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STAFF TRAINING AND DEVELOPMENT NEEDS SURVEY

– TRAINING NEEDS ASSESSMENT QUESTIONNAIRE – 

Dear Respondent,

This questionnaire is designed for the purpose of the annual identification of the needs of a portion of the administration of the Republic of Macedonia which is entrusted the task to effectively manage and implement the Instrument for Pre-accession assistance, entailing planning, programming, implementation, monitoring and evaluation. In particular, Questionnaire is developed for the purpose of identifying need for training and is aimed at capacity building of the IPA national Operating Structure. 

The assessment is done in the framework of NIPAC office responsibilities to coordinate the function of training and capacity building of the IPA structures and is specifically proscribed in the NIPAC Manual of Procedures. The Training Needs Assessment (TNA) is an annual exercise usually taking place in the first month of the calendar year. The questionnaire includes questions related to your educational attainment, skills required for executing your job responsibilities, training/s received, training needed, etc., aiming to assist you through the knowledge of this data in your personal and professional development.  

The questionnaire is designed and should be filled in English language. It is delivered in electronic form via the existing national IPA structure, and should be responded individually by each member of the structure.  The completed questionnaire should be signed and sent to the Training Centre of the Secretariat for European Affairs in hard copy.  Your answers will be treated with confidentiality.  Majority of the questions are yes/no question and questions with options of graded answers by use of the rating Likert-type scale between 1 and 5, where 1 stand for no, none, poor and 5 stands for the highest possible positive answer.  You will need 30 minutes to complete this questionnaire.

The results of the assessment will be aggregated and analysed in a report which will be used to design the training plan and the training curricula for the Operating structure as well as Individual Training Plan (ITP) and Register for each member of the IPA Operating structure for IPA. The data obtained will be cross referenced with the results of the existing TNA. The aim is to better plan and address the identified needs through variety of tools for capacity building, starting for information sessions, trainings, workshops through to secondments, job support/coaching for projects/programmers implementation.
	DEADLINE:


	24 JANUARY 2014




	Contact Person:
	Mr. Shefajet Sala

	
	Unit for training in utilization of EU Funds and other foreign assistance  

	
	Secretariat for European Affairs

	Office:
	02 329 8 716

	Mobile:
	070 409 564

	e-mail:
	Shefajet.Salla@sep.gov.mk


	I. Basic data:

	

	1.
	Name and Surname:
	

	
	
	

	2.
	Position:
	

	
	
	

	3.
	Unit:
	

	
	
	

	4.
	Sector/Department:
	

	
	
	

	5.
	Position within IPA OS:
	

	
	
	

	6.
	Institution:
	

	
	
	
	
	
	
	
	
	
	
	
	

	7.
	Age group:
	
	to 24
	
	25 – 29
	
	30 – 34
	
	35 – 39
	
	above 40

	
	
	

	8.
	Nationality:
	

	
	

	9.
	Education (in the rows below please indicate your education details):

	9.1
	University:
	

	
	
	

	9.2
	Faculty:
	

	
	
	

	9.3
	Subject:
	

	
	
	

	9.4
	Title:
	

	
	

	10.
	Contact details (Please provide your contact details below):

	
	
	
	
	
	
	
	
	

	10.1
	Work phone:
	
	10.2
	Mobile:
	
	10.3
	e-mail:
	

	
	

	

	II. General information pertinent to the IPA operation Structure

	
	

	1.
	Please indicate the  IPA component(s) you are involved in:
	

	
	

	2.
	How many years of working experience in Operating Structures do you have (Please specify):

	
	
	years
	
	months

	
	
	
	
	
	
	
	
	

	3.
	How long have you been in the current position? (Please specify):

	
	
	
	
	
	
	
	
	

	
	
	years
	
	months
	
	
	
	

	
	
	
	
	
	
	
	
	

	
4.
	Does  a process for identifying future training  and professional development needs exist within your

	
	department?

