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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. 
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I) The aim of an effective training programme is to help the organisation meet its target by increasing the value of its major resource- its employees. The fundamental criteria of effective training should be expressed in a leaner-oriented way. It should be specific and clear about the performance expected of the learners. There should be a time allowance specified for the training. Clear language must also be used describing explicitly what the trainers must do. 
II) There a multiple ways in which an organisation assesses it’s training needs. Management meetings, one to one meeting with employees, conducting surveys, focus groups or when reviewing the organisation’s goals and mission statement. Understanding the training needs is just as important as the training itself. 
III) The essential steps involved in training process are: working towards the organisational objectives, conducting a needs assessment analysis, detecting gaps, agreement on training objectives, choosing the trainees, choosing the methods of training, deciding on the evaluation mean, administering the training itself and finally evaluating the training. 
IV) [bookmark: _GoBack]There are various forms of job training techniques, some include; on-the-job training which is commonly used to save costs but still effective. Off-the-job, orientation, lectures, audio-visual, apprenticeships are some other forms of techniques used to deliver job training. 
V) The list of benefits training and development can bring to an organisation is endless. Some key benefits are increased productivity, reduction in employee turnover, improved efficiency resulting in financial gain, less supervision requirements and overall higher bottom line. 
VI) Training is learning skills and knowledge to do a particular job successfully. It increases the job skill. Development is growth of an employee in all aspects. It also shapes attitude. Training is job focused whereas development is career focused by nature. 

2
a) A training needs assessment must be made before any training programmes are developed. This will optimize the benefits to employees and keep costs down. Training needs assessments are a means of identifying the educational programmes or activities that must be provided to ensure that employee productivity is improved. 
b) Some areas of training needs; communication, excel training, leadership, technological and time management. 
c) The training proposal would be on-the-job in-house classroom training, making sure working towards the organizational objectives is key. After understanding the needs of the employees it would be senior management and HR who deliver such training. A questionnaire will be given after completed training to ascertain whether it has been useful. 
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