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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.
1.i  An effective training programme would be to ensure that all current and new employees are trained up staff to keep the organization moving forward and improve performance and morale of current staff members

1.ii  Training needs to be assessed by meeting the needs of where the company is moving itself towards and by seeking the opinions of the staff by either questionnaire or meeting, or by conducting a training assessment.

1.iii  working towards the company’s objectives, assessing the needs of the staff, agreeing on the actual training, deciding who should be trained, undertaking the training and then evaluating this

1.iv.  On the job training, external training, coaching, lectures, apprenticeships, programmed learning, workshops 

1.v  If staff are regularly and routinely trained, a business will have the correct skilled people in the correct post, which will increase productivity.  Staff feel valued and this in turns increases productivity.  It shows that the organization is serious about what it does and thus staff feel the same and staff also feel supported.

1.vi  Training = learning to do a particular job correctly and successfully – job focused
 Development = growth of an employee in all respects – career focused




Activity

We are a small, fairly new, company, consisting of Executive Chairman, Head of Programme Delivery, Programme Director, Associate Programme Director and myself Office Manager.  The company’s “head office” is based in Australia and there is a small team who works there. 

As the company grows, I will be employing staff to assist me in the office.  I have therefore devised an Introduction/Training Programme for this “Office Junior”

a) The Office Junior will need to be shown office procedures, dropbox, portal. 

b) office procedures – how the telephone works, who is who in the offices (we rent a room in multi-office building), alarm, reception, fire exists,

computer systems – dropbox is used to store reports etc and some are to be shared with Australia and some stay just for the UK’s use.

Portal – this is where most of the work is done for the clients use.  

HR/Payroll

Finance – explain procedures surrounding payments in and out of the business

Learning Modules System – a system of training modules for clients use.


c)  Most of the training for the above will be conducted by myself as at present I am on the only one who deals with all of the above. The training would be hands on one to one, consisting of talking through the systems.   Additional training around the Portal and LMS could be conducted by the Global Support Manager (based in Australia) and this would be done by “Zoom” video link.  Crib sheets/User Guides have been produced for some systems.  Supervision would take place after the first week, the Office Junior would also be asked to reflect on her/his first week and this process would be repeated weekly and then subsequently monthly.  Supervision with the Head of Programme Delivery would also be included.

Sponsorship of further external training would be an option to continue their development








Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Clare Durrant
	Date
	[bookmark: _GoBack]9th January 2019




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	













image1.png
ﬁ
o R




