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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. 
	Please insert your completed assignment ( in word format)  here:

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

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

Training is the teaching and/ or learning activities undertaken for the purpose of helping employees of an organisation acquire and reproduce new or developed knowledge, skills, abilities and attitudes needed by that organisation. It is aimed at increasing the knowledge and skills of employees. With this, the organisation will also benefit.
Training is one of the best ways of helping employees work more effectively. It is a vital task in people management, and organisations must undertake it.  

The aim of training all employees is to help the organisation meet its objectives by increasing the value of its major resource- its employees. Armstrong (2001) mentions three particular training objectives:
1- To develop the competence of employees and improve their performance.
2- To help people grow within the organisation in order that, as far as possible, its future needs for human resources can be met from within the organisation. 
3- To reduce the learning time for employees starting in new jobs on appointment, transfer or promotion and ensure that they become fully competent as quickly and economically as possible. 

Training employees is an investment that businesses make in their workforce. Like any investment, it must have a payoff if it is to be considered worthwhile. An immediate objective of training is to give employees the skills they need to become better workers, resulting in financial gain. Other objectives include creating a supportive workforce, so employees know they are valued and feel more satisfaction in their jobs (Thompson, 2018).

Cost-effective training can be achieved through clear objectives for employee training. These objectives should describe precisely what the employees must demonstrate after the training. This will show the trainers whether their methods work or not. Without this criterion, which is used to judge the effectiveness of the training, it is not possible to know for sure whether the training has been effective or not. Learning objectives should meet the following criteria;
· They must be expressed in learner- orientated ways. This can be done by explaining what the learners should be able to do after the training, including certain knowledge and skills.
· Be specific and clear as possible about the performance expected of the learners, the standards required from them and the conditions of attendance. 
· Try and achieve the training in the time specified and allow sufficient time for both the trainer and the learner to achieve the training goals. 
· The language used must be clear and describe explicitly what the trainers must do. 

Certain learning objectives can still be found in published training manuals. For example, an objective for a management training course might be as follows: ‘To familiarise employees with the principles of effective management.’ It would be almost impossible to use this type of criterion as the basis for effective management of this learning activity. It is far too broad a description. 
A better way of phrasing the objective would be as follows: ‘In this training programme employees will be able to identify and define principles of effective management and be able to use real examples from practice and personal experience.’ With the clear and explicit wording of this objective it would be possible for effective learning to take place. 

Despite what is mentioned above, it is in fact easier to formulate objectives that can be easily assessed for some subjects than for others. For certain activities such as computer skills, driving, carpentry, cooking etc. it is much easier to define the objectives in measurable terms. With training programmes such as management, this is a more difficult task, although approaches such as interviewing and chairing meetings are two of the simpler ones. For more complex topics it is better to break them down into separate objectives. Only after the training objectives have been outlined can the next stages of the process be addressed. Then certain questions will need to be asked. These could include; What form will the training take? Who will conduct any particular training? What exactly will the contents be? What methods should be used? 

Employee training opportunities add expenses to a business, but these opportunities provide benefits for both the company and the employee. The type of training depends on the industry and the previous experience of the employees. A training program for new hires and continuing training opportunities create a balanced program for any company. 




ii. How are training needs are assessed in an organization?
A training needs assessment must be made before any training programmes are developed. This will optimise the benefits to the employees and keep costs down. The person providing the training, be they a manager, supervisor or another trainer, must first carry out a needs assessment. 

Training needs assessments are a means of identifying the educational programmes or activities that must be provided to ensure that employee productivity is improved. A training needs assessment is essential to:
· Determine the specific needs of the employees to enable them to work faster and better, increasing productivity.
· Determine whether the training will have the desired effect on productivity and cost. 
· Distinguish between training and organisational issues. 

