memories of 

any visit are positive. 

HOW DO I UNDERTAKE TRAINING NEEDS ANALYSIS? 

TNA consists of five basic steps: 

  

Identify Needs

List Job Roles

Assess Activities and Risks

Source & Deliver Training

Record & Review



 

 

 

 

 

 

 

 

 

 

 

 

  

 

The first step is to consider the needs of the Theatre or Production. These needs can be compliance based; 

i.e. to comply with legislation. They can be derived from a need for efficiency, or a desire to train and 

promote best practice. 

Examples of Safety Legislation from which a need to train may be derived: 

• The Health and Safety at Work etc Act 1974 

• The Regulatory Reform (Fire Safety) Order  

• The Work at Height Regulations  

• The Provision and Use of Work Equipment Regulations (PUWER)  

• The Lifting Operations and Lifting Equipment Regulations (LOLER)  

• The Manual Handling Operations Regulations  

Many of these needs will be already have been brought to light using Risk Assessment and Safety Audit 

tools. For example, a Fire Risk Assessment will highlight the legal requirement to   

a) have a suitable emergency plan in case of fire, and 

b) have a sufficient number of trained personnel to be able to put the plan into place. 

Note: Where Risk Assessment has identified a significant or potentially dangerous skill gap, it is important 

to prioritise this training, linking the training to an outstanding action on the relevant Risk Assessment. 

 

Step 1 - Identify Needs 

 

Step 2 – List Job Roles 

Identify and list all job roles; every role 

should be included. It will help to list 

these in a spreadsheet similar to the one 

used here, as this list will form the start 

of the Training Needs Matrix (a helpful 

reference sheet which highlights all 

trainable skills for any given job role). 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To complete step 3, it is important to have a detailed knowledge of the activities and tasks required within 

the individual job roles, and have access to Safety audits and Risk Assessments that may be relevant to 

these activities. This will help to identify necessary trainable skills. 

Speak to the individuals in the respective job roles to build up a summary of the tasks and activities that 

they entail. Observe these tasks being undertaken and note where training may be appropriate or required. 

It would be beneficial to discuss a TNA with a Safety Committee if there is one in place, and also with any 

Union to which staff are known to belong, as they may also be able to shed light on some areas of potential 

training that may not be immediately apparent. 

In addition to the above steps, review of Risk Assessments and Method Statements (RAMS), and data from 

accident and incident investigation records can also be used with the information collected as above to 

build an accurate picture of what activities are commonplace, who they are undertaken by, and where there 

is training required to ensure they are undertaken safely. 

As an example, the duties of an usher may be to assist patrons, direct them to their seats or other areas of 

the venue, to serve refreshments where required, and also, potentially, to provide assurance and guidance 

or even first aid to members of the public in case of an emergency.  This brief outline has already 

highlighted three areas of trainable competence that may be relevant (i.e. Fire Safety, Food Safety and First 

Aid). 

In addition to these, it may be that Risk Assessment has identified conflict with patrons to be a significant 

issue to be addressed, in which case, this would suggest the need for conflict management training. 

A Union or H&S Committee Representative may suggest Noise Awareness training in addition to the above. 

The employee may not have recognised this as an issue, which highlights the importance of exploring all 

avenues when assessing necessary training. 

Please note; at this stage, this list is not exhaustive. There will be other skills and training gaps identified 

later on in the process, and ongoing through Risk Assessment and review.

Step 3 – Assess Activities & Risks 

There is a huge range of training materials and delivery methods available, and it is important to choose the 

methods and materials which best suit the needs of your Theatre or Production, and your staff. Below are 

some examples of training delivery methods which you might consider to meet your training needs, 

highlighting some of their advantages and disadvantages.

Step 4 – Source & Deliver Training 



On the Job (OTJ) Training 

This type of training is carried out in-house, and will usually involve a new member of staff being 

coached or mentored by a more experienced member of staff. This type of training is ideal for 

learning day-to day skills and tasks. This method is cost effective and will be highly relevant and 

specific to the job role being trained.  

This method does have its drawbacks, however, in that any bad habits that have been picked up will 

be trained alongside the good practice, and that the skills trainable this way are limited. 

Toolbox Talks 

Toolbox Talks are an incredibly useful way of imparting information to staff. This information is 

usually a reminder of best practice that has already been trained, and serves to highlight a particular 

process or system of work, whilst allowing interaction and discussion. A Toolbox Talk will generally 

cover a snippet of information, usually accompanied by an infographic or brief handout. Examples of 

good topics for a Toolbox Talk might include pre-use ladder checks, for example, or the correct way 

to put on a harness. 

As an initial training tool, Toolbox Talks are limited, but as an ongoing reminder of current and best 

practice, and as a tool to engage with staff members and encourage discussion, they can be 

invaluable. 

Using an External Training Provider 

Some courses (such as IOSH Managing Safely, or First Aid at Work) can only be delivered by an 

accredited training provider. These training providers will generally deliver courses in two main 

formats:  

Open Course – Usually Classroom Based at an External Premises 

In this format, a training provider will arrange a course at a set venue for a set number of people; 

anyone can book onto the course, and cost is generally calculated per delegate. This method is ideal 

if there are only one or two members of staff who require training that would usually take a day or 

more. 

