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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. 
	
What should be the objectives of an effective program?

The aim of an effective training program is to help companies increase the human resource by tackling the following objectives:
· Improve performance, tackle incompetence’s, promote employee growth for future needs and to reduce learning time for promotions and new employees.
· Training programmes should be presented in learner orientated ways specific to their roles (College, 2019). During this, expectations and requirements of learning for the designated training program should be clear & concise, using language that will make it perfectly clear what is expected during and after training has been completed.
· Employees should be fully capable of completing their role requirements after training. 


How are training needs assessed in an organisation?

Training needs can be assessed within a company through various methods. However, it will usually entail the following steps:
· Management meetings – where planning for the future reveals the training requirements to progress
· Employee meetings – could highlight issues that employees face every day and how specific training could improve their ability to perform their roles better.
· Surveys & focus groups – to gather more information to assess what training would be sustainable and trade specific for the companies growth in both short/ long term future. However, these data gathering ventures should be soley for future improvement for the company not the employees, who may like to expand their skills set to increase their likelihood of employment elsewhere.
· Finally, all information should be evaluated and assessed for the companies future needs.
(College, 2019)

Outline the essential steps involved in training process?

· Design the process to move towards company objectives
· Assess any skill gaps and identify training needs that are required
· Select the most appropriate training candidates and training methods
· Decide on  how to evaluate the training effectiveness and how it will be measured after the training has been completed
· Apply training practices
· All training practices should have a forward focus of improving skill sets, productivity and improved customer service





List some of the job training techniques?

· On the job training
· Off the job training
· Orientations
· Role playing/ situational training
· Audio- visual
· Apprenticeships
· Programmed learning
· Lab training
(College, 2019)


How do training programmes benefit an organisation?

Training programmes enable companies to retain qualified and highly productive employees. Training programmes can also be beneficial in reducing employee turnover, reduction in employee supervision and can increase productivity efficiency. Training programmes are also often seen as good management practice within successful companies (College, 2019).


What is the difference between training and development?

· Training allows the learning of new skills for a particular role, whilst development concentrates on the growth of the employee in all areas
· Training usually applies to the term of passing on valuable information to specific skill sets and roles. Whereas, the term development refers to the general growth of the employees, for the benefit of both employee and company
· Training focuses on skill development or improving job performance. Whereas, development focuses on developing competences that may affect their long term future.
· Training is job focused, whereas development is career focused
· Trainer is crucial in training, whereas development is self-driven from personal motivation (College, 2019).




For some time, the company that I work for have been searching for a database that will satisfy all of the requirements of the ever expanding business. Currently, records are kept in paper in paper format and currently important information is often emailed to parties involved and scanned to the companies server. This is not ideal as it takes up tremendous resources to try to maintain and records often go missing. The company has now found a solution after consorting with the direct department managers as to how the business could be improved not only for the employees but for the companies efficiency and record keeping. 
The company has decided on implementing the software Kerridge into the company as a on stop database that will hold and create valuable data for all relevant employees. This will speed up many processes within the company. However, as Kerridge is a newly designed database program. The company has highlighted the need to incorporate specialist instructor training for a select few of nominated employees by the managers to be ‘super users’. The idea behind having ‘super users’ is to allow for them to be combined to create a training team for the rest of the employees and a point of reference when encountering problems with using the new system. Having multiple trainers will also improve the efficiency of evaluating the training to other employees and to set the competency standard to be expected.
The training objectives would be discussed and created with the input of those who are to be the most prominent users. Objectives will need to be centred around the application of the software and its uses to each working department where it will be implemented. This is especially important as no two different departments will use the software for the same purpose. Designing training objectives may also highlight any further training that may need to be applied parallel. This could be providing additional training for those, who’s computer knowledge is not quite up to the competency level required for the easy use of the new software.
 
Once the training program has been devised, the employees will be provided with designated training slots on a 1 2 1 basis with a ‘super user’.
Each employee will be allocated 6 hours training to hone their skills and to highlight any issues they may have. Each session will consist of theory and practical training with allowances for problem solving and questions relating to their relevant training needs and role. Training will be assessed by their ability to demonstrate how to use the software for their specific purposes set by their role. When the employees have finished their training, they will be required to sign a training log to confirm that they understand the expected competency levels. If they don’t understand some elements of the training, the employees can be retrained again till they are competent. Assessing employees competency should be evaluated yearly with refresher training and logged in a training log for each employee. Any additional training should be included in this log.
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