	
	

	
	
	Individually, by myself
	
	By my line manager

	
	
	
	
	
	
	
	

	
	
	By the Human Resources department
	
	Other (Please specify):
	

	
	
	
	

	5.
	In your experience, to what extent the identified needs were met within the given calendar year?

	
	
	
	
	
	
	
	

	
	
	Not satisfactory
	
	Satisfactory/weak
	
	Average
	
	Good
	
	Excellent

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	III. English Language skills

	
	
	
	
	
	
	
	

	1.
	English (Please Indicate the level of knowledge: Basic: A1 – A2; Independent user: B1 – B2; Proficient: C1 – C2)
:

	
	
	
	
	
	
	
	

	
	Listening:
	Reading:
	Spoken interaction:
	Spoken Production:
	Writing:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2
	Do you need English Language Training, as a specific tool for the work you do (Y/N):
	

	
	(If not go directly to question 3)

	
	

	2.1
	If YES, please specify the level:

	
	
	Beginners
	
	Intermediary
	
	Advanced

	
	
	
	
	
	
	
	

	3.
	Please specify, have you taken any International English Language Test/Exam (Yes/No):
	

	
	(If not go directly to Section IV)

	
	
	
	
	

	3.1
	If YES please specify which Test/Exam:
	
	Date:
	

	
	
	
	
	
	
	
	

	3.2
	Please indicate the score gained:
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	IV. Membership in working groups/bodies:

	
	
	
	
	

	1.
	Are you member of any Working Group/Body (Yes/No):
	

	
	(If not go directly to Section V)

	
	
	
	
	

	1.1
	If YES please indicate/specify on which group:
	
	

	
	a.
	

	
	
	

	
	b.
	

	
	
	

	
	C
	

	
	

	2.
	In your opinion, to what extent your participation in the WG is meaningful:

	
	
	
	
	
	
	
	

	
	
	Not satisfactory
	
	Satisfactory/weak
	
	Average
	
	Good
	
	Excellent

	
	
	
	
	
	
	
	
	

	3.
	Does this memberships provide you with any of the following:

	
	
	
	
	
	

	
	
	Opportunity for strengthening of inter-institutional cooperation 
	
	More experience

	
	
	
	
	

	
	
	Opportunities for professional/carrier prosperity
	
	One more obligation/responsibility


	V. Plan FOR participation in Trainings:

	

	Guidelines:


	Columns: Training needs

	· Training needs (Yes/No): please specifically indicate Y/N, i.e. do not leave an empty cell.

	· Training needs Relevance Assessment: please indicate your assessment with grade 1–5, where 1 – not satisfactory; 2 – satisfactory/weak; 3 – average; 4 – good; 

	5 – excellent; i.e. do not leave an empty cell.

	· Comment: In this cell, please indicate your personal needs and plans related to your job position (why do you need training on the topic), if any.

	

	Columns: Previous Training Attended

	· Training attended (Yes/No): please indicate whether you have attended any training in that area; please indicate Y/N, i.e. do not leave an empty cell.

	· N° of training attended: if yes, please indicate how many trainings you have attended

	· Number of days: please indicate how many days of training in total you have attended.

	· Training Attended Assessment: please indicate your assessment with grade 1–5, where: 1 – not satisfactory; 2 – satisfactory/weak; 3 – average; 4 – good; 5 – excellent. 

	i.e. do not leave an empty cell.


	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	Chapter A:
	GENERIC TRAININGS

	1.
	Introduction of the Instrument for Pre-Accession Assistance
	
	
	
	
	
	

	2.
	Introduction into EU 
	
	
	
	
	
	

	3.
	Coordination of European integration process
	
	
	
	
	
	

	4.
	Coordination of IPA
	
	
	
	
	
	

	5.
	Foreign Aid coordination system
	
	
	
	
	
	

	6.
	National programme for the adoption of the Acquis Communautaire (NPAA)
	
	
	
	
	
	

	7.
	Ethics and integrity policy
	
	
	
	
	
	

	8.
	2 Project Cycle Management 
	
	
	
	
	
	

	9.
	Drafting documents (IPA templates)
	
	
	
	
	
	

	10.
	Reporting skills and drafting
	
	
	
	
	
	

	11.
	Soft skills (communication, presentation, negotiation skills, Time management, stress management, conflict and dispute resolution)
	
	
	
	
	
	

	Comments:
	

	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	Chapter B:
	PROGRAMMING

	1.
	Programming: Component I – TAIB

Sequence of operations and responsibilities  / Coordination issues
	
	
	
	
	
	

	2.
	Logical framework / Project Fiches/ Operation Identification Sheets
	
	
	
	
	
	

	3.
	Programming: Component II – Cross border

Sequence of operations and responsibilities

Coordination issues
	
	
	
