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TRAINING AND DEVELOPMENT

6.1 Types of Training Needs

	Knowledge
	facts, procedures, principles and basic skills. Training which involves improvement of knowledge is tending to move more towards the use of self-instruction methods, particularly online learning courses.

	Skills
	aims to change the employee's behaviour, usually by seeing and hearing the new skills, practising them and receiving feedback on progress.

	Attitude
	this is the hardest factor to alter, as it is affected by many variables outside the training process, such as the manager's behaviour, company policy, the peer group, etc. Examples of attempts to change attitudes could include making employees more customer and service-oriented, gaining acceptance for organisational change or improving loyalty and commitment towards the organisation.

	Behaviour
	replacing old work habits with new ones, by attempting to modify employee behaviour. Behaviour is activity which can be seen and measured. Note that training of this nature will require reinforcement once the employee returns to the job.


· Training needs can generally be classified as either individual or group needs.

	Individual needs
	Individual needs may relate to orientation (induction) training, initial (basic) training, remedial training (to correct perceived faults — this situation is an alternative to recruiting new staff), refresher training (such as in company policy, safety, fire drill) or personal development.

	Group needs
	Group needs, on the other hand, refer to the need for a number of employees to change their behaviour collectively. Examples include team-building exercises designed to increase group cohesion or group coordination. 


· In addition, training needs can be described as either reactive or proactive

	1. Reactive
	Identification of existing weaknesses and reacting to remedy them. These weaknesses take the form of barriers which prevent the achievement of set objectives, and can be identified by various symptoms. Examples may include production problems, poor quality control, labour turnover, absenteeism, accidents, grievances, interpersonal conflicts, customer complaints, ineffective use of staff specialists, poor supervision and management practices, unknown or misunderstood objectives, and various others. (Note that the symptoms may require solutions other than training — this will require further investigation.) 

These faults indicate a discrepancy between performance and organisation objectives and expectations. 

	2. Proactive
	Preparation of employees to handle anticipated future changes, both within and external to the organisation. This is a longer-term approach, more oriented towards development. Changes which may affect organisation plans include product type and demand, work process, technology changes, legislation, financial factors, political issues and business expansion/contraction. 

Reactive and proactive training needs sometimes occur together, in which case it is necessary to determine different time frames for action. Changes can be made either to the objectives themselves or to factors affecting achievement of those objectives. 


6.2 CAUSES OF PERFORMANCE PROBLEMS

	Lack of skill or knowledge
	In these cases, the employee is unable to perform the work to the desired standard and (at present) could not do so under any circumstances.

When the cause is lack of skill or knowledge, the provision of training and/or job aids is generally the most appropriate solution. However, it may be better in some cases to alter the job itself (for example simplify it), or transfer the employee.

	Lack of practice
	Sometimes an employee has received training in the past and has the necessary knowledge and skills, but does not perform the work often or has not performed it for some time. In cases where the employee has been able to perform the job in the past, refresher training or practice sessions may be effective. Other approaches may involve providing greater feedback on job performance to the employee

	Lack of incentives/ inappropriate incentives
	In these cases, the employee is capable of performing the work to the desired standard, but factors in the organisation discourage him/her from doing so. There is a need to study the ways in which good and bad performance are treated in the organisation.

 Some examples of inappropriate reward and punishment systems include: 

• Good performance is ignored. 

• An employee works hard, but is paid the same as another employee who is much less productive. No other rewards or incentives are offered for superior performance. 

• Good performance is ``rewarded'' by giving those employees extra work. Alternatively, they may be dragged away from the job for tasks such as giving public presentations. This makes the job less pleasant and more difficult to perform. 

• Employees who are productive and come up with suggestions or new ideas, etc, are more likely to attract attention from management. If this attention is negative, and employees' suggestions and ideas are too frequently rejected, or lack of recognition if accepted, there is little incentive to continue to suggest ideas.

• Incentives exist but employees are unaware of them and/or management does not provide them consistently. 

