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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. Give short answers for the following questions: (18)
 i. What should be the objectives of an effective training programme? 
The objectives of an effective training programme should describe precisely what the employees must be able to demonstrate after the training is completed. These objectives are described by Armstrong (2001) as:
· To develop the competences of employees and improve their performance. 
· 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. 
· 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. 
The training will also need to be cost effective and meet the learning objectives. These learning objectives are that the training will need to:
a) explain what the learners should be able to do after the training, including certain knowledge and skills and express the training in learner-oriented ways.
b) be as specific and clear as possible about the performance that is expected, the standards required and the conditions of attendance. 
c) try to achieve the training in the time specified and allow the correct amount of time for the achievement of the training goals for both the trainer and the learner. 
d) use language that is clear and explicit in describing what the trainees must do.

ii. How are training needs assessed in an organization? 
Training needs assessments are a means of identifying what educational programmes or activities must be provided to ensure employee productivity is improved. Training needs assessments can be done individually or combined with others. Several methods should be contemplated in order to ensure the big picture is being looked at. The ultimate decision of which method to use is made by the organisation. 
Firstly you should think about what employees’ needs are. Questions to be answered could be considered as a why, who, what, where and how analysis - why is the training necessary, who will need training, what will the training achieve, where will the learners be trained and how will the training will take place?
Meetings should be held with both management and employees to gather their opinions and impressions. Surveys should be created that employees must fill out using both open-ended and close-ended questions. There should also be some statements that they must think very carefully about, stimulating them to consider their own performance and how it could be improved (self-reflection). 
Following this focus groups should be organised, allowing people to freely express themselves and to brainstorm ideas. A second meeting with the employer will be necessary to evaluate the feedback from the surveys and the focus groups. A review of the organisational goals and mission statement will reveal information that is important for scheduling training to meet the organisation’s future needs. Then a customised training plan can be created that suits the organisational requirements and addresses the needs of employees, prior to implementing the training.

iii. Outline the essential steps involved in training process. 
The essential steps involved in the training process are: -
· Working toward the organisational objectives. 
· Doing a training needs analysis. 
· Detecting gaps - this a way to compare current conditions and practices in order to identify gaps and areas in need of improvement with regards to compliance to the relevant standards.
· Agreement on the training objectives.
· Choosing which employees will become the trainees. 
· Choosing which training methods are best suited to the company needs. 
· Deciding on the evaluation means. 
· Administering the training. 
· Evaluating the training - Has the training had the desired effect on the individual employees and the organisation as a whole, as it was intended to have?

iv. List some job training techniques. 
Some training techniques are:
· On the job training – apprenticeships, internships, coaching and mentoring, job rotation, shadowing or understudying, demonstrations, refresher training.
· Off the job training – lectures, media and audio-visual presentations, seminars, conferences, courses from external providers, programmed learning, e-learning, laboratory training, refresher training, role playing, simulations.
· Orientation for new employees of the organisation and employees new to a role or new to equipment.

v. How do training programmes benefit an organization? 
Small businesses in particular receive specific types of benefits from the training and advancement of their workers. These benefits include increased productivity of workers, reduced employee turnover, less need for supervision and improved efficiency resulting in financial gains. 
By training employees to become more valuable to the organisation, the employees will have a greater self-worth, dignity and generally feel better about themselves and life. As productivity increases, employees will also receive incentives and other benefits. The achievement of personal and company goals will result in further satisfaction for the employees. Training employees and increasing their development are good management practices and is also a good risk management tactic.
All sizes of organisation will benefit from training their employees, with improvements being seen in areas such as staff retention and improvements in quality and productivity. The organisation will be able to remain competitive in the market place. Staff morale and satisfaction will improve at all levels or the organisation. 
Other benefits include better inter-staff communication and leadership, improved time management and competitiveness. Customer satisfaction will also improve. Employees’ performance would be improved and business would benefit having a positive impact on the Bottom Line.
The positive effects of training will be: 
· a decrease in wasted time and materials. 
· decreasing maintenance costs of machinery and other equipment.
· a decrease in workplace accidents, which, in turn, will lead to lower insurance premiums. 
· a decrease in recruitment costs through higher retention of staff and internal promotion of skilled staff. 
· absence will decline as staff moral and satisfaction improves.
All these lead to a generally satisfied, more productive and innovative workforce.

vi. What is the difference between training and development?
The words training and development are mostly used together in the business world and are seen as activities focused on improving the knowledge, performance and productivity of the employees. However, there is a distinct difference between their meanings and implications, which are often overlooked. Training programs are organized by the organization to develop employees' knowledge and skills as per their job requirements, and is concerned with the acquisition of new skills. Development is not directly related to job requirement, rather it aims at the generic development of the individual employees in the long run, enabling them to add value to their existential skill-set In short, training is mostly provided to teach new skills while development focuses on improving existing skills. Below is a table to help understand some of the differences between training and development.
	Training
	Development

	Training is learning skills and knowledge to do a particular job successfully. It increases job skill.
	Development is the growth of an employee in all respects. It also shapes attitudes.