Training needs assessments can be carried out individually or in combination with one another. Several methods should be contemplated in order to see the ‘big picture’. The ultimate decision on which method to use is made by the organisation. 
Things that must be done include:
1. Management Meetings: Supervisors and managers are more intimately involved with planning projects and have more awareness of the future of the company. Because of this, they know what is needed. Their knowledge of their employees’ abilities, strengths and weaknesses is essential for helping them reach the next level or equipping them with the skills for new projects in the pipeline. 
2. Meetings with employees: It is important for supervisors to gain information from employees regarding the issues they are facing and how they feel their jobs might be made easier and more efficient. During this process it is important for supervisors to ensure that employees express what they need rather than what they want. 
3. Conduct Surveys: Surveys are an efficient way of obtaining information quickly as many people can be surveyed in a short period of time. Asking employees to express their needs on paper can also be more informative as people are sometimes embarrassed to admit certain things in front of others. 
4. The surveys should be conducted as a questionnaire. The questions might be close-ended or open-ended. 

A needs assessment/survey helps an organisation achieve its goals. It reduces gaps between employee skills and the skills required by the job and department. The training needs assessment survey can also form the basis (benchmark) for determining effectiveness of the training administered. You can re-administer the training needs survey after the training was performed to see if there was an increase in performance/skills as measured by the survey.

iii. Outline the essential steps involved in training process. 
An effective training programme is built by following a systematic, step by step process. Training initiatives that stand alone often fail to meet organisational objectives and participant expectations. 
Training process steps are:
· Working towards the organisational objectives 
· Doing a needs assessment analysis
· Detecting gaps
· Agreement on the training objectives 
· Choosing the trainees
· Choosing the training methods
· Deciding on the evaluation means 
· Administering the training 
· Evaluating the training 

There are a number of questions that should be asked before deciding on the training strategy that should be used. 
· Who are the company customers?
· Why do customers buy from the company?
· Who are the competitors?
· How do the competitors serve the market?
· What competitive advantages do the competitors enjoy?
· What parts of the market have the competitors ignored?
· What strengths and weaknesses does the company have?
· What social trends are arising that will affect the organisation?

Formulating a training strategy is necessary in order to answer a couple of critical questions;
1. What is your business?
2. What should your business be?
Answering these questions as clearly as possible will make it easier for a company to identify its mission and company vision, thereby identifying the training needs.
Training needs can be assessed by analysing three human resource areas. Assessments must be done for:
· The organisation as a whole
· The features of the job, and
· The needs of all the individuals within the organisation

To begin with, it is important to analyse the current position of the organisation and how it works. It is also necessary to assess the abilities of all employees in their specific roles. The company must have a five-year plan and know what it wants to achieve in that time. When all of the above have been done, it will be easier to identify the required training programmes. 

It is necessary for the company to commit the finances necessary to put these training programmes in place and ensure they are carried out. Without this commitment the company will probably not achieve its five-year goals. Concentrate resources where they are needed and use an audit to uncover specific areas for which training is needed. This audit will identify what skills are available to the company at this moment and what skills will be needed to achieve future objectives. Discrepancies between the skills available now and those anticipated in the future will show where training is needed.

iv. List some job training techniques. 
Employee training is one of the most critical parts of the employee experience. When a new employee starts they are ready to absorb information about the company, the policies and procedures, and their role and responsibilities. Existing employees also need ongoing training to learn new skills, improve existing ones and continue to grow over time. 

Technological advances have revolutionised the training industry, giving managers more training method options than ever. Companies now have access to all kinds of digital tools including training videos and computer-based training, and can still leverage tried and true methods like traditional classroom training. Trainers also have to bear in mind the three key learning styles; Visual, auditory and kinesthetic learning. But with lots of different options it is often hard to know what is right for the company and the employees. 

Six popular training techniques include:

1. Instructor-led classroom training 
This is the most traditional and widely used training method. This method mimics other educational environments like a college course. Accounting for 42% of a company’s training hours on average and used exclusively or mostly (90-100% of the time) by 13% of organisations. A subject matter expert or training manager prepares a classroom experience- usually a lecture style presentation and presents in front of the group of trainees. 
This method has been around for a long time, it comes with plenty of benefits. Firstly, it allows personal interaction. It gives trainees the right environment and resources to interact with the instructor to ask questions that might go unanswered in non- interactive methods. It also empowers relationship building between the trainer and trainee. 