• If managers do not spend their full budget quotas, their budgets for the following year are lowered, thus encouraging them to spend the full amount regardless of the actual need to do so.

In all the above cases, it is necessary to study the types of incentives provided (both formal and informal), and whether they are equitable appropriate and effective. Obviously, incentives should reward desired behaviour, and must actually be worth something to the employee. 

	Lack of motivation
	Again, the employee is capable of performing the job in the desired fashion but chooses not to do so. The causes of low motivation can be grouped in two categories: 

• the employee is unable to see benefits from performing the job in the desired fashion; or 

• the employee's expectations of being able to perform the desired way are low, for example due to lack of confidence.

For these employees, training can be an appropriate strategy, but it needs to demonstrate the benefits of the desired performance to the employees. Secondly, it needs to provide early and tangible ``successes'' for employees in order to build confidence. 

	Obstacles to good job performance
	In these cases, the employee is capable of performing the job, but there are various obstacles in the workplace which hinder or prevent effective performance. These are sometimes referred to as environmental factors, and cover a wide range: 

• staff problems, such as poor supervision or lack of feedback; 

• ambiguous policies and procedures which cause confusion; 

• inappropriate policies and procedures, for example those that emphasise safety without reducing expectations of productivity to compensate for it; 

• inappropriate management styles and attitudes; 

• unsuitable tools and equipment which make the job more difficult; 

• working conditions, including noise, lighting, space, interruptions (telephone, emails, visitors, etc), inconvenient location, ergonomics, discomfort and amenities; 

• industrial relations issues such as demarcation; 

• lack of authority to do certain tasks; 

• conflicting demands on time; 

• inadequate resources, such as computer printouts, photocopiers, telephone contacts, etc; and 

• a failure to communicate to employees exactly what the desired performance is. This has implications for job descriptions, performance appraisal and counselling.

In all the above cases, the most appropriate solution is not likely to be training, but removal of the obstacles to performance. In some cases, attention will be required to the ``match'' between the person and the job. 


6.3 ALTERNATIVES TO TRAINING

When a request for training is made, there should be a performance audit of the situation. The audit should ask the following questions. 
	1. Is there a performance problem or an opportunity to improve performance? If so, what is it?
	A performance problem should be stated in specific terms, that is what is actually happening and what its impact is (such as nature, location, time, extent and cost). This step may involve an analysis of the job, including study of the job description.

	2. What is actually causing the problem? Is it worth attempting to solve the problem?
	It is necessary to identify when the problem began to occur and what else changed at the same time. If the specific performance deficiencies do not involve knowledge, skills, attitudes or behaviour, it is most unlikely that training can provide a solution. 

The next step is to ascertain the cost of overcoming the performance problem and assess the worth of expending that cost. The cost of taking no action at all should also be assessed. 

	3. What is the best solution from the alternatives available?
	The alternative ways of overcoming the performance problem should be listed and an assessment made of the contribution they can make to restoring the situation and the cost involved (in other words, a cost/benefit analysis). 

• Revision of policies and procedures, so that they do not act as barriers to good performance. 

• Job redesign. Attention can be given to areas such as clarity of instructions and priorities, provision of job aids, task variety, time demands, resources, job satisfaction and ``housekeeping'' matters. Employees themselves should be contacted for comments on what the problems might be. 

• New technology/equipment. The organisation's technology and equipment may require updating, particularly if its competitors appear to be performing better than it is. 

• Providing more suitable tools and equipment. 

• Improving working conditions. 

• Revised recruitment policy. Possible changes include attempting to recruit more experienced employees, recruiting employees with different qualifications or backgrounds, and ensuring that employees are not overqualified for the jobs they perform (which may lead to motivation problems). 

• Transfers, promotions and demotions. It may be possible to make better use of expertise which already exists in the organisation. 

• Salary policy reviews. It may be possible to use salary increases as a motivational tool, but it is important to be aware of employee attitudes and perceptions before taking this step. 