	
	
	

	4.
	Programming: Component III – Regional Development

Sequence of operations and responsibilities

Coordination issues
	
	
	
	
	
	

	5.
	Programming: Component IV – Human Resource Development

Sequence of operations and responsibilities

Coordination issues
	
	
	
	
	
	

	6.
	Programming: Component V – Rural Development

Sequence of operations and responsibilities

Coordination issues
	
	
	
	
	
	

	7.
	Operational Programmes (OP)

Drafting the Operational Programmes

Quality control of Operational Programmes
	
	
	
	
	
	

	8.
	Independent Ex-ante evaluation of  OP

Revision of OP after ex-ante evaluation feed-back
	
	
	
	
	
	

	9.
	Approval of Operational Programmes

Co-financing: sequence of operations [incl. budget preparation] and responsibilities
	
	
	
	
	
	

	10.
	Projects preparation

Communication during project preparation

Using Technical assistance for preparing projects

Preparation of the Applications for assistance [Application forms]
	
	
	
	
	
	

	11.
	Feasibility Study / Cost Benefit Analysis
	
	
	
	
	
	

	12.
	Environmental Impact Assessment
	
	
	
	
	
	

	Comments: 
	

	
	

	
	

	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	Chapter C:
	CONTROL ENVIRONMENT

	1.
	Mission, objectives and values of any institution

Ethics and integrity
	
	
	
	
	
	

	2.
	Risk Assessment by all stakeholders
	
	
	
	
	
	

	3.
	Risk management

- As a tool for managers

- As a tool for auditors
- Coordination over the whole system
	
	
	
	
	
	

	4.
	Follow-up of audit recommendations
	
	
	
	
	
	

	5.
	Regular assessment of the systems and capacity by the management for the purpose of reporting on system integrity
	
	
	
	
	
	

	Comments: 


	

	Chapter D:
	PUBLICITY AND VISIBILITY

	1.
	EC Requirements
	
	
	
	
	
	

	2.
	Responsibilities
	
	
	
	
	
	

	3.
	Publicity in relation to Tendering / award of contracts / project implementation
	
	
	
	
	
	

	COMMENTS:
	

	Chapter E:
	TENDERING / PROCUREMENT

	1.
	Practical Guide (PRAG)
	
	
	
	
	
	

	2.
	National Procurement rules
	
	
	
	
	
	

	3.
	Quality assurance – Ex-ante controls and risk management in relation to tendering
	
	
	
	
	
	

	4.
	Developing a viable and sustainable Procurement Plan
	
	
	
	
	
	

	5.
	Preparing terms of Reference, Technical Specifications
	
	
	
	
	
	

	6.
	Tender procedures: Services
	
	
	
	
	
	

	7.
	Tender procedures: Supplies
	
	
	
	
	
	

	8.
	Tender procedures: Works 
	
	
	
	
	
	

	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	9.
	Calls for Proposals: Grants
	
	
	
	
	
	

	10.
	Framework Contracts
	
	
	
	
	
	

	11.
	Tender Evaluation Committee/Short List Panel
	
	
	
	
	
	

	12.
	Preparing the Twinning Fiche and procedure for selection of Twinning partner
	
	
	
	
	
	

	COMMENTS:
	

	Chapter F:
	PROJECT / CONTRACT MANAGEMENT

	1.
	Services
	
	
	
	
	
	

	2.
	Supplies
	
	
	
	
	
	

	3.
	Twinning
	
	
	
	
	
	

	4.
	Works Contracts [FIDIC]
	
	
	
	
	
	

	5.
	Grant Schemes
	
	
	
	
	
	

	6.
	Approval/evaluation of projects
	
	
	
	
	
	

	7.
	Authorization of payments
	
	
	
	
	
	

	8.
	On-the-spot control
	
	
	
	
	
	

	9.
	Understanding and applying legal provisions and relevant national framework / guidelines for project implementation
	
	
	
	
	
	

	COMMENTS:
	

	Chapter G: 
	FINANCIAL MANAGEMENT

	1.
	Flow of funds
	
	
	
	
	
	

	2.
	Planning the funds
	
	
	
	
	
	

	3.
	Channeling the co-financing
	
	
	
	
	
	

	4.
	Requesting funds from the EC
	
	
	
	
	
	

	5.
	Transferring funds to Contractors
	
	
	
