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SECTION I
INTRODUCTION TO TRAINING CONCEPTS AND THE TRAINING PROCESS

The first section of this report IS meant to mtroduce the reader to the basIc concepts of trammg
management, ltS utdlty 111 furthenng an orgamzatlOn's human resource obJectives, and proVide
defil1ltlons of terms and concepts The process of trammg from Identification of trammg needs,
through ll11plementatlOn and evaluatIon of the trammg program lS also mtroduced here and
discussed III more detaJ! 111 subsequent sectIOns

DefimtlOn of trammg
Trallllllg IS a planned process to modify attitudes, knowledge or skIll behaVIour through learnmg
expenences to achIeve effectIve performance 111 an activity or range of actIvitIes

Purpose oftrammg
The purpose of trammg, m the work SituatIon, IS to develop the abIllties of the mdlvldual and to
satisfy the current and future HR needs of the orgal1lzatlon

ObJcdlvc of tr.lllllllg

The fundamental obJective oftrammg [S to keep and to help the orgaJ1l7atlOn achieve ItS purpose
by dddmg value to ItS key IeSOlll ce- the people It employs Tra1l1111g reqUIres Investmg m people
to enable them to perform better and to empower them to make the best use of their natural
abJiltles

Benefits of rrammg
EffectIve traInll1g can

• 1l11111111IZe learnmg costs
• Improve mdl VIdual, team and corporate performance m terms of output, qua1Jty, speed and

overall productIvIty
• Improve operational fleXibility by extendmg the range of skills possessed by employees

(m uItlskJllmg)
• attract h1gh quality employees by offenng them learnmg and development opportullltles,

lllCreaSlI1g their levels of competence and enhancmg theIr skills
• Increase the commitment of employees by encouragmg them to Identlfy wlth the mlSSlon and

objectives of the orgalllzatlon

• help manage change by mcreasmg understandll1g of the reasons for change and provldll1g
people wlth the knowledge and skills they need to adjust to new situatIOns

• develop a pOSItIve culture m the orgal1lzatlOn, one which IS onented towards performance
1l11prOVement

• proVide hlgher levels of service to customers

The Trammg Process

Systematic trall1mg IS tramll1g which IS speCIfically deSIgned to meet defined needs It IS
deSigned and Implemented by skIlled tramers and Its Impacts are carefully evaluated

EffectIve trallllllg IS a dell berate lllterventlOn that achieves the learlllng necessary for Improved
Job performance Its deSign and ImplementatlOn follows sevel al J...ey steps Illustrated by the
followll1g figure

BESTAVAILABLE COpy
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Develop Courses

Fma!Jze Budget

Evaluate Needs

IdentIfy needs

Select Courses

Select Tramers

De!Jver Courses

Prepare Courses

Determme Workload

Fmahze Trammg Plan

Pre-course AdmmlstratlOn

IdentIfy LocatIOn & Resolitces

Certlf> Tramers

Develop Tramers

RecruIt Tramers

I
I

I

•
I
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I

I ValJdate Trammg

I Post-Course AdminIstratIon

I Transfer Learmng

I Evaluate Trammg

I ReVIse Courses

I
I
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The folIowmg provIdes a qUICk. charactenzatlOn of each step m the trammg process More
detailed diSCUSSion of specific elements wlthm thIS process are found In subsequent sectIons

IdentIfy Needs
The process starts off by Identlfymg the busmess needs and turn,ng these needs mto trammg
reqUIrements

Evaluate Needs
A check IS made to ensure that the requIred or mandated trammg IS SUItable for the
mdlvlduals concerned A check IS also made to make sure that trammg can meet the
IdentIfied need It trammg, IS not a SUitable approach, the need has to be analysed further and
alternatIves can be suggested

Select Courses
The chOIce WIll be between
• usmg an eXlstmg m-house course
• sendmg tramees to an external course
• developmg a new course

D.evelop Courses
If no SUItable courses are available, new courses have to be developed and piloted

DetermIne Workload
At thiS stage, the first estllnate of the resources that are requIred to meet trammg needs IS to
be made

RecrUIt Tramers
If the orgal1lzatlOll does not have suffiCIent tramers to meet the c\.pccted workload, there IS a
need to start the process ofrecrultmg tramers

Select TraIners
SUitable tramers need to be Identified before the course IS to be delIvered

Develop TraIners
Tramers who are selected to run courses wIll need further development of theIr own SkIlls and
knowledge such as found m trammg of tramers courses

CertIfy TraIners
If a course IS new to the tramers, they should undergo a program of observatIOn and practlce
to ensure that they reach the reqUIred standard before they are allowed to delIver the course
on theIr own

IdentIfy LocatIOn and Resources
Before announcmg the dates of the proposed courses, be sure that approprIate Iocahon(s) and
resources are avaIlable

FmalIze Budget
IdentIfy costs reqUIred to meet trammg needs and finalIze a tramIng budget BEFORE the
trammg plan IS finahzed

3
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Fmalize Trammg Plan
After budget negotlatlOns are complete, there IS a need to make adjustments to the trammg
plan PrlOntlzmg should stilI be done even If sufficIent places are avaIlable, so the
mdlVlduals most In need of the course will stIli get tramed [fthe budget IS cut later In the year

Pre-Course AdmmIstratlOn

Once the trammg plan has been concurred, the course admlllistrator has to ensure that the
Identified mdlvlduals get to the right course, at the nght time

Prepdre a Course
Before the courses can be delIvered, the tramers need to prepare themselves, the matenals,
and the trammg room

Dehver a Course
Participants are tramed However, It IS recommended that as far as the rest of the
orgal1lzatlOn IS concerned, thiS IS only the start of the change process Trammg WIll need to
be supplemented with other on-the-Job learnmg expenences

ValIdate Trammg
YalIdatlOn IS the process of ensunng that the course meets and contmues to meet ItS stated
obJel.tlves Tests observations, and tramee feedback are all data which has to be analysed to
determllle whether the objectIves are bemg met

Post - Course AdmInIstratIOn
As soon as the tralnmg has been completed, attendance should be noted on the tramees
tralJ1l1lg records

Tran!>fcr LC'lrnmg
The traInees then have to use the knowledge and practice the skill,> on the Job to ensure that
the k,lIlllllg I" tl all"kn ed 11110 thL wOIl..placc

Evalu<lte Trammg
The tramlng process shall Id have a method of ensunng that the plocess has had the deSired
L1tectOJ JesuIt

ReVIse Courses
The courses need to be reVIsed to Incorporate the changes Identified dunng evaluatIOn