• Performance appraisal and counselling. It may not be clear to an employee what is expected from him/her in terms of performance and contribution towards the goals of the organisation. Alternatively, performance problems may arise out of personality conflicts, personal problems or misunderstandings. There is little point training such employees if the same problems will remain afterwards. 

• Change organisation structure. The organisation structure may need to adapt to changes and trends in the environment in which the organisation has to operate. The organisation's strategic planning process should alert it to the need for changes in this area.


	6.4 CHECKLIST: PREPARING OBJECTIVES
	√

	· Objectives must be realistic and relevant.
	

	· They must set out clearly: 

· who performs the task; 

· what the outcomes of the training program are, that is, what the person will be able to do upon completion of the training, expressed in behavioural terms; 

· under what conditions the outcomes should be achieved, for example, use of equipment/tools, resources, time frame, contingencies, other constraints; 

· what is to be measured and assessed upon completion of the training; 

· what are the minimum performance standards required; 

· how the training will be evaluated, that is the measurement/assessment criteria to be used; and 

· the advantages of the desired changes.
	

	· All aspects of the objectives (see above) should be communicated to learners before training commences.
	

	· It is important to emphasise what the learner will be able to do, not what the trainer will do or what a classroom, textbook or computer program will contain.
	

	· When writing objectives, use wording which is specific. Where possible, use verbs which describe an observable action (such as “arrange'', “explain'', “analyse'', “construct'', “evaluate'', `operate'', “select'', “lift'', etc), as these facilitate evaluation.
	

	· Where possible, convert generalised terms such as “know'', “understand'', “recognise'', “attitude'' and “motivation'' into terms which are objective and measurable. This may be difficult in some cases, particularly where the objectives themselves are generalised. However, it may be possible to make them more specific by listing conditions and constraints of performance.
	

	· The contents of the objective should enable “test'' items to measure and evaluate performance and behaviour to be prepared, providing clear guidelines as to what is needed.
	

	· The background and needs of trainees should be taken into account.
	


6.5 TRAINING POLICY

TRAINING POLICY: ELEMENTS

Introduction

· mission statement of organisation 

· mission statement of the training department 

· undertaking to review the document 

Policy statement

· simple, unambiguous statement of basis of training — rationale for program development and implementation 

· qualifying criteria such as anti-discrimination and equal opportunity provision; centralised or decentralised training 

Process description

· allocation of responsibility, including criteria to be used in appointment of consultants 

· minimum qualifications and experience required for training staff 

· procedures for budget allocation, approvals and expenditure 

· marketing training services and products 

· assessment procedures 

· procedures to evaluate training programs 

· record-keeping 

Appendices

· list of competency-based standards used 

· generic training, for example induction, harassment, occupational health and safety, literacy programs 

· management development

6.6 FORMULATING TRAINING PROPOSAL


· The next step is to ``flesh out'' a training proposal by converting the outline into detailed structure, steps, materials, methods and evaluation criteria.

6.7 IDENTIFYING WHO SHOULD BE TRAINED

The process of identifying who should receive training in an organisation requires use of the same information sources as identification of overall training needs. 

For reactive training, attention should focus upon symptoms such as quality control, production problems, complaints, accidents/incidents and so on. For proactive training, workforce plans including succession and career plans should be consulted. Sources such as performances appraisal reports, job descriptions, survey results and interviews with managers and supervisors are relevant to both types of training. 

In particular, managers and supervisors can provide valuable information on which employees are most likely to benefit from training programs. 

When selecting from a group of employees, the following criteria may assist a choice: 

· the likelihood of the employee leaving the organisation in the short term; 

· interest shown by the employee in promotion and self-development; 

· the employee's response to any past training programs; 

· how likely the employee is to make use of, and be able to use, new knowledge and skills; 

· results of aptitude or other relevant tests; and 

· how urgently an employee requires improved knowledge and skills.


6. 8 GUIDELINES FOR TRAINING PROGRAM DESIGN

Design of a training program must take into account the following practical considerations: 

· What is desirable versus what is practical? 

