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DNA Template 1.1 – Initial Investigation Questionnaire  
Use the answers to the following questions to define the purpose of the development needs analysis. 

Before you begin, consider who you will need to consult with to answer the questions. This is a good opportunity to gain the support and buy-in of key stakeholders, so consider consulting with the people who will be affected by the outcomes of the DNA, and those who will be responsible for approving or implementing any recommendations.  
	1
	Who has suggested there is an issue or that a DNA is required? Who initiated the request? What is the issue? What has happened to suggest there is an issue? What is the current perception of the issue?

	
	The intention is to gain an understanding of the background to the request for the DNA and why it is considered a worthwhile exercise. For example, it may have been identified in the CDEM Group’s monitoring and evaluation capability assessment report.

	2
	Who are the key decision makers who will review the findings and recommendations of the DNA? Who will be responsible for implementing the outcomes of the DNA? Who will they report to? 

	
	This will have some implications for the subsequent stages of the DNA (such as defining and agreeing expectations about outcomes, reporting requirements, etc), so it is worth identifying who these individuals or groups are from the start.

	3
	Who will lead or conduct the DNA? Will the DNA require a team? Who will champion the DNA at a senior level?

	
	In most cases, the Group or Local EMO will be the person conducting a DNA. It may be useful to identify a sponsor to champion the DNA outcomes at a strategic level.


	4
	Who is the target of the DNA, i.e. who are the learners or the users of the outputs? How big is the target population? What levels is it aimed at – individual, function/team, CDEM Group/organisational, or a combination? (Refer to section 1.4 of the DNA User Guide).

	
	It is important to determine who will be the focus of the development needs analysis. For example, it might be targeted at a newly recruited individual, a team, or a multi-agency CDEM Group-wide analysis.

	5
	Is the issue important? What are the risks if it is not addressed? What will be the short or long term effects, if any? Will it damage customer, staff or stakeholder relations? 

	
	The intention of these questions is to assess the importance of the issue to be analysed. In other words, does it matter? If not, a DNA may not be necessary.

	6
	What are the expected results or outcomes of the DNA? What is the desired state or change in performance? What is the DNA trying to achieve? How will you know it has been achieved?

	
	Identify how the results of the DNA will be used to change or enhance performance. This information can form the basis for evaluating the initiatives implemented as a result of DNA.

	7
	What are the expected outputs of the DNA? What will be produced at the end of the DNA? 

	
	‘Something’ will be produced in the final stage of the DNA. This may be a formal report, an outline of a proposed learning and development programme, or a list of recommended actions. It is worth determining what the expectations of key stakeholders and decision makers are at this early stage. Refer to section 2.8 for more information about reporting.

	8
	What is the purpose statement for the DNA? 

	
	The purpose statement should summarise the key points from answers to the above questions. That is, what is driving the DNA – what are you analysing and why. It might describe an overarching purpose with several objectives beneath this. The purpose statement should describe the context, what the project will deliver, and why it is worth the effort. Once the purpose has been defined you are ready to undertake further planning.
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