ResponsIbIlity for trammg

Before we close thIS sectIOn, It IS Important to note that trammg, and real leammg, m an
orgal1lzatlCln IS not the sale responsIbilIty of the HRD and trammg staff Semor managers should
understand that they must create a leammg orgamzatlOn m whIch managers recogmse that
trammg and development are a key part of theIr role and one on which theIr performance wIll be
assessed It IS a contmuous process, whereby trammg that IS receIved m a formal settmg, IS
remforced on a dally baSIS Jl1 the regular work enVIronment WIthout thIS remforcement,
tralJ1l11g, no matter how good, IS unlIkely to have the deSIred effect

4
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The role of a speclallzed trammg functlOn IS generally to provlde advIce and gUIdance to
managers on theIr trammg responslbJlltles They are responsIble for the followmg actIvItIes
• Developmg trammg strategIes
• Analyzlllg and ldentlfymg corporate and occupatIOnal tramll1g needs
• Developll1g proposals on how these needs should be satIsfied
• Preparmg plans and budgets for trammg actlvltIeS
• Identdymg external trammg resources
• OrganIzIng mternal courses and trallllllg programs
• Trall1ll1g managers, supervisors and mentors m theIr trammg responsIbIlIties
• Provldmg help and gUIdance to mdlVlduals m preparatIon and ImplementatIOn of personal

development plans
• MOOltormg and evaluatmg the effectiveness of trammg
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What IS trammg needs analysIs concerned wIth?

SECTION 2
BFGINNING THE PROCESS - THE TRAINING NEEDS ANALYSIS

[ Whatshould he )

- Corporate or
functlOnal
standards
- Knowledge and
sklll requIred
- Targets or
standards
performance

['--__T_r_aI_n_m_g_g_a_p_?_~J

Trammg Gap

- Corporate or
functlOnal
results
- Knowledge and
skill possessed
- Actual
performance of
mdlvlduals

- ['----_WhatIS_J

Trammg needs analysIs (TNA) IS partly concerned with definlllg the gap between what IS
happening and what should happen It IS also concerned with Identlfymg and satIsfyIng the need
for multi-sklllmg--equlppmg people with the skJlls to take on extra responsibIlItIes and Increase
all-round competence

The crJtlCal first step In desIgnmg an effective trallllllg program IS found III the tramlllg needs
analysIs (TNA) It IS worth mvestmg resources m this analysIs for without It, the resultant
it 1II11llg dl."'I!~1l I:> unlIkely to adequately meet the needs of the OlgdlllzatlOn For this reason, a
significant portIOn of thl~ report IS devoted to dlscussmg the elements of trammg needs analysIs
m some detail

Defimng Trammg Needs AnalysIs

Successful TNA demands care, attention to detaIl, and a determInatIOn to search for the
performance facts and their ImplIcatIOns, rather than SImply to JUStIfy eXIstIng opmlOns and
pressures The TNA process proVIdes a valuable component of any contInuIng effort to achIeve
performance Improvement In the organIZatIon

It IS Important to note that when tramIng IS seIzed upon too qUIckly as an organIzatIOnal solutIOn,
It can become part of the problem, rather than part of the solutIOn A thorough tramIng needs
analysIS can be a valuable tool In demonstratIng to an orgamzatIOn where traInIng can be most
effectIve as well as where other means of Improvmg performance must be used

I,
-.

I
I

1

I
1

I
..

I
~

I
,

I
I
I

*
I ,

I
I
I
I
I
I
I
I



I
-

I
I
~

I
,

I
I
I
I
I
I
I
I ,
I
I
I
I
I
I
I
I

For the purpose of this report, I shall talk about the Process ofTNA and consider Trammg Needs
IdentIficatIOn as a sub-set of the process Before we begm, It IS Important to define the concepts
that will be discussed

TWInIng Need It IS a need for human performance Improvement that can best be met by trammg
of some kmd For effective analytlCal use, thIs need must be spelled out lD clear, behavlOuralIy
Oriented terms It IS vital that trammg needs, once Identlfied, are wntten down for easy
reference

T1 ammg Needs IdentificatIOn It IS the process reqUired to IdentIfy and specify trammg needs at
the mdlvldual or orgaOlzatlOnal levels In effect, thIS process mvolves a form of mformatlon
filtermg desIgned to sort out (needs) from (wants), and then to clanfy whIch of the needs
dlscovered are actually trammg needs

Trammg Needs Analysis It IS the process of exammmg trammg needs to determme how best
they might actually be met In thiS process, such conSIderations as orgamzatJonal prIOntles,
costs, resources, and the precIse nature of the 1earnmg mvo1ved come mto play

Ide;iIly, orgal1lzatlons should develop a general alertness to performance problems The HRD
Directorate should certam1y encourage thIS kmd of alertness Symptoms of performance
problems may show up III Increased levels of absenteeIsm, and tIme off for Illness, or more
numerous aCCidents They may also show up m routme boss-subordmate relatIOnshIps

SometImes major changes such as organIzatIOnal re-structunng or technologIcal changes wIll
automatically raIse performance questIons In thIS case, we might deal WIth antICIpated
performance problems or, more pOSItIvely, performance concerns The TNA process stIlI
applIes

The followmg dIagram helps to highlIght the key stages mvo1ved m TNA process

7
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All of the TNA process must remam open to further adjustments The TNA process can
encourage learn109 10 a general way by ensunng that feedback channels mto the trammg system
remam open, flexible, and attentIve

TNA can also encourage contmuous Improvement m a productIve way The challenge IS to use It
III a thoughtful, flexible way, never allowmg It to become a rIgId, Imposed structure

8
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The TNA process IS mtended not only to provIde better training programs, although thIS IS
eel tamly ItS pnmary purpose It can also become a vItal component of better management m
general Keepmg the lines of feedback! momtonng open at all tImes will automatIcally help to
ensure the continUOUS mclusIOn of new mformatIOn and the refinement of old ones It wIll also
help to convmce employees throughout the orgamzatIOn that theIr opmIOns count and wIll be
consIdered Employee cooperatIon wIth and support for TNA IS essential to the development of
a useful trammg plan But It reqUires the nght kmd of encouragement and the nght condItions

The TNA Process Plan

The HRD Manager needs a plan for carrymg out a complete analySIS of the trammg needs of the
organIzation It flows logIcally from a good actIOn appraIsal, and detaIls the cntIcal aspects of
the planned analySIS The plan as shown III the followmg figure proVIdes a good outhne

OrgamzatIOn/ Work Group
LocatlOn (s)

Date (s)
Authonzmg person (s)

