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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. The objectives of a successful training programme should be as follows;
· To improve employee performance and competencies – an employee who has been effectively trained will be a better asset to the business.
· To increase motivation and engagement – an employee who has a good understanding of the company and the product offering will be more motivated to succeed in their role.
· To reduce employee turnover – an employee who has been effectively trained is more likely to succeed in their role so you will not need to rehire
· To ensure employees become fully competent as quickly as possible – the more effective the training programme, the quicker an employee can get to work.
ii. Training needs are assessed in an organisation as follows:
· Work out what the employees needs are – what needs to be done to make the business successful? What strengths do you need your employees to have?
· Direct conversations with employees – employees who are performing in their roles will likely have a good idea of what trainings are required for new hires and for those that have been in the business for a while to help them progress
· Surveys - Surveys can also be used, some people prefer to provide information in a written format rather than face to face as it allows them to be more honest.
· Focus groups – split employees into small groups and brainstorm ideas as to what training may be beneficial.
· Create a training plan based around your findings
· Roll out the new training plan

iii. The essential steps involved in a training process are;
· Working towards the organisational objectives – what is the company trying to achieve? How will this training work towards achieving that
· Doing a needs assessment analysis – this is a systematic process that determines gaps between current training conditions and ideal conditions
· Detecting gaps – once the needs assessment analysis has taken place, you will be able to see the gaps within the process
· Agreement on the training objectives – the designated team to decide the training plan must agree on what the objectives for the training are
· Choosing the trainees – the selection of employees chosen must be selected carefully because training can be an expensive process.
· Choosing training methods – this could be on the job or off the job trainings dependant on the role and training itself 
· Deciding on the evaluation means – evaluate effectiveness, will you ask employees for feedback? How?
· Administering the training – thinking about the location, facilities, accessibility, timing etc for the training
· Evaluating the training – looking at the effectiveness of the training programme

iv. Some job training techniques are:
· Technology based learning – interactive videos or interactive multimedia using a CD.
· On the job training – this is done whilst employees do their actual jobs, good for time and cost saving.
· Off the job training – conferences, lectures, films etc.
· Orientations / new hire onboarding sessions – the first week of an employees tenure is vital in their success.
· Job rotation – helps engage the employee in different job areas. Particularly effective for someone in a managerial position.
· Internships and apprenticeships – these are offered to employees who work in a business for a fixed period of time and are often used to train someone people to end up in a permanent position.

v. Training is an educational process which involves sharpening the skills of employees and giving them the right tools to gain more knowledge to succeed within their role. Training not only increases productivity, but also increases job satisfaction and motivation which in turn leads to better overall performance and reduction of employee turnover. 
Training also leads to more efficient processes and a higher adaptability to new technology and systems, eventually leading to financial gain along with an improved image for the business. 
vi. An easy way to look at the differences between training and development is that training lives in the present, and development in the future.
Training faces more of an immediate challenge and involves teaching employees in a shorter period of time, days, weeks and months.
Development is more concerned with the long term future of the business and HR managers develop a strategy over months or years to improve professional development within the workplace.
Training objectives are specific and role defined whereas development objectives are broader and can cover many job roles and skill sets.

Activity
To devise a training programme for six employees in your organisation you must first assess staff training needs to identify what programmes or activities are to be provided to the staff.  You would need to conduct a training needs assessment to determine the employees specific needs, to determine whether the training will have the desired effect on productivity and cost and to distinguish between training and organisational issues.
The training needs assessment can be conducted through meetings with the employees or managers, alternatively, holding focus groups and sending out surveys. Once you have received back the data from the various meetings, you would then need to meet with the employer/management to evaluate the data in order to then create a customized training plan for the staff in question. This will then bring you into identifying the specific areas that the training needs to focus on.
To assess the specific areas needed for training, a facilitator should conduct a session with some employees from the organisation. The employees can be asked  to provide what they think are the most important areas for the training to be focused on. It is important that they are asked to be as specific as possible. The facilitator should make sure these needs are written on a board for all to see and then the employees should take a vote as to which they deem the most appropriate and necessary. The facilitator should then take the information gathered during this session and present it to the management team to get their views. It is essential that a follow up session takes place to ensure that the needs have been accurately assessed before rolling the training out.
The training procedure would be as follows;
· Complete assessment of training needs
· Set objectives following the outcome of the assessment
· Design the materials 
· Roll out and implement the training
· [bookmark: _GoBack]Evaluate how effective the training was
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