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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.
i. The objectives of an effective training programme are to develop the capabilities and improve their performance. Furthermore, to assist with personal growth within the organisation in order that its future needs for human resources can be met from within the organisation. Another objective of training is to reduce the learning time for employees starting in new jobs, being transferred or being promoted, and ensures that they become fully competent as quickly as economically as possible. 
ii. Training needs in an organisation are assessed in several ways. Training needs can be assessed through meetings, either between managers or between the employees. Both meetings cover the areas of what the future of the company is, what the companies are and what the employee’s strengths should be. Focus Groups are also a way in which training needs can be assessed. Focus Groups can be used in small group communication and due to this usually involve a lot more detail of the employees in the group. This is useful as it can narrow down the needs for the training and can help the employees feel more comfortable around each other and so feel more relaxed to express themselves.
iii. The essential steps involved in the training process starts with the establishing the objectives of the organisation thus working towards these. These objectives will include the organisations future prospect and what the organisations current needs are. A needs assessment is then analyzed after establishing the objectives. The assessment with clarify where specifically training is needed as well as who needs to be trained. The training objectives are then agreed on and the next step is to choose the trainees whilst deciding upon which effective training method is to be used. The training is then administered with the trainees keeping within the objectives set up before hand, with evaluation of the training happening during the process as well as at the end to make sure that all the trainees understood the training and that all areas of training where covered.
iv. There are many different training techniques that organisations use, with some using more methods than others. Training techniques can be done either on-the-job or off-the-job with companies sending their trainees to another site or external company to take part in relevant training programmes. Training can also be done at orientations, when a new employee or employees start, where the company can brief their new worker or workers on their new place of employment including a history of the company and their goals as well as outlining the rules of the company. Lectures are also a way in which training can take place. With a lecturer verbally expressing their presentation and addressing many different areas within the training. Although this method is used for large crowds of trainees, covering large amounts of training material, it is not as effective as other means of training as each trainee’s individual need is not met with some people not being able to keep up with the lecture. Role playing is a very common training technique that is used a large number of organisations as it puts the trainees in the shoes each other. This method is also very effective as the simulations that are performed during the training are normally realistic situations and so require specially thought out decisions on how to handle these situations thus making same decisions when these situations actually occur in the work-place. Apprenticeships are also very common training method in both large and small companies as it gives an employee a trail run at a more particular trade or occupation, where their learn the relevant skills on the job. Apprentices shadow a more skilled worker who will oversee the work of the apprentice and provide feedback during the apprenticeship.
v. Training programmes are beneficial to organisations as it helps the employees within that organisation acquire and reproduce new or developed knowledge skills, abilities and attitudes needed by that organisation. By an organisation providing training to their employees, they can expect an increase in the workers morale and so a more improved level of motivation within the employees. This also increases the work flow, with more efficient processes which will ultimately result in financial gain. By the employees being given training by their employers (the organisation) they would feel more appreciated in their job, of which their employers have taken the time and money to provide additional training to better an employee within their current job or provide training valuable in the chance of promotion or change in department, and as such will reduce the employee turnover. An organisation is also benefited by their employees being provided with training as they will have a large amount of highly-skilled workers who are fit for their position. Training can also be beneficial to both the employer and the employee when risk management training is appointed. These sorts of training can include things such as sexual harassment, non-discrimination as well as other relevant subjects.
vi. The similarity between training and development is that both of these things are used as a way to better progress one’s personal skills and goals. However, they do have many differences. Training is learning a particular skill or a small variety of knowledge which will help within a specific job. It helps to increase the job skill and may not always be relevant to any other job or position. Whereas development is about the growth of the employee such as the employee personal goals. This means that development is career focused in terms of employees growth whilst training is more job focused as in focusing on the one job alone and bettering one’s self at the job. Training is provided by trainers, supervisors or managers whilst development is self-taught. 

Activity
Before any training should take place, staff training needs should be assessed. A supervisor, manager or another trainer must ensure that a needs assessment is done before anything else. There should be a reason behind why training is needed, such as decrease in productivity, or else the organisation could lose their workforce and/or profit for no reason. Assessing the training needs can be done in many different ways and orders. 

A meeting with the employees can be held in which the employees can express what they believe are their most important training need/s. Although a large number of employees may have very similar ideas, there can be several areas of training expressed at this time. These areas are then noted down and doubled checked to ensure there is no duplication. These training needs are then reviewed by the employees who will agree on the priority of each training area needed. With all the employees having their say in which training they feel should be given first or made as the highest priority, they are all some way or another replicating the training of team building. Although to the employees, they are merely picking out a training that they feel is needed for their position and so are unable to completely see that they are building their relationship and trust with their fellow employees by engaging in debate. Staff surveys can also be provided to the employees and proves to be very effect as some employees are embarrassed to admit certain things in front of others. These surveys can be handed out in large masses and are especially useful in larger organisations. 

Another way in which the training needs can be assessed is through a management meetings. Managers should know their workers better than anyone else and should know their areas of weakness and lack of abilities as well as having full awareness of the future of the company. Managers can then elaborate more on which areas they feel need more training and improvement. This will then identify the areas needed to focus on for training.  

The next stage will be to perform the training itself.  In this instance, I am provided with six employees from my organisation who will be to execute this training programme after the training needs are assessed and the area that need to be focused on are identified. I will need to start this training programme by explaining the procedure so that each employee understands what input is needed from them and what the overall outcome should be at the end of said training programme. As the most common method of assessing the training needs involves the employees giving their insight into what they believe is the most important area of training needed, they can then be explained the reason behind why this training programme is taking place - because the employees feel this is their area of weakness or they wish to possess better skills and ability in this area. Although provided with a brief outline of what the outcome should be at the end of the training in terms of benefiting the organisation, I will ask each one of my six employees to jot down on a piece of paper what they feel is their goal for the training programme. If the training I would to be doing is focused on team building and work relationships, I can provide an explain of a personal goal for the end of the training that will be to better express my thoughts to my colleagues or to work alongside/with someone who I have not worked with before. This will give my employees an idea of what personal goals they should set themselves, as well as what their supervisors/managers may expect of them by the end of the training. During the training, small breaks will be taken to ensure that all my employees are still able to follow the programme and it gives time for any unsure questions to be asked. Some employees may feel embarrassed to stop the training if they do not understand something and so it gives them a chance to ask any questions as well as a chance for team discussions. At the end of the training, I will check to see if there are any areas of training that the employees feel were left untouched. This feedback can be used in future training assessment to make sure that full training is provided from then on. I will also ask the employees if they feel they have met their personal goals that they have noted down. This can correspondingly impact the training that was implemented and so may be used a constructive advice.
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