Trammg Needs AnalySIS ObjectIves
Target PopulatIon

Key Performance Area (s)
Requests for Conduct of AnalySIS
ReqUIred Performance ObjectIves

Performance DIscrepancIes
Apparent Reasons for Performance DIscrepancIes

IdentIfied Trammg Needs
AnalYSIS of Trammg Needs

Trammg ObjectIves
Recommended Trammg DeSIgn

The followmg descnbes the mformatlon reqUired for each element of the TNA Process Plan and
dIscusses Its Importance

• The mitlal mformation concernmg the orgamzatIOn/ work group, the locatlOn and the date IS
Important for onentmg and loggmg mformatIOn All the InfOrmatIOn whIch WIll be gathered,
will lend Itself to future reference for dIfferent kmds oftramIng and development work

• The authonzmg person IS the key decIsIOn-maker who gIves authonty to conduct the TNA

• The TNA objectives outlIne the reasons for conductmg the TNA It could be In such a form
[ ThIS analYSIS prOject wIll IdentIfy and analyse the TN WIthIn the

organIzatIon for Improvmg the operatIOnal effectiveness of the
work group as a whole The completIOn date IS ]

9
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Two key terms m PERT are "EVENT" and "ACTIVITY" The CJrcles depIct the Events and
the Lmes show the ACtIVIty

Prepare
management

report

Nov 14

Analyze
TN

Nov 9

Refine
TN

Oct 24

Examme
performance

obJectlves

Oct 22

Examme
key performance

area

Oct 18Oct 5

In explammg thIS part of the plan to the key declSlon-maker or the authonzmg person, the
HRD Manager or the Analyst must show how he/she mtends to establIsh the reqUIred
performance ObjectIves

• The target populatIOn IS that specific group or number of people \\ hose performance needs to
be e.....ammed We can Identify the target group as

All HRs whose Job descnptlOns Indicate they have
a signIficant role to play

• The h.ey performance area IS an area or sphere of activity mcl uded as part of a Job, or
Identlfied as an Important performance objectIve set wlthll1 a gIven area of work
responsibility In Job deSCriptIOns, It IS called a "key duty" TI1JS might be stated as

[ The contmumg provISIon of accurate and tllnely
commUnIcatIOns to the managers of all types It Includes
all types of commUnicatIon messages related to the effectIve
~ufurewh ]

• The area of reqUIred performance objectIves IS lIkely to be the tnckiest one of all to work
WIth These are the performance objectIves of the mdividual or group that IS bemg analyzed
What should they be able to do m order to perform theIr Job most effectively? In developmg
a Irst of performance objectives for a partIcular trammg analYSIS, we may have to use a
number ofsources, such as Job descnptlOns, target populatIOn, supervIsors and actual on-the
Job observatIOns

• Requests for Conduct of AnalysIs outlmes those mdivIduals, matenaJ and tIme resources
needed by the analyst It IS a Job estImate to some extent Time estImatIOn IS also needed
A PERT chart helps wIth thIS, an example of whIch IS found Il1 the followmg figure
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• When the performance discrepancIes are obtaIned, the analyst IS almost near the heart of the
matter Here we are IdentIfymg the trammg gap - the dIfference between what IS vs what
should be The analyst IS determmmg where the target populatIOn IS fallmg short of the
performance ObjectIves as defined

• While the performance dIscrepancIes themselves take a lot of dfort to ldentlfy, and the
analyst may not receIve orgal1IzatIOnal recogllltlOn ImmedJateh the apparent reasons for the
performance dlscrepancles can prove even tnckler to deal \\ lth The analyst needs to be
specIfic 111 pll1-poll1tmg the reasons for the discrepancies 111 clear cause-effect terms

• The analysIs of TN IS the process of examll1mg trammg needs to determme how best they
mIght actually be met The focus here IS on Identrrylllg the kllld<; of learnmg needed and the
111(lIlL 01 the tr lllllllg or LduLdtlon that can Impart that 1L,1I1l111g

Even though trall1l11g lS seen as a worthy II1terventlon, be awal L that the specific trammg
needs proposed may not meet qUick acceptance

• The trall1ll1g objectives emerge naturally from the analYSIS of trall1ll1g needs In fact the
trall1l1lg needs can be worded as performance objectives fl<1111111g performance objectives
should be arranged m logical groupmgs or hierarchies, showmg their mterconnectlOns for
partIcular skrll and knowledge Issues

• The recommended trammg deSign sectlon of the TNA plan IS a '" ery Important sectIon The
analyst here comes to the heart of the matter How wIll the declslon-maker resolve the
performance dIscrepancies that lend themselves to the tramIng solutIOn? The recommended
tralllll1g deSIgn wIll outlme the How, When, Why, Where and What of the trammg the
analyst proposes ThiS may mclude details of different courses, andlor mterconnected
courses

Key Steps Involved m Conductmg the Trammg Needs AnalySIS

The exact steps to go through m carrymg out the analytical work WIll look somethmg !lke thIS

Conduct a general appraIsal of the entIre work group, department or orgamzatlOn

2 LISt all the ImmedIately IdentIfied trammg needs

3 IdentIfy the actual and potentIal sources of mformatJOn

4 Draw up !lsts of the key performance areas of all the employees whose work WIll be
exammed

5 Determme the methods whIch wl1l be used m carrymg out the TNA process (ThIS wlll be
explored later)

6 Develop a !lst or !lsts of performance objectIves for the key performance areas

11

r
1\

I

I
I

~ I

L



II
'"'

I
...

I
I

1

I
,

I
I

,

I
I
I
I
I

-
I
I
I
I
I
I
I
I

7 Note the I...e\ performance areas and the performance obJectlves that do not measure up lD

actual results

8 Layout specific performance discrepancIes for the employees and I...ey performance areas and
objectl\ es concerned

9 Identlh the probable causes of the performance dIscrepancies

10 Dra\\. up an IDltJaJ lIst of trammg needs from the causes Identified, IDcludmg settmg them out
as trammg obJectlVes

11 AnaJ)se the TN, settmg out such thIngs as the types of learnIng Involved, the Ideal learnIng
locatIon'> and methods

12 Layout the optIons avaIlable for meetmg other kmds of performance needs

J3 Speclf\ the orgamzatlOnal consequences of the performance discrepancies

14 Dlaw up a general trammg deSign, at least III outlme form

]5 Prepare a report detallmg the work carned out III the trall1l11g needs analYSIS process,
ll1cludlllg the obJectives, the actual work groups mvolved, the methods used, the resources
ernplo\ ed the findmgs, and the trammg recommendatlOns