	
	
	

	6.
	Certification/ Verification of expenditure 
	
	
	
	
	
	

	7.
	Closure of programmes
	
	
	
	
	
	

	8.
	Suspension of payments
	
	
	
	
	
	

	9.
	Reallocation of funds
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	COMMENTS:
	

	Chapter H: 
	MONITORING AND EVALUATION

	1.
	Monitoring reports
	
	
	
	
	
	

	2.
	IPA Monitoring Committee + Sector Monitoring Committees 
	
	
	
	
	
	

	3.
	Setting up and applying key performance indicators
	
	
	
	
	
	

	4.
	Project Monitoring
	
	
	
	
	
	

	5.
	On the spot visits / checks
	
	
	
	
	
	

	6.
	Managing information systems for collection, retrieval and use of data for decision-making
	
	
	
	
	
	

	7.
	Projects evaluation
	
	
	
	
	
	

	COMMENTS:
	

	Chapter I:
	ACCOUNTING

	1.
	Authority / Principles

Responsibilities
	
	
	
	
	
	

	2.
	Computer based system [electronic transfer of data]
	
	
	
	
	
	

	3.
	Records and controls
	
	
	
	
	
	

	4.
	Reconciliation procedure
	
	
	
	
	
	

	5.
	Financial statements

Chart of accounts / Description of the accounts / Main entries
	
	
	
	
	
	

	6.
	Transfer of assets
	
	
	
	
	
	

	COMMENTS: 
	

	Chapter J:
	HUMAN RESOURCES DEVELOPMENT

	1.
	Human Resources development strategy
	
	
	
	
	
	

	2.
	Staff planning [Workload Analysis]

Staff recruitment

Staff appraisal [including setting objectives]
	
	
	
	
	
	

	Code
	UNITS
	TRAINING NEEDS
	PREVIOUVS TRAINING ATTENDED

	
	
	Training needs (Yes/No)
	Relevance
	Training Attended

(Yes/No)
	Number of attended trainings
	Number of days
	Relevance

	
	
	
	Assessment

(1 – 5)
	
	
	
	Assessment

(1 – 5)

	3.
	Segregation of duties and conflict of interest
	
	
	
	
	
	

	4.
	Sensitive functions [identification and mitigating measures]
	
	
	
	
	
	

	COMMENTS:
	

	Chapter K:
	IRREGULARITIES AND FRAUD

	1.
	Prevention, detection, reporting
	
	
	
	
	
	

	COMMENTS:
	

	Chapter L:
	 STRATEGIC PLANNING

	1.
	Strategic planning and programming
	
	
	
	
	
	

	COMMENTS:
	


	VI. Other trainings: 

	
	

	1. Other Training attended:

	Please indicate trainings, other than those listed in Section V above, that you have attended in 2013

	1.1
	

	
	

	1.2
	

	
	

	1.3
	

	

	2. Other Training needs

	Please list any other trainings, different from those listed in Section V above  you may benefit from:

	2.1
	

	
	

	2.2
	

	
	

	2.3
	

	
	


	VII. Training of Trainers programmes (ToT): 

	
	
	

	1.
	Have you attended a ToT Training in the past (Yes/No):
	

	
	
	

	1.1
	If YES, please specify in which topic:
	

	
	
	

	2.
	Please specify whether you are certified as trainer (Yes/No):
	

	
	
	

	2.1
	If YES, please specify the title:
	

	
	
	

	3.
	Do you have any experience in delivery of  training (Yes/No):
	

	
	
	

	3.1
	If YES, please specify on which topic(s):
	

	
	
	

	4.
	Please indicate whether you are interested in being involved in a ToT programme(s)? Yes/No:
	

	
	

	4.1
	If Yes, please indicate preferred topic from the questionnaire above, i.e. topics listed under Section V:

	
	

	
	
	


	Date:
	

	

	Signature:
	

	
	(full name and signature)

	
	

	
	

	

	

	note: 
	To send in SIGNED hard copy to:

	
	Secretariat for European Affairs

	
	KEJ Dimitar Vlahov nr. 4, Skopje





Training Centre of


Secretariat for European Affairs





December, 2013




































































































































































� Used parameters from the EUROPASS (� HYPERLINK "http://www.europass.ie/europass/index.html" �http://www.europass.ie/europass/index.html�)
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