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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. 
	1.
i. What should be the objectives of an effective training?

The purpose of training is to meet an organisation’s requirements and increase the value of the important recourses- employees (Armstrong ,2001).
The main objectives of the effective training are:
· To develop the competences of employees and improve their performance, by supporting them and realize their potentialities. 
· Reduction of learning time for new employees and apply practices in theory. 
· Increase motivation and engagement, for example, giving employees knowledge, extra skills and tools that will be valued for the company.
· Minimization of the risk, for example, determines the risk management with the low chance of its appearance.
ii. How are training needs are assessed in an organization?

An assessment process that serves as a diagnostic tool for determining what training needs to take place. This survey gathers data to determine what training needs to be developed to help individuals and the organization accomplish their goals and objectives. This is an assessment that looks at employee and organizational knowledges, skills, and abilities, to identify any gaps or areas of need. Once the training needs are identified, then you need to determine/develop objectives to be accomplished by the training. These objectives will form criteria for measures of success and utility.
There are different methods to define where training in organization required: 
· Needs Assessment Questionnaire
· Needs Analysis
· Employee Interviews
· Employee Opinion/Climate Surveys
· Exit Interviews
· Employee Grievances/Complaints
· Customer Returns/Calls
· Accidents & Scrap
· New Equipment / Software
· Changes in Procedures
· Re-organization
· Job Re-design
· Performance Appraisal Results
· Promotions & Terminations
· Observations
· Assessment Centres
· Employment/Skills Tests
· Focus Groups
iii. Outline the essential steps involved in training process.

From the resource provided, here are six steps in training process, such as:
1. Employees need determination
2. Surveys combination of employee’s collection 
3. Focus Group organization 
4. Organize a second meeting if necessary for the extra support 
5. Create a customized training plan that will suit to organization and employee simultaneously 
6. Launch the training 
Also, from the Ecoma, powered by MallMunch journal, (2018), there are seven steps provided: 
Same as from Armstrong (2010), but extra one is established: 
1. Employees need determination
2. Surveys combination of employee’s collection 
3. Focus Group organization 
4. Organize a second meeting if necessary for the extra support 
5. Create a customized training plan that will suit to organization and employee simultaneously 
6. Training program for ADULTS  
7. Launch the training 
This steps specifically designed, if there are below 18 employees are involved. 

iv. List some job training techniques.

Many methods of training are available- each has certain advantages and disadvantages. Here list the of different methods of training:
1. Technology-Based Learning
Example: Payroll system is technologized and everything is on software. 
2. Simulators
Example: Simulators are used to imitate real work experiences.
3. On-The-Job Training
Example: Starting work from day one can sometimes be the most effective type of training.
4. Coaching/Mentoring
Example: Coaching/mentoring gives employees a chance to receive training one-on-one from an experienced professional. This usually takes place after another more formal process has taken place to expand on what trainees have already learned.
5. Lectures
Example: Lectures usually take place in a classroom-format.
6. Group Discussions & Tutorials
Example: These most likely take place in a classroom where a group of people discuss issues.
7. Role Playing
Example: Role playing allows employees to act out issues that could occur in the workplace. Key skills often touched upon are negotiating and teamwork.
8. Outdoor Training
Example: A nice break from regular classroom or computer-based training, the usual purpose of outdoor training is to develop teamwork skills.
9. Films & Videos
Example: Films and videos can be used on their own or in conjunction with other training methods.
10. Case Studies
Example: Case studies provide trainees with a chance to analyze and discuss real workplace issues. They develop analytical and problem-solving skills, and provide practical illustrations of principle or theory. They can also build a strong sense of teamwork as teams struggle together to make sense of a case.
11. Planned Reading
Example: Basically, planned reading is pre-stage preparation to more formal methods of training. Some trainees need to grasp specific issues before heading into the classroom or the team-building session.
It will provide employees with a better idea of what the issues are, giving them a chance to think of any questions beforehand.
v. How do training programmes benefit an organization?
Training programmes will increased productivity and therefore increase profit of the company. Will reduce turnover of employees and therefore, less requirements from supervisors or managers, only if necessary.

vi. What is the difference between training and development?

Training is a program organised by the organisation to develop knowledge and skills in the employees as per the requirement of the job. 
Development is an organised activity in which the manpower of the organisation learns and grow; it is a self-assessment act.

Activity 

Below, there is a diagram, that same with the project management, represent the training programme development model.
This is the steps, followed for the training.
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Following the first question “Assess staff training needs”, there are represented in the diagram below.
Assume that the area that need to be focused is Health and Safety, particularly “First Aid” 
Followed for the training procedures, regarding the “First Aid” in Health and Safety, the steps are followed: 
· Divide the training in to special needs 
· Decide who will lead the training, i.e. HSE department or someone from Head Office (for example HR trainer) 
· Decide training priorities, for example-Does the law require you to carry out specific training (eg first-aid training)
Priorities should include: 
· those where lack of information and/or training might result in serious harm
· those that benefit the largest numbers of staff
· new recruits or those new to the working environment
· people changing jobs, working practices or taking on new responsibilities
· people using new equipment. 
· Consult employees or their representatives for their views. 
· Training must be provided during working hours and not at the expense of your employees. 
· Special arrangements may be needed for part-timers or shift workers.
· Method of training and Resources identification 
· Delivering the training (push it in to progress) 
· Finalise the outcome from training
For more information please read HSE, represented in the link below:

http://www.hse.gov.uk/pubns/priced/l74.pdf
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