Laylllg out the steps wIll help to Illustrate the compleXity of the TNA process and underlIne Its
slglllficance It also serves to underscore the Importance of soIJd preparatlOn and orgaDIzatlOnaJ
support

Areas and methods of TNA
TI all1ll1g needs should be analyzed, first for the orgaDlzatlOn as a whole, second for departments,
teams, functlons and occupatIOns, and thIrd for mdlvlduals These three areas are mterconnected
as shown m the followmg figure

12
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AnalysIs AnalysIs Trammg Performance Job
ot of human Surveys review analysIs

strategIc resource
plans plans

Trammg needs analysIs - areas and methods

It IS Important to note that needs ldentlficatlOn must balance corporate demands, polIcies and
strategIes as \\ ell as md IVldual and organIzatIOnal requests Corporate polIcies and strategles
should be the umbrella under whIch Il1dlvldual and orgamzatlonal needs are IdentIfied It IS thus
Iln pOl tant that the analyst understand corporate polIcies and strntegrcs to ensure alIgnment of
tl 3111111g actlvltle~ wIth the busll1ess directIOn

An'llysmg the Tr 'lllllllg Needs

The crItical pIece at the TNA process IS the analysis Once \\ e have ldentlfied the traInll1g
needs, we need to e><amll1e them closely from a trammg perspectIve What kmd of trammg IS
really requlled by whom how, where, and when It will be delivered are key questIOns to be
ans\\ered

In staltll1g the analysIs of tIall1l11g needs, " number of questions need to be set out These
questIOns rmght be

1 Does thIs need apply across the WOI k. group, department or orgal1lzatlon?
2 Does tl1lS need apply to Just one palilcular group of employees Jl1 a gIven locatIOn?
3 Does thIs need apply only to one or several mdlvlduals?
4 Is this need an antlclpated one?
5 Is tIm. need one that anses out of present performance shortcom lI1gs?
6 Does this trall1l11g need lI1volve some form of specJalJzed kno\\ ledge or skIll that mIght make

rt dlfficult to learn for someone 1I1 the target populatIOn?
7 Is thIs need centred directly on an Identifiable Job, or IS It more global?
8 Will accomplIshment of this trall1l11g objectIve by the rndIvldual or group of people

cancel ned be cost effectIve for the orgal1lzatlon as a whole?

13
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Trammg Need DecIsIOn Factors

The followll1g figure lays out the Issues/factors to keep m mmd as one exammes each trammg

need TlllS wIll help In focusmg on each trammg need and makmg recommendatIOns for dealmg
\\ Ith It 111 a more useful wa, to the organIzatIOn

I
I
I

3 External
Influences

4 OrgamzatJonaJ
clImate 5 Available

Training Resources

7 Time
reqUIred

6 Cost
vs benefit

8 Nature of
learnmg reqUIred

Trammg
deSign

Trammg
Need

10 IndIVIdual
vs Group

11 Proactlve
vs Reactive

required

2 L'dL11111

lnfluences

12 OrgamzatlOn
goals

requIred

J Mal-.e-up of
Human Resources

Needs evaluation

I
I

I

I
I
I
I

I

I
I

All trammg requests need to be vahdated to ensure the trammg IS both appropnate and
necessary It has been stated several times that trammg IS not always the best solutIOn for
Improvmg performance, so It IS useful at thiS pomt to elaborate a bit on why thIS IS and how the
analyst might go about outlmmg other optIons

There are two mam sets of factors that affect performance on the Job

I
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Factols related to the mdlvldual mcludmg

• SkIlls and competencies
• Psychological set-up
• Physical set-up
• Social set-up

Factors related to the work mcludmg
• Tasks and responsibIlItIes of work
• SocIal orgamzatlOn of the work
• FlIlanclal and matenal resources

Trall11l1g can deal effectively wah Improvmg skills and competencles of the mdlvldual but It IS
not an appropnate response when other factors are affectmg the level of performance For
e\.amplc ,;omethmg as simple as ll1adequate hghtmg might be hll1du Il1g the performance of an
employee or somethIng a bit more complex like the mcentlve structure for promotIOn wlthm an
orgaJ1I7ation Neither of these factors will be addressed by trall1l11g, but they can be addressed by
amendmg the physical set-up of an office m the first case, and by amendmg the structure of
IIlCentlves that are used to motlvate employees m the second Both e'(amples hlghhght the fact
that the IndivIdual conductmg the TNA must be sensitive to other factors wlthm the mdlvldual or
orgal1lzatlon that are affectIng performance and must be able to II1dlcate to sentor management
when trall1l11g IS not the appropnate response but other alternatives may be more effectIve

The best time to evaluate trammg needs IS when the needs are bemg Identified A useful process
for evaluatIng trammg needs by the trammg admmlstrator IS shown m the followmg figure

15
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Management In any organization wdl need a report showmg the results of the trammg needs
analysIs A llseful structure for such a report follows

J

J

)

I
,!
'----

I
rll1d alternatIves to trammg

Prepare a draft trammg plan

Estimate Impact oftrammg load

DIscuss draft plan wIth managers

Process for evaluatmg trammg needs

(

(

(

E'l:ecutlve Summm'y lays out the most Important findmgs of the entIre report It should not
be more than one page It gives the bare bones of what has been done and the resultmg
recommendations

The TraIning Need ~nalyslsReport

2 IntroductIOn lets the reader know the general layout of the report It should gIve fuller
detaIls and gets the reader properly onented to the mam structure of the report

3 BackgrOllnd lets the reader know the hIstory that led up to the TNA process bemg dealt
wIth TIllS Includes details of dates, people, and decIsIons

I
I
I~

-
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I
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I
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4 Scope descnbes the target populatIOn that was dealt with, the locatIOn and how the work was
analyzed Terms of Reference are set forth here showmg what, who, why, and when of the
work

5 Method leaves the reader with a thorough understanding 01 how the TNA process was
<..lit lui out IIH..Iudlllg the... I L<l"()ll~ (01 thL I11cthod(s) u~cd <llld dU,1J b all people lIlvolved III

conductlllg the analysIs

6 Fmdll1R\ outlllles the result of the analysIs conducted, the IdentIfied trammg needs, and
analysIs of the tramIng needs

7 Analysis highlIghts the varIOUS analyses carned out dunng the TNA process It mcludes the
arguments, vlewpomts, and eVidence used to Justify the findmgs

8 Com.Ju!>lOns sets out the conclusIOns fairly and logIcally They should be orgamzed by
prrorIty and areas of performance or trall1l11g concerned