These courses are usually delivered in a classroom setting in an area free from work distractions.  

The success rate is often high, but the course material that is delivered will necessarily be of a 

generic nature, and not specific to one industry or business. 

This method is cost-effective if there are only one or two members of staff who need to attend a 

certain course, but can become expensive if a larger number need to receive this training, especially 

if travel time and cost also have to be factored in. 

Classroom Based – Delivered In-house 

Some training providers will work with you and deliver courses specifically for your staff at your 

venue. A few will tailor the course material to better cover the needs of your particular industry or 

theatre. This method is ideal when you have a large number of staff who need to receive the same 

training, and will generally come with a higher degree of flexibility to add or change delegates close 

to the course date. 

This method is very flexible, with a large number of courses suited to being delivered in this format. 

It is highly cost effective, with training being undertaken at your venue, with little to no travel time 



or cost. The course material and delivery are specific, and any delegate discussions will often centre 

around the current workplace. 

It is important to note that both of the above methods can include practical demonstration and 

instruction, where this is appropriate. A common example is in work at height or fall arrest training, 

where it can be beneficial to be able to see or practice methods in situ. 

Note: When engaging external training companies, it is important to check that they are able and 

qualified to deliver the training that they are being contracted to deliver. Courses that are accredited 

by an external body (e.g. IOSH) must be delivered by a suitable accredited trainer and training 

provider, which can usually be checked online with the accrediting body (e.g. the IOSH website has a 

directory of accredited training providers that you can use to check your provider’s claim to 

accreditation). 

At the end of this article, there is an example list of theatre-specific and general Health 

and Safety courses to get you started on populating your Training Matrix.  

 

 

 

 

 

 

 

 

 

 

 

  

You should undertake regular, formal reviews of your TNA. Use the feedback you receive from staff reviews, 

and appraisals combined with incident data and other relevant reporting (e.g. your Training Matrix – see 

below) to evaluate the effectiveness and quality of the training that has been delivered. 

This information can also be used with knowledge of any significant changes (e.g. in legislation, people, 

equipment or processes) to identify further skill gaps or other areas where training can be improved or 

changed. 

The results of the TNA and any training booked and undertaken should be recorded in some form of 

Training Matrix (see below), which will simplify the review process, and enable any changes to be 

specifically targeted and made across the board. 

Step 5 – Record & Review 



THE TRAINING MATRIX 

Once you have completed the above steps, you will have a list of job roles with the required 

trainable skills, and a list of training courses to meet those skill requirements. It will help if these are 

arranged in a Training Needs Matrix similar to the one below: 

Training Needs Matrix (please note the training requirements here are examples only) 

 

The Matrix provides an at-a-glance guide to the training that is required by each job role, and the 

courses that can be booked or run to ensure that training requirement is met. Now, this plan needs 

to be applied to the individuals in your workforce. This can be accomplished using a software 

package or simply using a table such as the one illustrated. 

 

Where there is a requirement for training, and the training has been completed, note the 

completion date in the sheet (it is also helpful to note when refresher training is due – either as a 

comment in the spreadsheet, or on a separate page). This will enable monitoring and tracking of 

training progress, and help to eliminate missed training and skills gaps. 

  



 

This is an organic system; it will change as training requirements, systems of work, equipment and 

people change. It is important to regularly conduct staff appraisals and reviews, and talk to your staff 

about the training offered and delivered, and how effective it has been, and whether there is room 

for improvement. 

Review Risk Assessments and accident statistics, and update the training needs accordingly, again 

prioritising skill gaps identified as a potential risk. 

The example used above is a basic system, and can be enhanced and tweaked in many ways, 

depending on your needs. There are theatre and production specific software solutions and online 

systems available that can be used to manage the monitoring and tracking process for you, 

depending on the number of staff involved, and the complexity of the Training Needs Analysis and 

Training Matrix. 

Training Needs Analysis can appear to be daunting and complex, but by following the steps above, 

you will be able undertake a comprehensive Training Needs Analysis and create and maintain a 

working Training Matrix for your staff. 

 

 

 

 

 

 

 

  

 

On the following pages is a list of Health and Safety courses to get you started with populating 

your Training Matrix. 

The courses listed are generic, but a good Theatre Specific Training Provider will be able to work 

with you to tailor the courses to meet your individual needs. 

When engaging a Training Provider, ask if this is something they can offer. Look for 

accreditations and certification to deliver the training you need, and check for experience in 

training in Theatre and Production environments. This industry offers many unique challenges 

to a training provider and experience in the field could prove invaluable. 

