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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. 
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Give short answers to the following questions: 
I. What should be the objectives of an effective training programme? 
The aim is to identify what it is the organisation and the trainer want learners know and understand at the end of the process. The programme is then designed to achieve those learning outcomes. In my teaching I always identify at the beginning of the session to the learners what it is about and what I want them to know at the end of it. I always spend the last 5 or 10 minutes recapping with them that they have learned and understood what it was the session is about. I also find this a good way of reinforcing for me that I successfully delivered the aims and objectives of the training session on in line with the objectives of the organisation and to give the organisation a more effective workforce. The course notes reinforce this when it states that the objectives of training are to increase the value of the organizations major resource- its employees. Armstrong (2001) identifies three objectives of 
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Training and development.
a) To develop the competencies and improve the performance of employees.
b) ‘To help people grow within an organisation in order that’ as far as possible’ its future needs for human resource can be met within the organisation. For me this sentence links back to unit three on promotions and attempting grow your own talent from within rather than always having to hire externally. It also bolsters the notion of having a flexible workforce. 
c) To reduce the learning time for new employees starting in new jobs on appointment, transfer or promotion, and ensure that they become fully competent as 
quickly and economically possible. This concept also links to unit three and having a productive workforce. It also shows that employees are supported in their work which in turn enhances retention and reduces the cost of further recruitment. All learning objectives should meet the following criteria. In order for it to meet the needs of both the employee and the organisation. It should be learner centred explaining at the beginning what the learner should be able to do by the end of the training programme. All learning should be delivered in measurable terms while more difficult tasks could be broken down into separate tasks to make learning more achievable for the learner.  It should be specific and clear. This helps the learner focus. I find that there is nothing as unproductive as learners not knowing what the trainer is talking about. Training also news to be time specific and time limited. This also enables the trainer and learners to work towards specific goals in a specific time frame. The trainer should always use language that is clear, explicit and relevant to the topic. Learner questions should always be answered honestly and in a language that the learner can understand rather than the trainer attempting to answer something that he doesn’t know enough about. Such an attempted answer is quickly spotted and noted by the learners and this does not give them confidence in the 
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trainer. 
ii. How are training needs assessed in an organisation? Training needs are assessed by consulting with all stakeholders such as management meetings, meetings with employees, conducting surveys, focus groups and by reviewing organizational goals and mission statement. It is sometimes good to consult with customers who are also stakeholders because they can experience the organisation from ‘the other side the fence’ and can make valuable contributions as people who experience firsthand the efficiency and quality of customer service offered by the organisation. Stakeholder involvement is important because it enables training to be based on the needs and ideas of all who have a stake in the organisation. Training has moved from ‘we’ deciding what ‘they’ need to do better.

iii, outline the essential steps involved in training process. The first step is assessing the training needs and who should be involved in this as outlined in the previous answer. It involves looking at and analysising the training needs of the employees. A holistic approach is necessary because what has an impact on employees has an impact on the whole organisation. Another step in discovering ahat employees need is to create an employee survey with both open ended and closed questions. These type of questions are necessary to drill down to what is needed and to allow employees to express themselves. An organisation can also create focus groups to to explore training needs. This has the advantage of giving employees a stake in the shaping the kind of training that will be delivered. A disadvantage to this is if it is led 
by a senior member of staff employees may not feel free to express themselves and that they must make the right ‘noises’. An area I like to review in this process is the effectiveness and relevance of previous training. I also look at how new skills learned
in training have been implemented in the past. Training is essential but so too is an implementation period followed by a review. The next step is having gathered all the 
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relevant information from the stakeholder is to have another meeting with the employer to evaluate and collate the information in order to create a coherent and useful training plan or schedule. This is necessary in order to prioritise training needs and formulate a plan that will be fit for purpose. The next step is to draw up a training plan based on the information gathered that will be effective, productive, cost effective and beneficial to both the employee and the organisation. This is where the skills of good trainers are required as anyone can draw up a plan but only someone with knowledge can draw up one that fits the need of the organisation bringing together all the information gathered into a coherent whole. The final step is the implenenttion of the plan. The plan has to be timed to be convenient for the employees to attend. It needs to be held in a place that is conducive to learning and in an environment that is not threatening or oppressive. It has also to be implemented in a spirit of openness and where the equality, dignity of all is considered. The training programme needs to work towards organizational objectives and mission statement and requires evaluation at the end to assess its effectiveness.

iv. List some job training techniques. There are a variety of training techniques depending on the particular job. Here is a list of such techniques, On-the job Training, Off –the- job Training, Lectures, Orientations, Role playing and simulation,, Audio-Visual Methods, Job Rotation, Apprenticeships, programmed learning, laboratory Training and Graduate training programmes.