9 ReuJmmendallOm these should be worded crrsply and POll1t to defil1lte actions, complete
with time/date references where pos~Hble

10 Appendzces attaches all the detarled forms or data sheets that support the work reported

17
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SECTION 3
TRAINING DESIGN AND IMPLEMENTATION

()IlL.L J \\ Iltll.Jl 11 tilling pldn J'> dglLLd upon WIth ~LI1IOl 111 111<lgLl11Ult, It IS Important to
LOl11l11UnlLLllL Ils conlent to all employee levels m the trammg department, so that each employee
!-.1l0WS ho\\ he/she can contnbute to Its achievement The plan should also be mOnitored
legulm Ii and ::,ubJected to a thorough reVieW along sIde the organizatIOn plan

When the trall1111g plan has been estab!Jshed, the trammg manager and his/her staff WIll start to
deSIgn the trallllDg programs ID order to satIsfy the trammg needs A successful trammg program
wJlI depend on the abIlity of a program deSIgner to construct a program that IS relevant to the
needs of the emplo\ees and maXImIses their learnmg

The followlIlg sectIOn hlgh!Jghts 1Il more details the steps mvolved m deslgnlllg a trammg
program

1 The objectIves of a trammg program

The first step III deslgnmg the tralllmg program IS to clearly outlme ItS obJectIves, expressed as
far as pO<;Slble III terms of behavIOur expected of the employee upon completIOn oftrallllllg

The deSIgner of the program must aVOId usmg general or ambIguous objectives because
genel alltles lead to taJiure of a trallllllg program and wasted efforts AdditIOnally, ambIgUIty and
generality of objectl\ es may lead to dIfficultIes III evaluatIOn

It IS the dut\ of a program deSIgner to establish the overall program ObjectIves and the sub
objectives of speCIfic components The mam objectives are the overall result of the whole
tJallllllg pi ogram \\ hlle the sub-objectives are a cham of results leadmg to thiS overall
achIevement

2 The LOntent oftrammg

The content of each trallllllg program dIffers m accordance WIth Its objectIves For example, a
program allnlllg to develop declsIon-maklllg skills will be slgl1lficantly dIfferent than one aimed
at developing communicatIon s!-.111s

Content IS also effected b\ the le\el of post held by the tramees, as well as by other factors such
as tlllle avallable number of persons to be tramed, depth of !-.nowledge, SkIlls and attItudes
requ II ed and bad.ground of the tramees and theIr SCIentIfic levels

3 TI allllllg methods and materials

The wise selectJon and proper use of a vanety of methods and matenals are essentIal to
mcreasmg the efficlency and effectIveness of trammg They stImulate mterest, mcrease
attentIon pIOl1lote understanding and prOVIde expenence not obta1l1able III other ways

18
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In de::.Ignll1g a trall1ll1g program, the tra1l1er must assume the respon::'lbIllty for enSUrIng learnmg
ettectl \ ene::.s by select1l1g the proper traInIng methods and matenals to meet the ObjectIves of the
\1 a1l1ll1g

-+ TIming and LocatIOn

TIm ll1g and locatIOn of a traInIng program have a strong Impact on the success of the program In

achle\ ll1g Its objectIves

~s far as tllnll1g IS concerned, the desIgner must determme the amount of time the traIners
requIre to develop necessary Job performance skIlls To do that several factors must be
consldeted both mdlvldually and In combInatIOn For example factors In estImatIng tllne
I eqlllremenb lI1clude objectIves of the program, content of the plOgrilm number of traInees and
tJ 1I11Ll" I he desIgner must also taJ...e mto consIderatIOn other matters such as whether or not
tralllee;; tune IS completely devoted to the traInIng at hand or \\ hether the work IS to be
completed dur Illg work-mg hours 111 conjUnctIon wlth other responsIbIlitIeS

\" l<it l~ 111L,ltlOn IS concerned, the trall1111g should be sItuated 111 a place that IS convelllent to as
m1ll\ p1l11LIJYlnts as posslble It should provIde an atmosphere conducIve to senous study and
l~tlt.CtlOIl The SIze and layout of the SIte will also affect the tralnmg outcome because the
amount and l-.ll1d of eqUIpment and facIlltles needed to support 1I1structIOn are determmed by
them

5 SelectIOn of Tramees

Although tl1f' determlJ1atlon of who needs to be tramed IS done dunng the trammg needs analysIs
plocess m,lLchll1!S trall1ees to sllltable programs lS done at thlS stage

Cntel13 ~uch as management level, specIalizatIOn, age, kInd of academ lC qualIficatIOn, and years
of t "penence are some of the factors that are evaluated III the process of selectIon
AdditIonally sCientIfic analysIs of personnel records of tramees can also help Despite the
<,Im i1<l11t IL'" among traInees that will be partlclpatll1g Il1 the same progl1.111 good designers have
to be Iemll1cled that no two trall1ees are alike Each has a different deSire to learn, a dIfferent
background to budd upon, and a different environment mto which they return when the trammg
IS complete

I attach t\\O forms to assIst m Identlfymg the trammg objectIves and contents clanfymg the afore
mentIOned matters
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ITargeted Group ofPm tIc/pants

ITrammg Methods
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The Trammg Program
( )

TItle of Program ( )

LocatIon

TIl11lDg From to ----

Numbu nl Days )

NlIl1lhcl ot Iloure:; ( )

NumbLI ot PartICIpants ( )

Program SuperVIsor

Day FIrst SesslOD Break FIrst SessIOn Break
Date Fm To Fm To Fro To Fm To-- -- -- -- -- -- -- --
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6 I ilL. <Ibdlty to spLaf... clearly and effectively

6 Selectlllg tramers

) 1ilL. LdpdbIllly 10 01 ga IIIze the tWlJlees group for the learnlllg e\.pCllence

22
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8 The abrllty to evaluate and cntlClse indIvIdual and group performance effectIvely and
L.on"truLllvel y

7 rill. LIp IbIllly 10 ~tJmulate tralllee Illterest and partIcIpatIOn and to keep the learnmg exercIse
on IlaLk

The tramers play an Important role m settmg the pace, In provIdIng gUIdance and assIstance, and
In furl1lshmg the subject-matter expertIse He/she also helps In evaluatmg the tramIng programs
dUrIng the valIdatIon phase of system desIgn

One method of cost assessment and control IS to consIder every program as an Independent
project and prepare an estImate for covermg ItS expendItures