	The term “Training” generally is passing on specific skills to operative workers and employees.
	The term “development” is the overall growth of the executives.

	Training is focused on maintaining and improving current job performances. As such it is a short-term perspective.
	Executive development involves developing competencies and skills for future performance. As such it deals with long-term perspectives.

	Training is job focused in nature
	Development is career focused in nature.

	The role of a trainer or supervisor is crucial in training.
	All development is “self-development.” The executive must have internal motivation for self-development.



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 analysis will be necessary to identify the knowledge and skills gaps in the workforce which require development. For this case study I have identified a requirement for additional Pediatric First Aid training within my organisation.
The training is necessary as the organisation has a stated ratio of Pediatric First Aiders that are required. Certain job role holders are required to have this qualification and a sufficient number of qualified employees are need to cover shift patterns and absences. Due to staff mobility between job roles, changes in shift patterns, new staff replacing leavers and long-term sickness, further employees need to receive this training to ensure the organisation is compliant with its own stated policies. Also staff must be retrained every three years as their certification expires after this period.
Six members of staff have been identified for training. Three of these previously were trained but their certification is due to expire. After consultation with the senior management team and line managers, and also looking at the longer term plan for predicted staff movement between roles and shifts patterns, three further candidates have been identified. One person has transferred to a new job role which requires the qualification due to the nature of the role being outside of usual hours and lack of other staff on duty at this time. One other staff member has been suggested by her line manager for training due to a particular medical condition of a child that she is responsible for. The final person is new to the organisation. They have a flexible job role allowing them to be called upon at short notice and they are replacing a previously qualified employee who left the organisation.
A two day course is required to teach the skills required, at the end of which the person will have a practical and written examination to assess their skills.  A shorter, 1 day condensed course is available for those who only need to a refresher course.
After researching local providers of this training, compiling quotes, checking availability and venues, a local external training provider called Mediaid have been chosen to provide the training. We have worked with this company previously and were impressed with the training provided by them and the quality of the resources they produce. They are also competitively priced. They are able to provide the training on our site, negating the expense of travel, and lessening the time the candidates would be away from the business. We would also know that the environment will be comfortable and suitable for the training. The instructor brings all necessary resources with them.
The booking will be confirmed with the company on a suitable date. All the candidates will be notified by email in advance of the training. Line Managers and colleagues are informed to put cover arrangements in place for the staff who will be absent whilst training.  The training is diarized and a suitable room is booked. The room needs the capacity to show Powerpoint presentations and needs floor space for practical training. Staff member records will be annotated to state they will be undertaking this training.
On the first day of training, the instructor brings all necessary equipment for the course. The training will consist of lectures using Powerpoint presentations, hand outs, watching videos, carrying out role play scenarios and having practical demonstrations. Regular questioning of the candidates from the instructor is used to check their understanding. The course will cover all necessary topics to ensure the candidate is competent and confident in providing first aid assistance, focusing on the needs for young children. Additional topics such as administering Epipens and using defibrillators are included in the course at our request. Advice is also sought to cover any particular medical conditions that our staff will be dealing with, for example Epilepsy and Diabetes.
At the end of the course candidates are given a multiple choice questionnaire exam, followed individual questioning and a practical scenario to deal with. All candidates will be informed at the end of the examination session if they have passed and then certificates will be awarded. Each candidate will be asked to complete a satisfaction survey for the instructor. 
Following the training, the candidates will be asked to complete a course feedback form to indicate whether they felt the course had been worthwhile, whether it had covered all areas they wanted it to and whether they would have any comments they wished to make. This feedback would then be evaluated by the HR team and any necessary comments/problems would be highlighted to senior management and the training provider.
[bookmark: _GoBack]Following completion of the training, further training will be diarized for three years’ time when the certificates would expire.
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