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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
Assessment 4                                                                                                         Total Marks: 30


1. Give short answers for the following questions:                                                            (18)


i. What should be the objectives of an effective training program? 

Objectives, whether training or otherwise, are all about getting from point A to B. So any objective needs to imply that something active needs to happen. The verb in a training objective is the key word that denotes observable behavior. For training objectives, it is worth keeping in mind the idea of 'behavior'. Words like 'understand', 'appreciate' or 'be aware of' are not behavioral enough because you can't easily observe them.
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Training can be accomplished quite simply through identifying clear objectives for the employee training program. By developing SMART (specific, measurable, agreed upon, realistic and time-based) objectives the employer should describe precisely what the employees must demonstrate after the training is completed. The results will demonstrate to the trainers that their efforts and methods have been successful and without this model,  which is used to judge the efficiency of the training, it will not be possible to know for certain if the training objectives have been achieved or not

The objectives of the training program should be as follows; 
(i) To provide job related knowledge to the workers.
(ii) To impart skills among the workers systematically so that they may learn quickly.
(iii) To bring about change in the attitudes of the workers towards fellow workers, supervisor and the organization.
(iv) To improve the productivity of the workers and the organization.
(v) To reduce the number of accidents by providing safety training to the workers,
(vi) To make the workers handle materials, machines and equipment efficiently and thus to check wastage of time and resources.
(vii) To prepare workers for promotion to higher jobs by imparting them with advanced skills.

ii. How are training needs are assessed in an organization? 
Conducting a training needs assessment is the first step in creating a targeted training and development program within your organization. There are basically three kinds of assessments that can be performed to discover an organization’s training needs.
1) Organizational assessment: This type of assessment analyzes the effectiveness of the organization as a whole and identifies any discrepancies. It is used to uncover the competencies, knowledge and skills that are needed by the company to bridge any associated gaps. These assessments also take into account external factors such as the current economy, environmental policies, technological developments and changing workforce demographics. Assessments will therefore determine where training is needed, how it will be conducted, to whom and when. Organizational assessments answer two critical development planning questions;
· Where in the organization is training required?
· Will the training be effective if implemented (fill the gaps)?
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2) Task assessment: Task assessment gathers information about particular job functions or occupational groups. This study identifies the key tasks, competencies and skills required to perform jobs at the most competent level. Using job descriptions, skill analyses and job inventory questionnaires these assessments are used to discover specific training needs or gaps. This type of analysis is particularly useful if an organization is moving in a new direction or undergoing restructuring. Again, the assessment is used to determine if there are any gaps between existing competencies and those needed for improved performance. Task assessments answer the following planning question;
· What skills and/or behaviors must be acquired in this job function?
3) Individual assessment: Individual assessment focuses on a particular employee to discover how well they are performing. This type of valuation determines the individual’s existing skills and competencies, their learning style and capacity for new work. The individual analysis identifies who within the organization requires training and what kind of training is needed. All-encompassing evaluations are useful as individual assessments as they identify the employee’s strengths and areas for improvement in regards to competencies, skills and behaviors. The individual assessment forms the basis for the creation of a customized training and development plan for the employee and these assessments answer the following key development questions;
· Does the employee have the necessary skills?
· What training is required for the employee to acquire the necessary skills?


iii. Outline the essential steps involved in training process.

Training is not a one off affair; rather it is a step-by-step process that will completed only after successful completion of given sequential activities. This can takes weeks, months or years depending on the needs of employers and employees, however the following steps should be followed;

1. Identifying Training Needs
Training need is the difference between ordinary performance and actual performance. Hence, it tries to bridge the gap between both by clearly identifying and underlining the need for training of employees.  

2. Establish Specific Objectives
After the identification of training needs, the most crucial task is to determine the objectives of training. Hereafter, the primary purpose of training should focus to bridge the gap between employee performances as identified above. This can be done through setting training objectives. Thus, basic objective of training is to bring a proper match between the person and the job requirements. 
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3. Select Appropriate Methods
Training methods are the desired means of accomplishing training objectives. After the purpose of training needs and specification of objectives are chosen, an appropriate training method is then identified and selected to achieve the stated objectives. There are number of training methods available but their suitability is judged by the organizational training needs.

4. Implement Programs
After the selection of a suitable method, the actual operation takes place. Under this step, the prepared plans and programs are implemented to get the desired output. Under it, employees are trained to develop for better performance of organizational activities. 