7 Trammg Program Budget

10 The IJlterest, talent and commItment to partIcIpate and conduct research and consultancles

9 L\.puH.. IlL.e 1Il public and pnvate sector to help m presentmg cases from real lIfe

HavlI1g a sense of mISSIon or responSlbIhty

Although there are dIfferences In the mIx reqUIred of a tramer, he/she must have such tangIble
quahficatlons as

2 Techl1Jcal expertIse m trammg as well as general management skdl<;

4 rht- dbllIty to select appropriate materials

3 ~pl(.. iljc knowledge of the subject to be dIscussed

A traInmg budget can be defined as a type of numencal plan for the allocatIon of resources to
achIeve a program's ObjectIves But m additIOn to bemg a plan, a budget IS also a managerIal
control techmque The purpose of a budget IS to make pOSSIble a managenal determmatlon of
what resources should be expended by whom and for what resources, where, by whom and for
what control

The trall11113 staff prepare the program budget mcludmg all operat1l1g costs that allow the
program to achIeve Its objectIve The followmg breakdown of operatmg cost should be
conSidered

• Payments and fees to external Instructors and mstItutlOns m respect oftrammg
• AdmInistratIOn costs, mcludmg the prIntmg ofvarIOUS materIals, statIonary, and postage

~QQQSt(QkQJ«4(:ZCVCCMk44E

I'
(

r~

II

11
~

II
-,

I'
1

I
,

I
I

1

I
I
I ~

I
I
I
I
I
I
I
I



I
'1

I
\

I
I

I
I
I
I
I
I
I
I
I ,
I
I
I
I
I
I
I
I
~ ...$4<".

• TI ClI1"pOI tatlon

• Costs ot utilities needed
• Catermg
• Cost of materials used

Sclectlllg Courses

HaV 111g estabIlShed tbat training IS appropriate for the Identified development needs, the next step
IS to find courses that meet the needs

When It l.omes to selectmg courses, there are several optIons

• tlSlI1g an eXisting course

• modIfYIng an eXistIng COurse
• havlllg an external course
• developmg Own Course

Tlle.foJloV'll1g figure helps to make the selectIOn declslon
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t Sultable Yes

~
l "\Isllllg COIlSlder usmg
course') orgal1lzatlOn course

11 No

q

I)
Can

Yes-, e"\JSlmg

IJ course be ConsIder modIfymg
modified? eXlstmg course

I
I Yes ConsIder buymg or

IIcensmg an external

I course

I No

Considu developmg

I
your own course

t

I
I

MedIUm Yes
Consider usmg anDemand?

m-house course

I ConsIder usmg a

I
public course

I Selectmg Courses

I
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Identlf, mg LocatIOn lIld Resources

II I \. I

I _ 1I 11 l

Fmuhze T1 ummg Plan

An orgal1lzatIon that will engage 111 a SIgnIficant amount of trallllng 011 an on-gomg basIs wIll
want to cultivate a cadre of quahfied m-house tramers As wIth the recrUItment of any other
petsonnel, theIr sk.I1ls and e'<.penence will need to be matched to the l-.md of tram1l1g that the
orgal1lzatlOn e'<.pects to undertake LIke other personnel tl <llneh <lIsa need contmuous
dL \L lopmLllt to hone thCll skil Is I Lmall1 CUI rent 111 varIOUS II dll1l11!,; 1111.. thodologles, and help
them dc\ dop a career path Dependll1g on the subject matter and Its compleXIty, tramer
cel tlficatlon OJ 'accredItatIon' may also be conSIdered

SelectIng, RecrUltmg and Developmg TraIners

• the numbel of courses
• the duratIon of the courses
• the amount of time the tra1l1er spends IJ1 the class
• the number of trall1eI s needed to lun each course
• how much tIme IS spent to run each course
• how much tIme IS spent 1I1 preparing courses
• how much tune IS spent 111 developmg courses
• how much tIme IS spent In other actIVItIes such as planmng, superv l:,lng and evaluatmg
• the Jearnll1g curve of new tramers

By tl1lS stage you will have selected the courses and tramers The ne'\t deCISIon to make IS
whelc yOlI ClIL gOlllg to run the COUlses what the best learnll1g SltU<ltlOI1 \\ III be, and where yOlI
<II L gOll1g to obt<1111 thL LqulplllLnt and matenals To do thIS, the (r<lullng manager wIll want to

• Who IS to be tramed?
• Why are they to be tramed?
• When are they to be tramed
• What courses have been IdentIfied to meet the trammg reqUIrements')
• What Is/are the ol-CUpatlons of the tramees

• determ111e the type of/earnmg envIronment deSIred,
• IdentIfy potentIal locatIons,
• carry Ollt SJte surveys, and
• compare costs, SUItabilIty and avatlablltty

The l-mds ofmformatlon that IS needed for a trammg plan are as follO\\s
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• How long IS the course?
• How much \\l1l the trammg cost?

The followlllg format could be used to finahze a trammg plan

When vI, III Who IS

trallllJ1g Course To be Number Categoryl Grade
Be done? Tramed?

Why are Howls Where IS How much
rhcy to bc Tra1l11l1g to Trammg to Tralller wIll It
Tramed? be performed? Take place? cost?

PI C-COUI sc AdmInistratIOn

The HRD Dlrectorate 1S the "glue" of th~ trammg process They need to get the rIght people to
tht. nght COllI <,cs at the nght tllne In additIon to all the work that has so far been done, the HRD
staff need to handle all the lOgistICS mvolved prIor to the actual conduct of a trammg program
Activities ll1c1ude

1 Procunng locatIOn caterIng, eqUIpment and tramers
2 Prepanng worh. agreements
3 Preparl11g course lIsts
4 Confirmmg locatIon
5 Handlmg course regIstratIOn
6 Sendll1g pre-course preparatIOn work and other mstructIOns
7 ';Ubllllttlllg trall1ee mformatIon to the tramer

It should also be noted at this pomt, that the HRD staff wIll also be responSIble for some post
course admll1JstratlOn to ensure that

I Trall1ee attendance has been confirmed and becomes part of their personnel record
2 Course critiques are analyzed, and
3 Fll1ances are completed

Course PreparartlOn

The more effort that IS put mto the preparatlOn of a course, the more trouble- free that-eourse wIll
be Always plan to prevent what you know could go wrong The followmg figure mdlcates that
there are two parallel streams of preparatIOn actIVIty Not only do tramers have to prepare, but
tramees should also be expected to prepare themselves for the course to ensure the most effectIve
trammg expenence
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There are only a few comments to be made about course dehvery smce much wIll depend on the
content However, a good trammg program wIll generally contam the followmg basIc elements