0. Interactive Methods  
This training method takes classroom style lectures to another level by interactive and group activities to the training experience. Popular interactive methods include small group discussions, case study reviews, role playing, quizzes and demonstrations. Interactive training can be highly effective because it combats the one-directional transfer of knowledge that comes with lecture-style training; by empowering conversation and group interaction, you not only keep the energy high, but allow participants to all learn from each other. This method is great for outgoing people who are more extroverted, but quieter employees might not feel as comfortable speaking up and interacting, and may get less out of this type of training. If you are going to use interactive training methods, consider incorporating activities that get everyone equally involved to ensure all your trainees reap the benefits of your time together.

0. Hands-on training 
Hands-on training skips the conceptual and dives right into the practical, allowing trainees to quickly get their hands on whatever they are learning. This approach is widely preferred by employees; 52% of adults say the best way to learn is through active participation. On top of being well-received by trainees, hands-on learning also has several other advantages. It’s often a quicker process because you dive in on day one. It can also boost knowledge recollection; long days in a training lecture may leave some trainees fried, but hands-on training requires focus, which can improve information retention. For some people however, this can pose a challenge. Many people struggle to understand the intricacies of their role without first having the right context. If you are going to offer hands-on training, you should first get to know your trainee to understand whether this method will be effective for him or her. Hands-on training can work, but only if that’s how a person learns. You can overcome this obstacle by incorporating a job shadowing experience into the process.

0. Computer based and e-learning training 
Computer based and e-learning training is a good method of training if the organisation does not want an in-person facilitator. While sometimes used interchangeably, these two approaches have one distinct difference: computer-based training (CBT) encompasses any type of training that takes place on a computer, while e-learning training is specifically training that’s hosted online via a website or web app. These digital training methods usually mimic classroom-style training, displaying visual content on screen that supports a lecturer’s voiceover. They can also include resources like videos and reading material to accompany coursework, similar to what you might find in a classroom environment. Many companies choose CBT or e-learning courses because they easily scale; one person or 500 people can take CBT courses at one time, starting and stopping at their own pace. This helps empower a range of learners as people who want to take their time and dive deeper have the freedom to do so, while quick learners who are more easily bored can move through coursework more rapidly. However, that advantage comes with a disadvantage; because CBT courses are unmonitored, it’s hard to know whether trainees are truly engaged with the material. A tip to overcome this obstacle is to incorporate quizzes and interactive modules throughout the digital experience. This helps you assess a trainee’s grasp of the material and whether he or she retained the most important information.

0. Video training 
Over the past few years, video has emerged as a game-changing media both for external use (like marketing and sales) and internal use, like training.
There are lots of different approaches you can take when it comes to video training. The most common styles include:
· Animation: This style of training video is best for explaining complex topics that don’t have an easily-recorded visual.
· Live action: These demonstration-style videos are great for showing role-play scenarios, like interactions between employees and customers.
· To-camera: Through this method, a narrator explains the information being covered in an interview-style format, speaking directly to the viewer.
· Screen recorded: This method records the actions taken on a computer, making it great for walking employees through how to use new digital tools.
No matter the method that is chosen for video training, videos are a good way of replacing long documentations, onboarding handbooks with more interactive and engaging content. 
There are several key benefits of using video training; Easily accessible;  Can be affordable to produce; They can make learning easier; It can be easy to change content if needed. 



0. Coaching and mentor training 
Training does not always have to come from a curriculum, sometimes the best learning opportunities happen during human interaction. Implementing a coaching or mentoring program can help supplement the more structured employee training methods. Having a mentor can create a growth of opportunities for employees. It can also help the employee’s build relationships that help them feel more connected and supported by the company. Coaching and mentoring can be said to have positive impacts on staff retention and engagement seeing an improvement in job performance. 
However, mentorship programs require organisations most high-performing people to step away from their primary roles to grow newer team members. This program will create long term benefits but it is important to consider the tradeoff. 

