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Training Matrix and Needs Assessment Instructions
Laboratories and Non-Laboratories

This document provides guidance on completing the Training Needs Assessment.  It includes the process for identifying required training for University personnel (laboratory and non-laboratory (Operations)).  

Training requirements for personnel are established by regulatory agencies including the Occupational Safety and Health Administration (OSHA), Center for Disease Control (CDC), etc., as well as other groups, and including internal guidelines.

Two training needs assessments (Laboratory and Operations) have been developed for ease of use.  The cover sheet for both Needs Assessments provides guidance and links to select appropriate assessment tool (Figure 1).  


Figure 1
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The University of Notre Dame’s Training Matrix / Needs Assessment (Figure 2) is available on the RMS web site at this link.  The first page identifies possible training topics that are or may be required by lab personnel.  Reference Figure 2 and look for 1.  Other information included on this page includes: the frequency of refresher training 2, the driver behind the training requirement 3 and the trainer/method of training 4.  Beneath this information is the area where training is identified for personnel working in the area 5.  The “Criteria Defined worksheet” provides explanation for each training topic and its refresher frequency (Figure 3).
Figure 2
University of Notre Dame’s Training Matrix / Needs Assessment
(Partial View)
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Training Needs Assessment Instructions:

STEP 1: Identify all personnel working in the area that the supervisor / PI is directly responsible.

Write each person’s name in the left column titled “Personnel by Name” (Figure 2 number 5).

STEP 2: Review Appropriate Criteria on Page 2 (Figure 3) for training topics.

Identify the hazards in the area such as biohazards, radioactive materials, lasers, confined spaces, exposed electrical conductors, working at heights, etc., and those who are exposed to the hazards. This will assist in identifying what training is required.   Then review the training topics on the appropriate page of the training matrix/needs assessment (Figure 3) to identify the required training.  

STEP 3: Place X identifying the specific training for personnel

A) All personnel are required to take training identified by the shaded columns.  Place an “X” in each person’s row with the shaded columns.

B) Then place an “X” in the row of the person requiring additional trainings and the column identifying the training topic (non-shaded columns).

Example for lab personnel (Figure 4)
A PI has a lab where radioactive work (P32) is conducted and a tissue culture room where some personnel work with human breast cancer cell line.  The technician sends human cell lines on dry ice to collaborators.

On the first page of the Training Matrix / Needs Assessment:
1. Identify laboratory personnel and put them in the first column under “Lab Personnel by Name”
2. Put an X under training required for each person.
· Accident Reporting*
· Electrical Work (Unqualified)*
· Emergency Action Plan*
· Fire Extinguisher Training
· Laboratory Fundamentals
· Medical Records (Access to)*
· Radiation Safety Training
Trainings that are indicated with an (*) above are included in the Laboratory Fundamentals Course.

3. Place an “X” under each additional training needed for the appropriate personnel.

Example for Operations Personnel (Figure 5)
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Page 5 of 6

A Supervisor has two housekeepers working in residence halls.  They work with cleaning chemicals and may come in contact with human blood. 

On the first page of the Training Matrix / Needs Assessment:
1. Identify laboratory personnel and put them in the first column under “List of Personnel by Name”
2. Put an X under training required for each person.
· Accident Reporting
· Bloodborne Pathogens (BBP)
· Hazard Communication
· Personal Protective Equipment (PPE)
· Medical Access Records

3. Place an “X” under each additional training needed for the appropriate personnel.




Figure 4
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Figure 5
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Training Course Criteria Requiring Training

Accident/Injury Reporting

Full or part time employees must be trained on the 

University Accident and Injury Reporting Process.

Aerial Platform Lift Operation

Any employee that operates an aerial platform lift shall take 

this training.   This training is online or classroom training 

and includes a demonstration of knowledge.  This training is 

Biosafety Level I & II

Anyone working in labs that contain Risk Group 1 & 2 

biohazards including but not limited to infectious materials, 

human cell/tissues/blood, bacteria, fungi, parasites, and 

toxins.  It is required annually by the CDC/NIH. 

Biosafety Level III

Anyone working in labs that contain Risk Group 3 

biohazards or vectors infected with Risk Group 2 agents.  

There includes a learning module and hands-on training.  It 

is required by the CDC/NIH annually. Hands on training is 

offered by the lab manager.

Bloodborne Pathogens

Anyone who works with or around human blood or other 

potentially infectious materials (OPIM) is required to take 

this training annually.

Below is guidance on training topics listed in the training matrix.  This information is designed to help determine who 

must attend and how often the training is required.

University of Notre Dame

Training Matrix / Needs Assessment Information
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Training Needs Assessment Instruction

|Overview

This document provides instructions on completing the Training Needs Assessment to identify the required training
for personnel. Training requirements are established by regulatory agencies including the Occupational Safety and
Health Administration (OSHA), Center for Disease Control (CDC), etc., as well as other groups, and includes
internal guidelines.

[|General Guidelines

The Training Needs Assessment is required for each area (both laboratory and non-laboratory) and should be
completed by the supervisor or person responsible for the area. It is required that this form be reviewed annually to
ensure all personnel are included and they are assigned the appropriate training.

[Instructions for Completing the Training Needs Assessment

STEP 1 : Identify which of the following are appropriate for the personnel working in the area.
Click on the link below and it will take you to the appropriate needs assessment form.

Laboratory
Non-Laboratory (Operations)

STEP 2: Identify all personnel working in the area that the supervisor / Pl is directly responsible.
Enter each person's name in the left column provided for personnel by name.

STEP 3: Review appropriate "Training Criteria Defined" tab for training topics.

Identify the hazards in the area such as biohazards, radioactive materials, lasers, confined spaces, exposed
electrical conductors, working at heights, etc., and those who are exposed to the hazards. This will assist in
identifying what training is required.

Then click on the appropriate link below and it will take you to the appropriate Training Criteria Definitions tab. Then
review the training topics to identify the required training.

Lab Training Criteria Defined

Operations Training Criteria Defined

STEP 4: Place an "X" identifying the specific training for all personnel.

A.) All personnel are required to take training identified by the shaded columns.
Place an “X” in each person’s row with the shaded columns.

B.) Then place an “X” in the row of the person requiring additional trainings and
the column identifying the training topic (hon-shaded columns).

Print




image4.png
* UNIVERSITY OF