Pre-course check - a tramer should ALWAYS be sure to arnve early and check to see that all
matenals, eqUIpment, etc are ready for use

2 Course mtroductlOn
3 Body of course
4 Course summary and wrap-up
5 EvaluatIon

To Dellver COllI se

l
27

Tramer does pre-work

( Prepare prmt masters J
ObtaIn pnnted materials

[ Rt.vICW lesson plan )
Obtilill 1llcllO-vlsual tapes &

equIpment S

( Check course logIstIcs )
Set IIp the training room

Course PreparatIon Process

From Pre- course adm mlstratlon

TraInees do pre-work

Trall1ees meet theIr managers
to dISCUSS

L \PCC!<lllOnS for the
course

Course Dehvery
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SECTION 4
EVALUATION AND LEARNING TRANSFER

Evaluatmg the trammg that has taken place IS crItIcal to ensurmg that the trammg program
desIgn IS actually meetmg ItS ObjectIves If It IS not, the evaluatIOn process provIdes a means for
HRD staff to determme why It IS not and gIves them a tool through whIch to amend, finetune,
and when necessary, elImmate the trammg that IS bemg offered There are two levels to thIS
evaluatIOn The first IS an Immedmte evaluatIOn by the tramees themselves as to whether or not
they feel the trammg they receIved met theIr needs and expectatIOns It IS focused on the
mdIvIdual tramee The second level lS longer tenn m nature and looks more broadly at whether
or not the trammg IS helpmg the orgamzatIOn meet lts HR ObjectIves Is learnmg transfer really
takmg place? Is the trammg havmg any vIsIble Impact when the tralllees return to the
workplace?

Tramee EvaluatIon

Let liS begm wIth the tramee evaluatIOn It IS well known that favourable reactIOns to a trallllllg
program do not guarantee that learnmg has taken place or that the behavIOur of the tramees has
ch.~mged as a result of the program Nevertheless, reactIOn measures are Important to collect for
several reasons such as

PosItive ReactIOns help ensure orgamzatlOnal support for a program

2 The measures can be used by the trammg staff to assess the success of theIr efforts, and to
provIde them with mformatlOn that may help them plan future programs

3 Favourable I eactlOns can enhance tramee motIvatIOn to learn

<1 It IS sometImes useful to take the reactIOns of particular groups of trall1ees and analyze them
sepalately

5 It 1S Important to collect reactlOn measures agam several months after the trammg program
has taken place

The attached evaluatmg forms may be helpful m evaluatmg both the course content and the
tramers who delivered the course

I
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A TI 'llllce RC'lctJOnlEvaluatlOn QUc')tlOl1n 1II C

Pka..,L L "\plall1 briefly the reasons for the ratmg yOll have glvcn

Toohght __
Too hght __
Too hght __

?Low

4 Please rate the relative value ( 1 =:: very valuable, 2 =:: worthwhtle, 3 =:: neghg1ble) of the
followmg components of the trammg program to you
• VIdeo cassettes Role playmg
• Workbooks Bramstormmg
• Small groups discussion Lectures
• Cases Readmgs

If you checked 'yes' please descnbe the Job tItles held by the people to whom you would
recommend th1S program

3 Are you gomg to recommend this trammg program to other members of your department?
Yes No

2 Were your expectatIOns exceeded __ matched __fall below__1 (check one)

ConsldLflng evelythmg, how would you rate this program? (ched. one)
UnsatIsfactory __ Satisfactory __ Good Outstandmg __

5 Was the rat10 of lectures to cases ( check one)
Hlgh__ Ok

8 What suggestIOns do you have for Irnprovmg the program?

7 How would you evaluate your partlc1patIOn m the program? (check)
Overall workload Too heavy __ Just nght __
Case preparatlOn Too heavy __ Just nght __
Homework assignments Too heavy __ Just nght __

6 Were the Videocassettes pertment to your work? ( check one)
• To most of my work
• To some of my work
• To none of my work

9 Please add any additional comments that you thmk mIght be helpful for the trammg staff to
know before scheduhng future programs
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321
EntIrely unsympathetic

and

3 2
Subject seems
Irksome to hIm

3 2
Knows httle
than tramees

321
Indefimte, unmvolved,
and monotonous

321
Destroys mterest III

subject, makes
Work repulSIve

321
Is too academIC and
school lIke

7 6 5 4
TrIes to be conSiderate,

but finds tl1lS

765 4
Seems mIldly
Interested

dIfficult at tImes

765 4
OccaSIOnally
l11spmng, creates
mIld mterest

765 4
SometImes mechamcal
And monotonous

765 4
OccaSIOnally goes off
onto Irrelevant
tangents

765 4
Sometimes has to look
Thmgs up to answer
questIOns

10 9 8
Always courteous
and consIderate

10 9 8
Knows the area

thoroughly

10 9 8
Always appears full
of IllS subject

10 9 8
Clear, defimte, and
forceful

10 9 8
InspIres students
to ll1dependent
effort, creates desire
for investigatIOn

10 9 8
TIes Ideas and
facts back to

the Job

COIl';;lder"te
attItude
tOWald
InLOn~ldL[ dlL

tralllees

Intel est 111

<;ubJLet

Note to Tramers To keep conditIOns as nearly umform as possIble, It IS Important that no
InstructIOns be gIven to the tramees The ratmg scale should be passed out wIthout comment

TIllS ratIng IS entIrely confidentIal Do not sIgn your name or make any other mark on the paper
th<1t could sel ve to IdentIfy yourself

Note to Tramees Followmg IS a lIst of qualItIes that tend to determll1e If the tramer (mstructor)
IS effectIve or ll1effectlve Of course, nobody approaches the Ideal 111 all of these qualItIes, but
some do some more than others You can proVIde mformatlon that will be used m ImprovIng
one of the ten numbers along the Ime at the pomt whIch most nearly descrIbes him or her with
reference to the quality you are consIderIng

FOI III tOl LV llu Itlllg Tr,lInCJS R,ltmg Sc llL 101 In"l! uUlOn

Relevance

StllTIulatll1g
Intellectual
CUflOSlty

Depth of
k.nowledge
more

PresentatIon
of subject
Matter
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Tlansferrmg the trammg mto busmess can be both difficult and complex How can we optImIze
the posslbtltty of gettmg pOSItIve transfer?