5. Evaluate Program
Constant evaluation of various aspects of training needs to be carried out in order to know whether the training program was effective. In other words, it refers to the training utility in terms of effect of training on employees’ performance. 

6. Feedback
Finally, a feedback mechanism needs to be created in order to identify the underperforming aspects of the training program with a view to improvement. For this purpose, information relating to class room, course content, food, lodging etc. are obtained from participants. The obtained information, then, tabulated, evaluated, and analyzed in order to mark weak areas of training programs and for future improvements.

iv. List some job training techniques. 

There are numerous methods and materials readily available nowadays to help companies to prepare and equip employees to improve their job performance. Indeed, with so many choices in the market place, it can be overwhelming to determine which methods are the right ones to use and when to use them. Often the best practice therefore, is to use several methods for each training session, as this may actually be the most active way to help employees learn and retain info. 
Even with the many technological advances in the training industry, traditional formats remain viable and effective and some of these are summarized and listed (with some of their advantages) as follows;
Classroom or Instructor-Led Training and its Advantages
· Instructor-led classroom training is an effective method for presenting a large volume of material to large or small groups of employees and is cost-effective, especially when not outsourced to guest speakers.
· It is a personal, face-to-face type of training as opposed to computer-based training and it ensures that everyone gets the same information at the same time. 
· Storytelling, as through time, grabs people’s attention.
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Interactive Methods and its Advantages
· Interactive sessions keep trainees engaged in the training, which makes them more receptive to the new information and it makes training more fun and enjoyable.
· They provide ways for experienced employees to pass on knowledge and experience to newer employees. 
· This method can also provide in-session feedback to trainers on how well the trainees are learning.
Hands-On Training and its Advantages
· Hands-on training methods are very effective for training in new procedures and new equipment.
· They are immediately applicable to trainees’ jobs. 
· They allow trainers to immediately determine whether a trainee has learned the new skill or procedure. Priceless!!
Computer-Based Training (CBT) and its Advantages
· Computer-based training programs are easy to use and can often be customized or custom designed.
· They are also good for helping employees develop and practice new skills.
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· CBT is measurable. When computers are used for training, it is possible to track what each employee has learned right on the computer. Most courses usually have post-learning tests to determine whether the employee has understood the training. Test scores can then give trainers statistics for training evaluations.
Online or E-Learning and its Advantages
· Online or e-learning programs are effective for training across multiple locations.
· They save the company money on travel and accommodation expenses. 
· They can be a less expensive way to get training from expert industry professionals and consultants from outside the company. 
If none of the above exactly fit the bill it is sometimes best to consider a Blended Learning Approach. Blended learning is a commonsense concept that results in great learning success. The blended learning approach is simply acknowledging that one size doesn’t fit all when it comes to training. In a nutshell, blended learning means using more than one training method identified above to train on one subject. 

v. How do training programs benefit an organization?

Training isn't just important to any company, it is vital, as it not only provides ways of improving the effectiveness of the current workforce, but it also offers attractive benefits for ambitious people to progress.
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The benefits both company and employees will realize include by providing and participating respectively in a structured training program plan, is as a minimum;
· Improved productivity and adherence to quality standards. 
· Employees develop skill sets that allow them undertake a greater variety of work. 
· Improved ability to implement and realize specific goals outlined in a company's business plan. 
· Increased ability to respond effectively to change.
Productivity normally increases when a company implements training courses. Training across the workforce, from the shop floor workers to executive level managers, also improves;
· Competitiveness 
· Morale 
· Market share 
· Company reputation and profile
· Profitability 
· Customer satisfaction 
Properly organized training can be of significant benefit to companies as it can lead to reductions in;
· Inefficient use of time and materials 
· Workplace accidents 
· Maintenance costs of equipment 
· Staff turnover and absenteeism 
· Recruitment expenses
There is, therefore, a large amount of flexibility that can be given to the delivery method of the training strategy, and, if utilized appropriately, this can successfully help to reduce expenditure. A company’s reputation for training will also be built through those educational institutions which advise and guide promising talent towards the job market and this is in itself an enormous benefit based on free advertisement and recommendation. 

 vi. What is the difference between training and development?

Human Resource Management provides two major functions i.e. Training and Development and both of these aim at improving the performance and productivity of the employees. 

