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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. 
	Question 1
What are four steps for on the job training process? 

The four steps for the on the job training process are Job Breakdown, Demonstration, Have the trainee do the job (Supervised) and Follow Up. The first step which is “job breakdown” is when the trainer takes the time out to write down step by step the process for getting the job done. When the trainer takes time out to write up a step by step process for a job it makes it easier for anybody to come in and fill in or complete the job. Let’s take the supermarket industry for example, if you have a new hire who is a cashier and you are to teach her exactly what she is to do and how she is to operate the cash register but you don’t have a step by step process of a cashier’s job then it is easy to forget to show the person some of the basic things that he/she needs to know. There are some things that you might not show because you have gotten so used to using the system that you only show the things that you use often because that will be the first thing on your mind. The individual on the other hand will not understand the reason behind doing some of the things that you have shown as well as not receive adequate information as to how to go about doing her job. 

The second step which is “demonstration” is when the trainer take the time out to literally show the trainee what he/she has to do. The trainer can either do the job him/herself, tell the trainee what has to be done while he/she shows what has to be done and gives directions, demonstrate one important step at a time, give reasons why the job needs to be done, have the trainee instruct you as to how to do the job as you go about doing it and make sure he/she understands. An important factor is ensuring that everything for demonstration has been put in place so that there are no interruptions and nothing will take away from the learning experience that you are trying to give. The trainer can write up a checklist that will assist him/her with ensuring that everything is readily available and there to do the demonstration. Although, the demonstration time will not be the very same length of time as the actual job you are to ensure that you capture the most important steps that are going to get the job done. 

The third step is “have the trainee do the job”. When you have been doing something for years it begins to seem easy. The job that you are training someone to do may not be as easy as it looks. After you break everything down into steps and you demonstrate you are to evaluate how much your trainee has retained by having them do the job themselves. You are then able to measure what they have remembered, correct what they are not doing correctly, repeat a demonstration of a step so that they get it better and so much more that will determined whether the person is ready to go ahead and do the job on their own. Sometimes a real world practice may not be possible but you can still fit an activity that will stimulate the steps that are to be used and have the individual draw illustrations, practice on a model or verbally explain each step while they show it on a drawing or picture. 

The final step is “follow up”. This is when you allow the trainee to begin the job and have them evaluated at least a week after so that you can record whether your training was adequate. When you are placing the trainee on the job you are to ensure that he/she has a go to person that will assist with any issues or concerns that he/she may have. Some companies have mentorship programs where they assign a mentor to each new hire so that the new hires feel more welcomed as they have a go to resource. You are also supposed to check in frequently as the trainer so that you can correct any errors as soon as possible before they become habits. Once you’ve noticed that learning has occurred adequately you can then lessen your involvement and hand over to a supervisor. 


Question 2
What is designing evolutions? Discuss in detail. 

Although evaluations can be done from before a training starts, the main evaluation is done after the training session so that the trainer can analyze what has been retained and how the training impacted the audience. Some persons use pre-tests so that they can prepare themselves based on how much knowledge their trainees have on the subject, some also use activities during the session that determines how much people are retaining and what technique best helps them retain and some use final evaluations that will give an overall view of what came out of the session. 

All in all when evaluations are designed, they begin with positives so that persons feel like you are trying to assist them as opposed to tearing them down. The second part may have a pointer or two about future improvements and the last part measures how much skill was developed. 

Evaluations usually have a five point continuum which usually looks like, “strongly agree”, “agree”, “neither agree nor disagree”, “disagree” and “strongly disagree”. This can be used in many ways. It can be placed on a flip chart while you ask persons to raise their hands or placed in corners of the room and ask persons to go to the corner they feel strongly about. It can also be placed on a paper that persons are to fill and return. Other evaluations include observing performance or placing persons in a prescribed setting and having them complete a task. When you’re evaluating someone you also want to ensure that you measure whether there was enough time to deliver the session, you delivered adequate and relevant content and you had all the right resources to assist with bringing out the learning required. Keeping in mind that because you are dealing with human beings, and so there may be confusion, contradiction and conflicting data. For that reason it is best of you evaluate immediately after the session, formally and informally during the session whether it be during or after each module, shortly after running the program or even three to six months after running the program. 
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