Strategies for maxlmlzmg retentIOn and transfer, can be dIscussed In three stages Before,
DlIIlllg, and After trammg

Le'11 nmg TI ansfer

TI ammg, no matter how good, IS a waste of tIme If It does not help Improve the busmess, and
tl ammg wlll have no Impact on the busmess unless the skIlls are Llsed back at the workplace
Learnmg transfer, therefore, refers to the post-trammg applIcatIon of the newly acqUIred
knowledge and skJlls to Improve the busmess

I
I
I

I
l

.,

Conduct a needs analysIs that mcIudes multIple representatives and partIcIpants
Seek out supervIsory support for trammg
Inform the tramees regardmg the nature of the tramll1g
Assign tasks pnor to the trammg seSSIOns to stImulate mterest m advance

MaXIITIlZe the simllanty between the trammg SItuatIOn and the Job situatIOn
ProVIde as much expenence as possible WIth the task bemg taught
Have the tramees practice theIr newly learned skills m actual situatIOns that they WIll
encounter back on their Jobs
ProVIde for a vanety of examples when teachmg concepts or SkIlls
Label or IdentIfy Important features of a task
Make sure that general pnnclples are understood before expectmg much transfer
ProVIde tramees WIth the knowledge, skIlls, and feehngs of self-efficIency to self
regulate theIr own behavIOurs back on theIr Jobs
DeSIgn the trammg content so that the tramees can see ItS apphcabllrty
Use adjacent questIOns to gUIde the tramee's attentJOn

Tramees should be assIgned speCIfic behaVIOural goals, and should complete
behaVIoural progress reports WIth help from theIr supervIsors to momtor the extent
of the goal achIevement back on the Job

• Have the tramer collaborate WIth each of the tramees m usmg the applIcatIons plan
pnncIple WhICh conSIsts of several baSIC steps deSIgned to aSSIst the tramee m
choosmg relevant matenal from the trammg program and applymg them through a
set of measurable actIVItIes or behaVIours

• Make certam that the tramed behaVIOurs and Ideas are rewarded m the Job SituatIOn

BejOle

•
•
•
•

DlIllJ1g

•
•
•

•
•
•
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2 It mav be more economIcal to have Its own facIlIties rath("r than to contract out for HRD

It l1l<ly be that It allows the organIzatIOn to set up exactly the kll1d of learnmg clu'1ate that IS
needed

4 It enhances the concept of contmuous learnmg at all levels and With many dIfferent
approaches and techniques ot learning, especially actIOn learmng and expenentlal learmng

3 On-Job-twlI1l11g tor groups of employees m one field or kll1d of work, needs a trammg
_ premise that allows a large number of staff to be tramed by their supervisors

\
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- Bus or other transportatIOn faCIlitIes

- EqUIpped rest area

- StatlOnary

- FurnIture and Machmes mcludmg
• U- Shape or Round - Shape tables
• Movable ChaIrs
• Telephone (s)
• FacslmJle
• Photo - copIer
• Personal Computers

Matenal ReqllIrements
- AudlO VIsual AIds mcludmg

• Magnetic Board (s)
• FlIp Chart (s)
• Overhead Projector (s)
• TV and VIdeo
• Camera
• Recorder

SECTIONS
ESTABLISHING A TRAINING CENTER AND THE ROLE

OF THE PROGRAM COORDINATOR

'>Ll \ ILL'>

Logistics for EstablIshIng a TraInIng Centre

Among the reasons which Justify havmg a Corporate Trammg Centre are the followmg

The follo\\ 1l1g reqUIrements and resources are Important to estabhshmg a trammg centre

There are many reasons why an orgamzatIOn might thmk of havmg Its own trammg centre rather
than sendll1g employees to other trammg mstltutlons
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- A secure and comfortable atmosphere m terms of
• Good Central Heatmg and AIr CondltlOnmg
• Far from nOIse and/or mental dIstractIOn
• Proper hghtmg and sun/heat preventlOn

2 Human Resources
- RecruItment or appomtment of the followmg staff

• Trammg Centre Manager
• Trammg DesIgners
• SupervIsors
• Clencal staff

• AdmIlllstrator / RegIster
• TypIst and Data Entry

• Dnver (s)
• Messenger (s)
• Store Clerk
• Cafetena Servants
• Tramers
• Cleaners
• Accountant

The Role of a Program Coordmator

The program coordmator IS an expert m the content of the program and has sufficIent
administrative background to accomplish the tasks mCldental to operatIon of the program HIs
role IS very Important to the success of a trammg program The mam contnbutlOn of the
coordmator lS to Implement the trammg plan by carefully schedulmg and controlhng all aspects
of the program to make certam that everythmg happens as It should and the program runs
smoothly

The mall1 dutIes of a program coordmator may be dIVIded mto three stages as follows

Before the program starts
a The Program Coordlantor (PC) should secure the space and faclhtIes at an early

stage to ensure they are adequate for the needs and comfort of the groups
b The (PC) should prepare and present the program schedule and materIals to top

management for approval, pnor to the start of the program
c The (PC) should IdentIfy all the partIcIpants m the program m ample ttme
d The (PC) should send letters whIch explam the program and how It WIll be managed

to each partIcIpant These letters WIll help the partICipants to shape expectatIons
about the program

e The (PC) should contact and dIscuss the needed matenal, trammg aIds, and the
sesSion plans WIth tramers

f A day or two before the program begms, the (PC) and the trammg staff double check
arrangements to ensure that everythmg IS m good order

2 Dunng the Program

33
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a On the first day of the program, the (PC) IS to arnve an hour before the startmg tIme
to gIve a last mmute check and help the partIcIpants to find theIr places

b The first meetmg IS allocated to welcome and to onent the partIcIpants Then he/she
revIews the nature and purpose of the program, the dally schedule, the course subject
areas, and the methods of mstruction

C The (PC) has to give a thorough bnefing to each rnstructor on what has occurred at
thc program to date, the content that has been COVCI Lei ,mel the characterIstics and
mood ot the group

d At the begmnmg of every seSSIOn, the (PC) mtroduces the mstructor The tIme for
the mtroductIOn should not take more than five mmutes

e Every three or four seSSIOns, a specIal seSSIOn IS to be purposely scheduled to allow
tIme for the (PC) to dISCUSS WIth the partICIpants how they feel about the program
and theIr learnmg to date

f At the last day, the (PC) WIll hold the final seSSIOn to summanze the mam themes
and messages whIch are covered dunng the program After that, the partICIpants WIll
complete a program evaluatIOn, and then a graduatIOn and presentatJOn of
certIficates

3 After the Program
a The (PC) has to take mto conSIderatIon all the useful suggestIOns whIch the

partICIpants and Instructors made to Improve the program that WIll be held In the
future ",

b The (PC) and the staff tabulate and summanze the evaluatIon forms m a bnef report
to use It as a gUide for the new program
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