Training is a program prepared by the organization to develop knowledge and skills in the employees as per the requirement of the job specification. On the other hand, Development is a structured activity in which the manpower of the organization learn and grow, it is a self-assessment act. The following outlines the subtle differences between the two;

Definition of Training
Training is a process in which the trainees get an opportunity to learn the key skills which are required to do their job or even to improve skills and qualifications.
In this day and age, many organizations shape a training program for the new staff just after their selection and induction process is completed, as this helps them know about the rules, policies and procedures for directing their behavior and attitude as per the organizational needs. Training also helps the employees to change the conduct towards their superior, subordinates and colleagues thus nurturing a “team” structure. It also helps to prepare them for their prospective jobs.
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Some of the major types of training programs used are induction training, entrance training, apprenticeship training, job training, promotional training, internship training and the merits of all of this training are summarized as follows;
· It results in higher productivity both quantitatively and qualitatively.
· It develops a number of skills in the employees.
· Improved performances.
· Cooperative environment of the organization.
· It builds confidence in the employees for doing a job.
· Decreases employee turnover.
· Lesser chances of accidents.
Definition of Development
The training for the top level employees and personnel “earmarked” for promotion is considered as development, often with a target audience of Supervisors up to high level Executives. It is a systematic on-going procedure in which identified staff learns to enhance their conceptual theoretical knowledge. It helps the individual to bring efficiency and effectiveness in their work performances. 
Development is not only limited to a specific task, it also aims to improve the personality and attitude and all-round growth which will help employees to face future challenges. It changes the mindset of the employees and makes them more challenging or competing, which is all plus/plus for the employing company.
[image: Related image]As the technology needs modernizing, manpower of the organization also needs to be updated, so their development is a must. Development is an educational process which is unending, as education clearly has no visible end. It involves training a person for higher assignments. It draws out the talents of the managerial staff and helps in applying the new knowledge, which is an ongoing requirement of the organization to succeed.
Coaching, mentoring, counseling, job-rotation, role playing, case study, conference training, special projects are some of the methods of development and this is tailored to suit specific company and employee desires and needs.
The performance of an organization is based on the quality of its employees outputs and so the greater the quality of employees, the greater will be their performance. The main purpose of development is that a second list of managers or executives is prepared for the future replacement needs.
Activity                                                                                                                                        (12)

Devise a training program for six employees in your organization after performing the following activities:

a) Assess staff training needs 

b) Identify the areas need to focus on for training 

c) Explain the training procedure.
Before developing the training program for my organization, it is important for me as the trainer to do some homework and research my company’s situation thoroughly. By gathering information in several key areas, I will be better prepared to create a relevant and customized training plan the six employees that require to undergo training.
Firstly I need to determine the several objectives required to plan an effective program and these are as follows;
Objective 1: Determine what training is needed.
Objective 2: Determine who needs to be trained.
Objective 3: Know how best to train adult learners (based on the six candidates in place).
Objective 4: Know who your audience is.
Objective 5: Draw up a detailed blueprint. 
By conducting this needs analysis, through researching and identifying the training needs all through my company, I will be finding the best ways to get my training program off on the right foot by immediately saving my company from wasting valuable time, money, and energy on unnecessary training.
Next, I’ll look at how to determine which of these six employees will need which specific types of training. Certain training topics, such as harassment or evacuation of the premises, applies to all employees. But training on specific equipment or software applies only to employees who need use those tools. It’s important to know who needs what so that I can customize my training program accordingly. 
After identifying what and who, consideration needs to be made on the age of my team as they are all adult learners and they have different learning styles to younger students. Furthermore, knowing some additional details of my employees will enable me to further tailor the style and substance of the program. Once this information is collated, I’ll be ready to draw up a detailed blueprint training program. 
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Determining the Training Needs
I intend to analyze the following company assets to help determine the company’s training needs.
· My company’s stated objectives will help me define overall training program goals. This will enable me to align my training objectives with these company goals in such a way that when the workforce meets my training objectives, they will also be meeting the company’s goals.  
· I will review the teams Job descriptions and use these job requirements as a base for any identified training. 
· By reviewing the OSHA safety log statistics I will be able to identify specific safety needs or indicators for my company. Using these injury statistics will help me to identify areas where more safety training is needed.
· HR complaints are a vital zone to review to establish if employee complaints warrant some training focus on areas such as discrimination, harassment, overtime versus compensation time, and other employee issues. 
· Legal obligations. My training program must encompass all required training to meet government and legal obligations, such as Occupational Safety and Health Administration (OSHA) requirements, Department of Labor requirements, state-specific requirements, and others. 
Determine Affected Employees
The above subjects are what the training needs will be based on, so now my six employees requirements needs to be taken into consideration. The following additional company resources will help me “fine tune” this training; 
· Company policy - For certain areas or subjects, the organization’s policies may spell out who is to be trained, in what, and on what frequency. I intend to use these instructions to clarify any requirements for my target employees. 
· Employee chronicles will be reviewed to establish if any safety violations or accidents are recorded to determine if the employees need more safety training; for harassment or discrimination complaints for example, which may indicate the need for more sensitivity training; or for performance reviews that indicate employees may need—or may have requested—more skills training. 
· Performance data – Will be reviewed as this information may identify weaknesses in performance that might require refresher training in how to use equipment and machines more efficiently or in how to use more productive procedures.                                                                                                                    
· Focus groups – Clearly this method was used to select my group of hand-picked employees. This decision has allowed me the opportunity to gather data in a short period of time. Hopefully they will interact and be good for brainstorming and be outspoken as quiet participants may be hesitant to contribute.
· Interviews - Can be very effective for discovering what training employees want, but it can also be very time-consuming. This method will be used however due to the small size of the number of employees to be trained. 
· Questionnaires - A few questions specific to training will be used to determine what is needed and this will be used for planning purposes. This method is effective for elective training or for new training areas in which you want to begin programs. Answers will be kept confidential so employees feel comfortable submitting their input. 

