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DNA Template 5.1 – DNA Report Template
Use this template to determine the structure of the DNA report. Add, remove or tailor sections as required. 
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Purpose and Structure of the Report

Purpose

The purpose of this report is to...
Structure and Content

This report contains the following sections:

Section 1
outlines the Executive Summary.
Section 2
describes the background and context to the development needs analysis, and the process followed.
Section 3
describes the findings of the development needs analysis, and provides recommendations to address the identified areas for development.
Section 4
provides practical guidance to implement the recommendations.
1 Executive Summary

The executive summary should provide an overview of the key points of this document.

2 Development Needs Analysis Approach and Process
2.1 Introduction
The purpose of this section is to…
Describe the purpose of this section and what it contains.

2.1.1 DNA process
The development needs analysis consisted of the following stages and activities:
	DNA Stage
	Description

	Initial investigation
	Describe the activities or steps undertaken.



	Planning
	Describe the activities or steps undertaken.


	Data collection
	Describe the activities or steps undertaken.


	Data analysis
	Describe the activities or steps undertaken.


	Reporting
	Describe the activities or steps undertaken.



3 Findings and Recommendations
3.1 Introduction
Describe the purpose of this section and what it contains.
3.2 Key Themes 
The development needs analysis findings are reported under the following key themes:

1. Theme 1
2. Theme 2
3. Theme 3
4. Theme 4
5. Theme 5
3.2.1 Theme 1
Describe the findings relating to theme 1. Include what is working well as well as any perceived gaps or issues. Remember that these findings provide the rationale for the recommendations.
Opportunities for Development
The following table summarises the identified opportunities for development to... [insert the outcomes, results, or purpose of these recommendations].
	Opportunities for development
	Recommendations

	
	

	
	

	
	

	
	


3.2.2 Theme 2
Describe the findings relating to theme 2. Include what is working well as well as any perceived gaps or issues. Remember that these findings provide the rationale for the recommendations.
Opportunities for Development
The following table summarises the identified opportunities for development to... [insert the outcomes, results, or purpose of these recommendations].

	Opportunities for development
	Recommendations

	
	

	
	

	
	

	
	


3.2.3 Theme 3
Describe the findings relating to theme 3. Include what is working well as well as any perceived gaps or issues. Remember that these findings provide the rationale for the recommendations.
Opportunities for Development

The following table summarises the identified opportunities for development to... [insert the outcomes, results, or purpose of these recommendations].

	Opportunities for development
	Recommendations

	
	

	
	

	
	

	
	


3.2.4 Theme 4
Describe the findings relating to theme 4. Include what is working well as well as any perceived gaps or issues. Remember that these findings provide the rationale for the recommendations.
Opportunities for Development

The following table summarises the identified opportunities for development to... [insert the outcomes, results, or purpose of these recommendations].

	Opportunities for development
	Recommendations

	
	

	
	

	
	

	
	


3.2.5 Theme 5
Describe the findings relating to theme 5. Include what is working well as well as any perceived gaps or issues. Remember that these findings provide the rationale for the recommendations.
Opportunities for Development

The following table summarises the identified opportunities for development to... [insert the outcomes, results, or purpose of these recommendations].

	Opportunities for development
	Recommendations

	
	

	
	

	
	

	
	


4 Next Steps

4.1 Introduction

The purpose of this section is to provide practical guidance to implement the recommendations presented in this report. 
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