· What is realistic and what is essential? 

· What financial/budget limitations are there? 

· What facilities/accommodation are available? 

· What written and online material is available? 

· What level should course material be aimed at? 

· What equipment resources are on hand? 

· How competent are the session leaders?

	INTRODUCTION

	Principle
	Guidelines for use
	Example

	Attention/ motivation — the desire to learn
	Show learners: 
• how content relates to ``real world'' 
• why it is relevant to learner, job and organisation 
• how it will benefit the learner on the job 
• how it will benefit the learner in general (for example, through rewards or job satisfaction).
	Give examples of benefits (``what is in this for you''), using specific, concrete examples where possible. For example, point out a current on-the-job problem and explain what training can do to overcome it.

	Establish trainer's influence and credibility.
	Learners must believe they are going to hear ``the definitive word'' on the topic they are learning. Note that they may already have some knowledge of the topic. Materials should be based on the most up-to-date information available and be based on information sources recognised by learners (such as ``experts'', scientific research, professional practice, etc).
	Cite sources of information and research and state their credentials.

	Learners are more likely to believe people and things that appear attractive to them.
	Printed material must be visually appealing enough to attract people to read it.
	Attention to page layouts, computer screens, typesetting, illustrations, diagrams, binders.

	Learners should be clearly aware of objectives at commencement of program.
	State objectives in terms of knowledge/skills the trainees will learn. Use wording which is specific, realistic, behaviour-oriented and directly related to the job.
	Insert a ``what you will learn'' section in the introduction — preferably both verbal and written.


	Present information in the context of something learners already know. Use familiar terminology and concepts. 
	Make it clear to learners which links/associations they can use. 
Present information in ``building block'' form. 
Use techniques for recalling information already known.
	Use familiar situations and examples. Use analogies (``this is similar to.........; this is different from......... because.........'')

	Explain ``the big picture'' to learners at an early stage, showing them the overall organisation of the program/lesson.
	Explain how lesson/program is organised by sequence of content and sections.
	Write brief summary of the major concepts, principles or procedures. This can be done using numbered topic outline, flowchart, table format, etc.


	PRESENTATION

	Principle
	Guidelines for use
	Example

	Present information in ``chunks'', each containing a limited amount of information.
	Research suggests that each ``chunk'' should contain no more than about seven separate items of information. 
Use labels or group names for each ``chunk'', so learners can build up an association between the information and its category.
	A procedure comprising steps could be divided into four ``chunks'' containing three related steps each. List all four grouping names initially, then go through in detail one at a time. The three stages of a lesson plan is itself an example.

	Combine text and illustrations, to appeal to a wider range of sensory receptors.
	Use attractive or humorous drawings, photographs, illustrations — possibly captioned.
	Use general illustrations in the early overview stages (the ``big picture''), reverting to more detailed graphics when specific points arise. 
Use lines, arrows, colour and highlighting in illustrations to emphasise and separate items, show relationships and indicate movement.

	Intra-organisers. Similar to ``the big picture'' (see above), but are inserted throughout session to indicate where current topic fits in relation to other topics.
	Use where natural breaks occur in a program/lesson, such as moving from one topic to another.
	Subheadings. 
Tables or flowcharts, which show all topics but highlight the current one. 
Short descriptions ``previewing'' the next section.

	Examples. Illustrate ideas, concepts or theory with ``real world'' situations, preferably job-related.
	Enable learners to recognise the ``perimeter'' of a concept/idea, that is what it contains and what it does not.
	Use a variety of examples, but they must be relevant to the training group. Present examples in increasing order of difficulty or obscurity.

	Good text layout facilitates the learning process by making text easier to read.
	Relate words and illustrations. 
Emphasise key points. 
Separate ``chunks'' of information. 
Allow rapid scanning and retrieval of information. 
Provide space to take notes.
	Judiciously use underlining, bold lettering, italics, boxes or lines to highlight key points. 
Use tables, graphs, matrices, flowcharts and diagrams to simplify, illustrate or highlight information. 
Use short sentences and paragraphs. 
Use different type faces and sizes to differentiate types of information.