Know How to Train Adult Learners
Most adults are self-directed learners and they want to learn what they want, when they want, and how they want. Adult learners normally have their own style of learning so I need to structure my training program to meet these elements, however, I may still run into reluctant learners, we shall see! 
Know my Audience
In order to make this training session as effective as possible, I will need to analyze the participants in the group. I need to gather the following information about the group members;
· What is their background? 
· How much training have they had on this topic? 
· Why does management think they need more training? 
· Do any trainees have high levels of responsibility or authority in the organization?
· What are the demographics of the group? 
· How many trainees are in the group? 
· What is the average age? 
· What is the ratio of men to women?
· What is their educational level? 
· What is their level of expertise? 
· How much prior knowledge do they have about the session topic? 
· Do some know more than others?
· What is the overall attitude of the group? 
· Is this voluntary or required training?
· Do they want to be here? 
· What do they think of the subject matter? 
· What are their expectations? 
· Will the training benefit the participants? 
· Will the training benefit the trainer? The organization? 
· Could there be disadvantages as a result of the training session? 
Draw Up a Detailed Blueprint
The homework is now complete and I now know what the training needs are, who needs to be trained on what, and how best to train them. Now I need to develop my plan  and Template by; 
1. Setting specific goals to meet each training need identified. 
· Use quantifiable measurements for the accomplishments I want employees to achieve after training, such as an increased production quota or decreased injury rates. 
· Use charts, graphs, and tables wherever possible to show management specific numbers and trends that the training program hopes to achieve. 
· Set realistic targets that are achievable, but not necessarily easily. Know the trainees well enough to know how to challenge them to reach for more effective performance. Employees know they can achieve it because they already have. But they also know it’s challenging to accomplish.
2. Set up a training schedule. 
· Make a master schedule of all the training the company wants to conduct for this month or this year. 
· Within the master schedule, set specific dates for this and each session. 
· Include makeup dates for trainees who cannot attend scheduled sessions. 
3. Choose the appropriate method(s) for each group of trainees in each topic area. 
· Plan to use more than one training method for each topic to ensure that I reach all the types of learners in the session.
· Plan flexibility into my intended use of materials so that I am prepared for technical difficulties or other problems. 
· List the materials and methods I plan to use in each session.


Training Plan 
TRAINING NAME  - Safety awareness and refresher

Day 1 0900 to 1200
	Objective(s):
	1. Decrease injury rates to below companies set limits
2. By planning right you can reduce injuries 
3. Do you believe IIF (Injury, Incident Free) can be achieved?


	Names
	· Anne Smith
· Dave Spears
· Julie Davidson
· Sally Davies
· Stan Hughes
· Lee Simpson

	Result(s) desired:
	· Awareness of subject during presentation
· Interaction and participation of members 
· Answer of multi choice to be >70% pass mark

	Time:
	
50 minutes per objective

	Team involvement:
	All  


	Requirements: 
	
Already Identified focus group



Flow of the Training:
·  How can we achieve reduced incidents/injuries
·  Do you now believe we can reduce through IIF
Room Set-up and Format:
· Conference room 1 (12 seater max) 
· Round table for max interaction of team 
Detailed training explanation:
·  Slide Show (showing statistical data)
·  Interaction between employees
·  Complete questionnaire and achieve pass rate for all
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