An organisation’s training program is critical to the growth of the company. If employees are not continually learning and growing with industry trends, then they are falling behind. It has been found that on average 31% of employees say training and education opportunities can increase loyalty and engagement with their employer. 

v. How do training programmes benefit an organization? 
Training courses are essential ways of improving the effectiveness of the current workforce, but they can also be seen as attractive benefits for ambitious employees. There can be many categories to training which can include management training and or sales training, there are general benefits to be realised from virtually any type of education program or policy a company undertakes. 
Benefits both the company and employee may realise include:
· Improved productivity and adherence to quality standards
· Employees develop skill sets that allow them to undertake a greater variety of work.
· Improved ability to implement and realise specific goals outlined in a company’s business plan
· Increased ability to respond effectively to change
· Reduced employee turnover, evidently improving staff retention
Productivity usually increases when a company implements training courses for their employees. This is because the employees who receive the necessary training are more able to perform in their job. The training will give the employer a greater understanding of their responsibilities within their role and in turn will build their confidence. This confidence will enhance their overall performance and will benefit the company. Training across the workforce can evidently improve:
· Competitiveness 
· Morale
· Profitability
· Customer Satisfaction
· Market Share
· Company reputation and profile 
It can also lead to reductions in:
· Inefficient use of time and materials
· Workforce accidents
· Maintenance costs of equipment 
· Staff turnover and absenteeism 
· Recruitment expenses
Training also makes a company more attractive to potential new recruits who seek to improve their skills and opportunities associated with the new skills. Having a strong and successful training strategy helps to develop employer brand and can make the company a prime consideration for graduates and mid-career changes. 
The company's commitment to training will be transmitted to the career marketplace, including jobseekers and recruitment professionals, by means word of mouth and positive feedback by current and past employees. 

vi. What is the difference between training and development?
Training and development are words that are mostly used together in the corporate world and are activities focused on improving the knowledge, performance and productivity of the employees. However, there is a distinct difference between their meaning and implications, which are often overlooked by a majority of professionals. 

Training and development differ from each other in terms of their content and objectives. Steinmetz (1969) differentiated them. 

According to her, while training is a short term process by which non-managerial personnel learn technical knowledge and skills for a definite purpose, the term development is a long term process by which managerial personnel learn conceptual and theoretical knowledge for general purpose. 

Training is often referred to as importing specific skills and behaviour. The specificity is in terms of learning a specific course content or skill like a computer language, machine operations, playing tennis etc. The focus is on improvement in performance after training along with a perceptible behavioural change. In that sense they differ slightly from conceptual or intellectual ones. 
Training; Is mostly short term with a concrete goal; Training focuses on a role; Training aims at a specific job or role requirement; Training revolves around immediate or the present needs; Training enhances the knowledge or skills for a particular job or role; Training programs can be group focused where more than one individual participates in organised group activities such as workshops, classes or seminars; The organisation takes the responsibility of training. 

Development on the other hand is holistic, often aiming at overall personality development. The content of a development programme includes conceptual or theoretical inputs, perspective strategic thinking or focusing on behavioural aspects such as leadership skills, managing teams, groups, etc. 
Development; Is a long-term activity with goals that are open-ended and ongoing; Development focuses on the person; Development is more conceptual and focuses on overall progression of the individuals; Development activities are futuristic; Development focuses on career building and progression; Development activities tend to be more of a personalised experience which is catered based on the individual’s development plan; Development is a self- assessment procedure, where individuals are held responsible for creating and owning their development plans and activities. 

With the ever changing business environment it is crucial that organisations pay equal attention to both training and development to stay ahead of the competition. Both training and development are required to work hand in hand for providing the right skills and knowledge to employees and help them get the most out of it for both the organisations benefit as well as their own progression. When an organisation looks at employees’ overall growth, apart from the job-related training, it also helps in building a more efficient, motivated and productive workforce. 

Activity (12) 
Devise a training programme 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.