	Provide frequent opportunities for practice of skills and behaviour.
	Emphasise ``real-world'' applications and examples, not just repetition of lists, etc. Provide opportunities for practice at the time the skills/behaviour is learnt, rather than at the end of the whole program. 
Emphasise thinking and processing of information, not just memory/recall.
	Insert practice opportunities at least at the end of every ``chunk'' of the program. 
Provide several opportunities. For example, the end of stage 3 is an appropriate time to revise learning from stages 1 and 2 as well as practice from stage 3.

	Provide regular feedback to learners, to enable checking the quality/effectiveness of learning and correction of any problem areas
	Provide feedback immediately after any practice sessions. It should come immediately after the learner's response (for example, answer to a test question).
	Explain why something is correct or incorrect. Where necessary, an explanation of how to use the feedback should be provided. 
Statements of praise or other information can be used to encourage learner


	SUMMARY

	Principle
	Guidelines for use
	Example

	Review information, tying together the pieces and repeating it in a different way..
	Highlight key points. 
Give examples which extend information to new situations. 
Limit information reviewed to the major ``chunks'' of the program. In any case, keep it in ``chunked'' format.
	Use summary methods such as checklists, flowcharts, tables.

	Provide ``memory joggers'' and final practice opportunities.
	Practice opportunities should be ``application-oriented'', not just memorising. 
Job aids can also be provided, such as checklists, reference notes, etc.
	``Memory joggers'' include key words, mnemonics, analogies, symbols, etc.

	6. 9 Process of Learning

	Taking in
	Information in the form of stimuli is collected by a person. As only a small number of the stimuli available at any given time actually "gets through", the first hurdle to be overcome by trainers is the barrier of attention.

Gaining and holding attention is best achieved by creating variety, which makes a stimulus stand out from its context or surroundings and by persuading the person to pay attention to it in preference to other competing stimuli. Training methods include varying voice tones, use of audiovisual aids and gaining trainee participation. The trainer also has to continually monitor the reaction of the audience. 

It is very hard for a person to keep paying attention to an unvarying stimulus such as a droning voice or a "high-powered" presentation. 

As it is the trainee that has control over his/her attention span, an approach to internal factors may be preferable, such as the following techniques: 

• clarifying trainees' needs by indicating why the training is important to them 

• probing trainees' motivations (finding out why they are there) 

• trying to directly contact trainees so they are part of what is going on 

• efforts to arouse curiosity, and 

• keeping some training activity ongoing (either mentally or physically) instead of allowing a "sponge" reaction to occur. 



	Holding on
	As learning is regarded as a permanent change in knowledge, skills and attitudes, this important stage aims to ensure that material is not only held but remembered so it can be used later. 

Memory is therefore central to learning as a process. This means both providing and suggesting approaches to trainees to help them memorise material. Some examples are: 

• making visual images of material to be remembered 

• interrelating material where possible 

• immediate revision or repetition 

• thinking of ludicrous/humorous associations between aspects of material, and 

• methods of summarising material, such as chaining sequence (remembering the first part triggers off memory of the rest), condensing into main ideas/headings or mnemonics (material is shortened into letters, or made-up words or sentences, such as "T-H-S-R-U" depicting the five headings in this section). 

Obviously, a logical sequence of presentation of material will assist the use of these techniques. 



	Retrieving
	Using the stored information when it is required later and therefore dependent upon the effectiveness of storage techniques. 

Where it is necessary to "retrieve attitudes", practice of the future situation which will require them should be emphasised in the training process. Attitudes operate as a filter for behaviour and must therefore be "built in". 

In the case of retrieving skills, the best approach is structured practice using simulation or on-the-job instruction techniques (such as presenting a job as a series of separate components). 

	Using
	the objective of the training process, which must be decided upon before proceeding with training. Therefore the trainees' observed behaviour after the learning exercise is completed is the measurement of the success of learning.