Sourcing & Delivering Training 



 

HEALTH AND SAFETY IN THEATRE AND PRODUCTION 

IOSH MANAGING SAFELY  
 
Or  
 
IOSH MANAGING SAFELY FOR 
THEATRE AND PRODUCTION 

The 4-day IOSH Managing Safely course is ideal for anyone in a 
management or supervisory role.  It covers a wide spectrum of 
safety topics, giving candidates the ability to manage the health 
and safety for their team.  There are theatre-specific variants of 
the 4-day IOSH Managing Safely course available which covers 
sector specific issues such as grids, stage work and front of house 
issues.  There is also a one-day refresher available for this course, 
which covers updates in legislation and a recap on common 
Health and Safety activities and processes. 

IOSH WORKING SAFELY  
 
Or  
 
IOSH WORKING SAFELY FOR THEATRE 
AND PRODUCTION 

The 1-day IOSH Working Safely course provides a working 
knowledge of Health and Safety and how it applies in the 
workplace.  There are also theatre and production related 
versions of this course which address the challenges of these 
unique environments.   

WORKING AT HEIGHT 

WORKING AT HEIGHT (HARNESS)  

Harness use and work at height is prevalent in the theatre and 
production industry. Anyone using a harness must be competent 
which means having attended a formal training course.  Most 
training providers will cover this in a one-day course.  Training is 
often available at your venue if you have a group of people who 
require the training, this offers valuable benefits of being trained 
in your own fall arrest / work restraint / work positioning 
equipment.   

RESCUE FROM HEIGHT  

In the event of a fall whilst using a harness, the individual could 
be left suspended and in need of assistance.  The Work at Height 
Regulations require an employer to have a means to rescue an 
individual in this position and remove them to a safe place. 

WORK AT HEIGHT AND LADDER 
SAFETY 

Covering safe and basic Work at Height and the importance of 
inspecting and monitoring ladders, this course would be suitable 
for anyone who uses a ladder or works at height in their job role.  
Sector specific courses will often include the use of Fixed Vertical 
Ladders (Jacobs Ladders) and Zarges.   

FIRE SAFETY AND EMERGENCY EVACUATION 

FIRE AWARENESS  

Basic fire training is a legal requirement for all staff. This course is 
often delivered in-house and covers the main hazards and control 
measures to maintain an awareness of fire safety in the 
workplace.   

FIRE MARSHAL  

Fire Marshall (or Fire Warden) training covers the basics included 
in a Fire Awareness course, but also the more advanced specifics 
of daily / weekly checks, evacuation and use of extinguishers.  
When considering audiences and the risks associated with the 
show you may need to review your basic Fire Marshal coverage.     

EVACUATION CHAIR TRAINING 
Specialist evacuation chairs are often used for the emergency 
evacuation of wheelchair users. Anyone responsible for using 
these should have appropriate training. . 



FIRST AID 

FIRST AID AT WORK (FAW) 
3 Day  

Covering all the required criteria for a First Aid at Work course, 
this three-day course focusses on common injuries and hazards.  
You should have a first aid needs assessment which identifies 
how many staff you require to be on duty at any one time.  When 
selecting training providers, you should ensure that they are 
regulated by a body such as the First Aid Industry Body (FAIB) 
who are overseen nationally by Ofqual.   

FIRST AID AT WORK REFRESHER  
2 Day 

This course is for candidates who wish to refresh and update 
their current accredited 3-day First Aid at Work Certificate.   

EMERGENCY FIRST AID AT WORK 
(EFAW)  
1 Day 

This one-day course focusses on common injuries and hazards 
along with basic life support skills.  The course is often used as an 
annual refresher for those who hold the 3-day qualification but 
can also be attended by those who hold no formal first aid 
qualifications.   

  



 

GENERAL THEATRE/PRODUCTION-SPECIFIC HEALTH AND SAFETY 

NOISE AWARENESS 

Noise is prevalent within a theatrical environment, and can 
present a significant risk to those affected. This training should 
teach how to be aware of the potential risk, and what control 
measures can be considered to help manage that risk by 
individuals.   

CONTROL OF SUBSTANCES 
HAZARDOUS TO HEALTH (COSHH) 

This course is ideal for those working with chemicals (such as 
wardrobe, carpentry, wigs and many more.  This course will 
enable candidates to understand the ways various chemicals can 
cause harm, how to identify these, and the control measures that 
can be put in place to prevent this. The course also covers the 
required records and paperwork to comply with relevant 
regulation.   

ASBESTOS AWARENESS 

Anyone who could encounter asbestos as part of their work 
activities (such as maintenance teams) would benefit from the 
knowledge and skills to identify this substance, and the control 
measures that can be used to minimise risk.   

MANUAL HANDLING  

Manual Handling training is a mainstay of workplace Health and 
Safety Training. This course covers the commonplace tasks and 
specific issues encountered when Manual Handling.  If 
considering external training providers, it is good practice to 
source providers who understand the unique handling activities 
undertaken in this environment (such as using flying systems, 
stage equipment and front of house activities).  

IPAF ACCESS PLATFORM TRAINING 

The International Powered Access Federation (IPAF) accredit 
various training providers to deliver formal courses to equip 
candidates to use powered access platforms (such as scissor lifts 
and Genies). This training will ensure your staff are compliant and 
trained to use this equipment safely.   

 
 


