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Question 1 
i. What should be the objectives of an effective training programme
The objective of an effective training programme should be to improve the quality of the workforce, both those employees directly involved in the training programme and those others effected by those involved in the programme, through the acquisition and reproduction of new or developed skills, knowledge, abilities and or attitudes.  Such a training programme should prepare the workforce to meet current and future needs by imparting the training in a systematic manner. Specific training programmes may be focussed on improving safety, updating skills or knowledge, increasing productivity, meeting legal requirements,  changing behaviours and attitudes, preparation for promotions or changing roles.
ii. How are the training needs assessed in an organisation?
Training needs may be assessed in multiple ways including, Gap analysis, focus groups, surveys, employee meetings, management meetings, review of organisational goals.
iii. Outline the essential steps involved in the training process
The essential steps involved in the training process can be broken down into an ADDIE process where training needs are assessed, a training programme is designed, developed and then implemented and finally evaluated. Specific steps in the training process would be an assessment of training needs to identify gaps. Objectives for the training programme would then be agreed. Trainers, trainees and training methods chosen alongside the evaluation method. Training is then administered followed by an evaluation process such as a Kirkpatrick evaluation.

iv. List some job training techniques
· On the job training

· Case study

· Lectures

· Audio / visuals 

· Role play

· Apprenticeship

· Internship

· Demonstrations

· Simulations

· Coaching

· Mentoring

· Group discussion

· Tutorial

· Conference
v. How do training programmes benefit and organisation?
Training programmes benefit an organisation by improving the quality of the workforce. This is done by improving efficiency, increasing flexibility, improving morale and motivation, increasing compliance and reducing the need for supervision with all these improving the corporate image of the organisation. 
vi. What is the difference between training and development?
Training is job specific in regard to skills, knowledge and behaviours with development relating to the whole person in all aspects. The objective of training is to improve the work performance of the employee whilst development is to provide the opportunity for the individual to improve their general knowledge and abilities for overall growth. 
	Training
	Development

	Job Specific 
	Continuous

	Short  term
	Long term

	Learning process
	Educational process

	Present focused
	Future focus

	Job Orientated
	Career and personal orientated

	Instructor Led
	Self  Led


2. Activity

Devise 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 activity I assessed the training needs of six branch managers in regard to the focus areas of Food Hygiene and Health & Safety. Over the past year there have been a number of incidents within my organisation of failures of compliance in regard to Food Hygiene Regulations as well as Health & Safety Regulations. There have also been some high profile cases in our industry of failures leading to serious consequences with some being fatal. Overall, this has resulted in much greater focus both from within the organisation and from enforcement agencies outwith. This focus has highlighted some gaps in regard to procedures, policies and practices within the organisation and which are being dealt with ongoing. 

Focussing on the areas of Food Hygiene and Health & Safety I issued a short survey to the branch mangers.

Managers Questionnaire
	1. Rate your knowledge of Food Hygiene Regulations as it relates to your branch

	
	1. None
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	
	2
	3
	1
	

	

	2. Rate your knowledge of the Company's Food Hygiene Polices & Procedures

	
	1. None
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	
	2
	2
	2
	

	

	3. Rate how well company polices and procedures in regard to Food Hygiene are implemented at your branch

	
	1. Not at all
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	
	2
	3
	1
	

	

	4. How long ago was your last Food Hygiene training

	
	1. None
	2. 4 years +
	3 year
	2 year
	1 year

	Response
	1
	4
	
	
	1

	

	5. Have you completed Elementary Food Hygiene Certificate if so how long ago

	
	1. None
	2. 4 years +
	3 year
	2 year
	1 year

	Response
	4
	1
	
	
	1

	

	6. Rate your knowledge of Health & Safety regulations as it applies to your branch

	
	1. None
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	1
	4
	1
	1
	

	

	7. Rate your knowledge of the Company's Health & Safety Polices & Procedures

	
	1. None
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	
	3
	2
	1
	

	

	8. Rate how well company polices and procedures in regard to Health & Safety are implemented at your branch

	
	1. Not at all
	2. Poor
	3. Acceptable
	4. Good
	5. Excellent

	Response
	
	2
	3
	1
	

	
	
	
	
	
	

	9. How long ago was your last Health & Safety training

	
	1. None
	2. 4 years +
	3 year
	2 year
	1 year

	Response
	2
	2
	1
	
	1

	

	10. Have you completed any formal Health & Safety training if so how long ago. Please detail any training completed

	
	1. None
	2. 4 years +
	3 year
	2 year
	1 year

	Response
	5
	
	
	
	1


The responses showed that there is a lack of knowledge on the part of the managers and that there is not the level of implementation of company polices and procedures that is required. Even the one manager who has recently had training, from another company prior to taking up their current position, does not rate their own knowledge and implementation of company policies & procedures as excellent.

The aim of the training programme is to increase the knowledge of of Food Hygiene regulations and how it applies to their area of work. How and why the companies policies and procedures are in place and the importance of these being fully and consistently implemented. The same aim would apply to Health & Safety regulations and the companies polices & procedures.

The structure of the training would be as follows

5 mangers to complete Elementary Food Hygiene Certificate on a day course delivered by local college. There is a cost involved in this due to the use of external resource so alternative is for all 6 to complete Level 1 Food Hygiene module on My Learning Zone as part of the Company's internal training programme. This PC based course is  not as detailed as an external course but can be tailored to be specific to the company and branch manager level. The same would apply to Health & Safety Training as a Company specific Level 1 module on My Learning Zone will cover the knowledge required in regard to Health & Safety Regulations.

In addition to the training detailed above in regard to regulation there will be a 1 day group training seminar with the Area Manager to explain the companies polices & procedures for both Food Hygiene and Health & Safety along with guidance and workshop on how best to have these fully and consistently implemented. The structure being 

1. Brief on Polices and Procedures

2. What is required to be done at store level

3. Discussion – current situation and barriers to improvement

4. Develop best practice guide to take away and implement. 

Evaluation of the training will be done with questionnaire at the end of the day to see the immediate reaction and over the next period of store audits to see if compliance has improved. 
