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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?
FOR NEW EMPLOYEES
· The main purpose of training is to ensure that all employees have the technical skills they need to perform the job efficiently and smoothly.
· To develop the competences of employees and improve their performance.
· To help people grow within the organisation.
· To ensure, that employees become fully competent as quickly and economically as possible.

FROM SUPERVISORS TO EMPLOYEES
· Increased levels of morale and job satisfaction among employees. 
· Increase in (employee) motivation.
· More efficient processes which will ultimately result in financial gain. 
· Innovation in strategies and products. 
· Reduction of employee turnover.
· A higher ability to adapt to new technologies and systems. 
· Some types of training are specifically designed to minimize the risk to workers and the organization in terms of accidents, safety code violations, lawsuits and customer complaints.







ii.  How are training needs assessed in an organization?
An assessment process that serves as a diagnostic tool for determining what training needs to take place. This survey gathers data to determine what training needs to be developed to help individuals and the organization accomplish their goals and objectives.
· To determine the specific needs of the employees in order to make their work faster and better. 
·  To determine if the training will have the desired effect on productivity and cost. 
· To distinguish between training and organisational issues.

iii.  Outline the essential steps involved in training process. 

· Working toward the organisational objectives- Identify the business goal
· Doing a needs assessment analysis- To Create training materials and conducts the training, it’s a good idea to take a step back and assess the situation and therefore perform a training needs assessment need to be done.
· Detecting gaps- The gaps clearly underlines the need for training of employees.
· Agreement on the training objectives- Decide and agree these objectives with the managers and HR team.
· Choosing the trainees- Decide and choose, for who should be this training programme.  
· Choosing training methods- Training methods are desired means of attaining training objectives.  
· Deciding on the evaluation means- 
· Administering the training 
· Evaluating the training- Various aspects of training in order to know whether the training program was effective.
· Feedback- Finally, a feedback mechanism is created in order to identify the weak areas in the training program and improve the same in future.

iv.  List some job training techniques. 
1) On-the-Job Training-Trainers go through the job description and reading the manual. A combination of observation, explanation and practice. 
2) Lectures- The least effective of all training methods. Studies show that people only retain 20 percent of what they are taught in a lecture.
3) Case Studies- Provide trainees with a chance to analyze and discuss real workplace issues. Can build a strong sense of teamwork as teams struggle together to make sense of a case.
4) Role-playing and simulation- This method allows employees to act out issues that could occur in the workplace. Key skills often touched upon are negotiating and teamwork.
5) Outdoor Training- A nice break from regular classroom or computer-based training, the usual purpose of outdoor training is to develop teamwork skills.
6) Films & Videos- Films and videos are good training tools, but have some of the same disadvantages as a lecture - i.e., no interaction from the trainees
.






v. How do training programmes benefit an organization? 
· Increased productivity and effectiveness 
· Reduced employee turnover.
· Improved efficiency resulting in financial gains.
· Less need for supervision.
· Increase employee’s skills and their contribution

vi. What is the difference between training and development?

1. Training is a learning process for new employees in which they get to know about the key skills required for the job. 
Development is the training process for the existing employees for their development.
2. Training is a short-term process i.e. 3 to 6 months. 
Development is a continuous process, and so it is for the long term.
3. Training focuses on developing skill and knowledge for the current job. 
Development which focuses on the building knowledge, understanding and competencies for overcoming with future challenges.
4. Training has a limited scope; it is specific job oriented. 
Development is career oriented and hence its scope is comparatively wider than training.
5. In training, the trainees get a trainer who instructs them at the time of training.
 In contrast to development, in which the manager self-directs himself for the future assignments.
6. Many individuals collectively attend the training program. 
Development is a self-assessment procedure, and hence, one person himself is responsible for one’s 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
d) Design the training programme- Setting the date for the training as well as creating a clear outline of how the training will run and choose the method you will use.
e) Practice- (Dry run)Try the training, to make sure, that everything goes smoothly and effectively
f) Training- Process of the actual training.
· I have chosen a presentation technique(which I like the most)
· Start by introducing myself(just in case, that somebody don’t know me) 
· Identifying my number one goal or topic of the presentation
· By every click on the presentation explaining everything and then give time to employee to answer any question I might have or ask them, if they have any questions
· Finishing the presentation and again ask employee, if they have any questions. Answer, if they have some. 
g) Evaluation- Post training. Ask for feedback and then decide if need to be retrain again
h) Retraining- This step is not always necessary. Retraining only needs to take place if it becomes apparent that some or all of the individuals who received the training did not acquire all of the necessary information.
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