A training needs assessment must be made before any training programmes are developed. This will optimise the benefits to the employees and keep costs down. The person providing the training, be they a manager, supervisor or another trainer, must first carry out a needs assessment. This could be done through observation. 
Training needs assessments are a means of identifying the educational programmes or activities that must be provided to ensure that employee productivity is improved. A training needs assessment is essential to:
· Determine the specific needs of the employees to enable them to work faster and better, increasing productivity.
· Determine whether the training will have the desired effect on productivity and cost. 
· Distinguish between training and organisational issues. 

Observations of the six employees would be the initial stage to the training programme. Management meetings would take place with the six employees and their line managers. This would allow the employees to discuss their strengths and weaknesses in detail through their own point of view. Through these meetings the line managers would be able to discuss what could be done to make them better in the classroom. Allowing the employee to voice their opinions can increase confidence within the employees. Setting up these meetings allows for a channel for communication actively getting the employees involved in the decision making. Once these meetings have been carried out and completed, from the completed training needs assessment amongst all six employees, a common area of weakness can be identified. This would be most beneficial to the employees and have a positive impact on their work. This would make the employees more engaged through the training programme. 

An effective training programme can then be designed and built following a step by step process. This would need to be designed to meet the schools ongoing development plan. The School Development Plan is a strategic plan for improvement. It brings together in a clear and simple way, the school priorities, the main measures it will take to raise standards, the resources dedicated to these, and the key outcomes and targets it aims to achieve. After completing the needs assessment analysis it should help determine what needs to be put in place to close any gaps that have been identified. The training objective would then need to be identified, in this scenario it would be the implementation of differentiation within the classroom, and how this can be successfully incorporated into all lesson plans. 

Blended learning would be the most appropriate method of training. This acknowledges that one size does not fit all when it comes to training.  Blended learning means using more than one training method to train. Several good reasons for using the blended learning approach includes:
· Reduced time and the cost of training 
· It can illustrate improved learning outcomes compared with traditional training. 
· It is believed that a big advantage of blended learning is that it more closely replicates how people actually learn on the job, through experience and interaction with co-workers. 

One training technique that would be used to deliver this training would be the most traditional and widely used training method, instructor-led classroom training. This method mimics other educational environments like a college course. The person in charge in this situation would be a middle leader or member of the senior leadership team. They would prepare the classroom and present to the group using a PowerPoint. This could include information about differentiation, how it benefits students, how it can be implemented and different resources that can be created to demonstrate differentiation.
This method of training would allow for personal interaction which would be beneficial to the small group of six, it would also allow the instructor to ask questions that might go unanswered in a non-interactive forum. The incorporation of interactive methods and hands on training would also be beneficial in this scenario, adding interactive and group activities to the training process. This could include a small group discussion between the six employees, role playing could even be used in this scenario. The six employees could work together in two smaller groups of three employees to design a lesson plan together, incorporating the main training objective of differentiation. The smaller groups would increase employee confidence to discuss their ideas together. The lesson that has been created could then be delivered either through role play or a presentation to the other group. After the presentation, feedback could then be given on what went well and how it could be improved. Middle leaders could also use the method of sharing best practice. A demonstration or an observation of how they use differentiation within the classroom could be a good way of demonstrating how this can be done successfully. The six employees would take it in turn to visit these lessons. This could help when the six employees have to create their own resources and lesson plans. It would be beneficial if this took place before their final observations. The Interactive training technique can be highly effective because it combats the one-directional transfer of knowledge that comes with the instructor-led classroom training. 

The evaluation means of the training delivered would be through formal observations in the classroom, delivering a lesson clearly evidencing the implementation of differentiation. This would happen over a period of time to allow the six employees time to get use to implementing this in all lessons. This would be a clear indication of whether the training delivered was understood and taken onboard. If the line managers felt that it was not evidenced enough, then the training could be revisited. This time it could be more specific to the individual needs of the broader training programme. 

[bookmark: _GoBack]Evaluating the training would be done through staff feedback and analysis of the formal observation feedback. 
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