v. How do training programmes benefit an organisation? Small businesses (SMEs) gain specific benefits from training such as increased productivity, reduced employee 
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turnover, improved efficiency resulting in greater financial gain and less need for supervision of the workforce.
The major benefits of training are. Increased profitability, staff retention leading to a reduction in recruitment costs, improved quality and productivity and a reduction in accidents and work absence, there will be flow-on benefits across the company and the company will remain competitive in its line of business by removing poor work practices and high costs of productivity. Especially in a climate of a global economy. Businesses that are not competitive cease to exist as competitors become more efficient through training and embracing new and better means of productivity. Training also has the benefit of improving staff morale, inter-staff communication, time management and customer satisfaction. It also leads to a decrease in absenteeism, a satisfied workforce and a decrease in wasted effort, costs and recruitment costs. 

vi. What is the difference between training and development? These two words are often use simultaneously when used in conjunction with staff training. Training is the teaching of how to do the job. Development is done by the learner as they learn how to do the job. The more often they do the job the more their development is advanced along with their competency to do the job. Training is about maintaining and improving current job performances. It is short term as the skill needed today may be overtaken tomorrow by a new piece of technology. It is job focused and is dependent on the role of the trainer.
On the other hand development is the growth of the employee in all respects of them as a person such as attitude to work, colleagues and final outcomes. It is sometimes used to refer to the growth of executives and the development of executive 

Name: Patrick Joseph Morrissey
Student Number: 14353
Assignment Number : Unit 4
Course Title: Human Resource management level 4
Page 6 of 9



competencies and skills and unlike training it deals with long term perspectives and is career focused and skills are transferrable from one organisation to another such as accountancy. All development is about development of the self over a lifetime of work. Unlike undergoing training to achieve an organisational short term goal self development is an internal modis operandi.


Activity
Develop a training programme for six employees in your organisation 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.
For this exercise I will use the ADDIE model which is Assess, Design, Develop, Implement and the finally evaluate. For this exercise I have chosen a pub setting. It is staffed by students who all see it as part time employment to help them through university which is the main purpose and the pub job is secondary. The pub has a manager who is also the owner and is never serves, meets his customers or line manages his staff. He basically sets the rotas and counts the takings. I have been here a number of times and it is sometimes chaotic and especially when it is busy and has no leadership. I have been asked by the owner to train the staff. The pub also had a high turnover of staff.
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a) I started by collecting as much information as possible from the staff and stakeholders. I used a questionnaire and 1-2-1 interviews with the staff. I also asked customers what they thought was needed in order for them to have a better experience. I also gathered information from the owner in order to get a good understanding of different perspectives in order to proceed as instructed by the
owner. I then presented the information collected from the staff and customers to the
owner. He was basically shocked by the findings as all he was interested was the takings which was his bottom line. The staff informed me that they were over worked. Some regularly worked up to 9 days without a break. They never saw the owner and they had late finishes. 3am was a regular finish time which made life difficult for students who had lectures the following day. They also felt unsupported by the owner and felt he was taking them for granted. He never praised or thanked them and only focused on the takings. From the customers I found that they felt that customer service was very poor and that the staff were immature and inexperienced. It was a though there were two parallel universes in existence. He listened and took on board the concerns raised. Customer service was poor.

b) I then proceeded to identify the areas that I needed to focus on for training. These were staff morale, customer service and the implementation of proper line management of the staff in order that the staff had someone to give them direction when issues arose particularly with challenging behaviour from customers. I also had to involve the owner in the training which was a challenge as he thought I could put everything right and that he could still remain passive and inactive. 

c) Explain the training procedure. This had to be carefully arranged due to some issues. They were for example the timing of the training was challenging due to rotas 
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and the timing of their university lectures. Staff also declined to attend training in their own time without pay. I decided and got agreement from all concerned to provide the training online and that I would have discussions on an ad hoc basis with staff while on duty. I appreciate this was not ideal but was the best assistance I could get from the owner. I also arranged informal night out where those not on duties could meet and discuss issues. In these discussions I learned that the staff also had an issue of trust with me as they wondered if I would carry messages back to the ‘boss’ as they referred to him. This raised the issue of confidentiality. Times and dates of these nights out were agreed by all concerned. The online learning sessions were designed in bite sized pieces so that the bar staff could access and read as much or as little of them as and when they had time. The whole programme had to be presented in a supportive, non threatening manner in order win the trust of the staff. The online sessions had to be presented in simple language which was clear, precise and easily understood as people would be reading it on their own and I didn’t want it open to multiple interpretations. It was also presented in a short  The night out were informal sessions where we spoke about the content of the online sessions and dealt with any queries, questions they had. The online sessions also had a section on team building which they said they found supportive. In all there were six sessions over a an eight week period. All sessions were focused on the issues raised in the initial questionnaire.
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I also had conversations with the owner and his role. He now comes into the bar
 more often, meets his staff, supports them and speaks to his customers. This is an 
ongoing process and can develop or collapse at any time as it is dependent on the 
commitment of the participants.
The training finished several months ago. There is now more team work, the staff 
feel supported by the owner and staff turnover has reduced. From this real life 
exercise I learned that as the leader/trainer I had to negotiate many real life issues that are not mentioned in books and that my social skills were tested from time to time to reach a successful conclusion. I think we achieved a number of the objectives we set out to achieve, some more completely than others.




The course notes 
Student Statement:

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



	Student Signature
	
PJ Morrissey

	Date
	
19/6/2018




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	






image1.png
ﬁ
o R




