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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. 
	Training and Development

What should be the objectives of an effective training programme?

'Training – Noun - the action of teaching a person or animal a particular skill or type of behavior.'

Effective training is important in every organisation -  without the correct knowledge mistakes are made. 

It is vital in any training programmes objects are set in place. Please see below:-

· Trainers must begin with advising the clear the benefits of program, what will the training achieve, what they should be able to do, this includes knowledge and skills gained.

· Training needs to planned correctly advising the learners how long the training will take and completing the training in the amount of time given.

· Trainers need to ensure the training is clear, so the learners are fully aware of what they must do.

· Trainers must be clear about what performance is expected,what standards are required and the conditions of attendance. 

Breaking down larger objective into smaller ones can make the training more achievable.

How the training needs are assessed in an organization.
In-house training can be assessed in different ways, a colleague showing interest during 1-2-1 meetings, finical gain, staff morale, reduction of employee turn over etc....

The main steps to identify training needs

· Surveys-  Creating surveys using open and closed questions – and asking for examples to for the answers

· Employees needs- What would the benefits for the employee or the negative impact a company with no progression would have. 

· Meetings -  Having team gatherings to discuss the results from the recent survey, (monthly 1-2-1's & team meetings)

· Focus groups

· Having & implement training plans – so staff aware of the benefits of the training.

Current employees could need training due to changes in circumstances E.G new procedures, new job role, safety changes etc...
Outline the essential steps involved in training process.

IN any company there is always employees at different knowledge levels, employees who have worked with a business long term would be more knowledgeable than someone that has been there months. It is vital in any company that in house training is provided by higher level employees.
It is important to follow these essential steps involved in a training process:-
 Aiming towards working objectives

 Doing a needs assessment analysis

Detecting gaps 

 Agreement on the training objectives 

 Find the correct training methods and candidates.

  Working out evaluation means, implementing the training, and finally evaluating the training

When training it is important to use who,what, where when and how.
· WHO will benefit from the training
· WHAT is required for that training
· WHERE will the training take place
· WHEN will the training take place
· HOW will the training be implemented.

List some job training techniques. 

When training employees it is important to consider that everyone has different learning techniques, e.g. visual and practical. 

There are three main types of training:-
· On-the-Job Training-  This is done while employees do their regular jobs, it can be done with side by side coaching, feedback sessions etc....
· Off-the-Job Techniques  - is attending presentations, lectures case studies or even conferences, However this can be costly do any company.
· Orientations is mainly for new employees. It is important on the first day of a new job the employee fully understands what the job is, the hours are and what the objectives and goals are. Training topics MUST be stressed
The main learning techniques are:-
· Lectures – This is mainly presentations, its cost effective and work if it is a rather large training group trying to cover a lot of information, however, its not very personal.
· Role playing – Imitating situations that could happen in the work place, implementing working practices. This is also cost effects and is often using in marketing and management.
· Audio visual methods – Watching films, movies and DVD's. This is effective for quickness, however, once again its not a very interactive method. 
· Job rotation – This is good for the employee to have a glimpse of different aspects of the business.
· Apprenticeships & internships – These are beneficial for the younger generation who are yet to experience work, they cam for example do a customer training course while working and gaining experience.
· Programmed learning  is where the training is broken down into sections so the employees can work at there own pace. 
· Laboratory training – This is for smaller groups for middle management trainee's. This is good for team work and a chance for management to interact with their peers.
How do training programmes benefit an organization? 
Training is vital in any organisation to have, without the correct training organisations could lose custom, money and companies reputation. Training not only benefits the companies custom but also the staff moral. 

Companies that do not offer good/no training could have a high turn over in staff.

There are 5 main benefits of a brilliant training programme.

· Profit -  Employees who feel they have had good training will strive to ensure the training is implemented.

· Retention – This will save the company money, as they will be unlikely they will need to replace the employees that leave.

· Quality and product improvement -  With the correct training a company will increase:-

- Accuracy and efficiency.

- Good work safety practices

 - Excellent customer service.

· 'Flow effect' – With the correct training the entire business can benefit , it can lower costs, decrease equipment and maintenance costs, reduce accidents in the workplace and absenteeism and reduce recruitment costs.

· Being competitive -  Changing work place procedures  - Properly trained staff will be handle changes.
What is the difference between training and development?

'Training – Noun - the action of teaching a person or animal a particular skill or type of behaviour.'
'Development -Noun  - The process of developing or being developed.'
Although training and development are similar they are very different.

· Training is something that can be time specific, However development is something that will continue and would be beneficial long term.

· Training is learning a procedure/ process for new employees. Development is  training for existing employees.

· Employees are responsible for their own development – As training is time specific a trainer would advise the time it takes to complete training. As development is self management the employee would need to set time goals for there development of their own future. 
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