For the trainer, it is necessary to check what has been learned, reinforce the learning that has taken place and form a "bridge" between the learning and the use of what has been learned (for example between simulation exercises and the real thing). How this is done, and the time period over which it is done, will vary according to both the individual and the instruction involved. 


6.10 LEARNING CYCLE

The learning cycle approach emphasises the importance of experience and reflection of learning. The learning process can be broken down into a cycle of four separate stages, as shown below. The learning cycle is associated with David Kolb. It is very well-known and is influential in the design of training programs. 

	1. Concrete experience


	The employee experiences something, eg a critical incident, or immersion in a task. Ideally the experience should be full, open and unaffected by bias. 

	2. Observations and reflections
	The employee reflects on the experience — articulating, analysing and reviewing it, usually from several perspectives. In a training program this might involve discussion of the observations with the facilitator. 

	3. Abstract concepts and generalisations


	Theories and interpretations are formulated as a means of solving problems and understanding connections between events. Implications for actions develop from the theories (and there may be several alternative theories available, requiring a choice to be made).

	4. Applying concepts in new situations


	The theories are put into practice in the form of decisions made and actions taken. The result of this is a new concrete experience from which the employee will learn something further, thus recommencing the learning cycle. 


	6. 11 LEARNING GUIDELINES AND CHECKLIST
	√

	People learn best in pleasant and supportive surroundings. The layout of training rooms should encourage participation by all participants.
	

	Involve participants directly in the learning process ("learn by doing") as much as possible consistent with time available and objectives of a training session. This includes repeating the learned activity or message several times to make sure it is correct and to aid retention.
	

	Adults are more likely to learn and will respond better when the need to learn is created. This implies a need to demonstrate to learners why a training program is important and to relate its contents to their current job situations and other experiences. If people can see a need for what they are learning, and some clear examples of how their job will benefit, they are likely to show more interest and application.
	

	Participants must be ready to learn. This requires attention to the selection of participants, study of their individual characteristics and possibly some prior preparation work before the course begins.
	

	At the start of a course, allow time for participants to become acquainted. Use "warm-up" discussions, such as asking what outside-work interests people have. This approach helps to build a climate of trust and makes it easier for participants to relax and respond.
	

	Every new fact, idea or concept is best learned if it can be related to information already known. Information is more easily recalled if it can be associated with something else, and earlier experiences and knowledge can be built upon.
	

	Learning is an internal process (that is, it occurs within the learner). The implications of this for trainers are firstly, that the latter's role is mainly one of a facilitator of learning and, secondly, that individual differences in abilities, attitudes and capacities to absorb information must be respected and allowed for.
	

	The same person will learn at different rates at different times, due to psychological and physiological factors, sometimes giving an impression of "tapering off" or regression which is incorrect. Reassurance and empathy from the trainer are helpful on "bad" days.
	

	A series of small learning units, such as several short sessions, is easier to learn from than a couple of long ones. Concentration spans of learners also tend to vary. A common "low" concentration period is after a lunch break, while "peaks" tend to occur in the late morning period and after afternoon tea. Where possible, new or difficult material should be introduced during high concentration periods and group-based activities (such as discussions) during low periods. It is difficult for most people to manage intense concentration for more than about 20 minutes at a time.
	


	Learning results from stimulation to the senses, particularly visual senses. Appealing to the senses should be remembered when planning programs. Experiences which are vivid, intense or dramatic will obviously have greater impact.
	

	Trainers should build in variety and flexibility into the program. Entertainment, competitions and other novelty approaches can all make the program more stimulating.
	

	Learning is helped by positive reinforcement and providing feedback. Any adverse criticism made in a training session should be of the idea, not its proposer.
	

	Learning new skills often takes time. Frustration and impatience may occur if results do not come quickly. The trainer needs to be patient and, in terms of organising the course, flexible. It is also essential that the training objectives are realistic and the training program is adequate for the objectives to be achieved.
	

	Learning will be more effective if trainees have the opportunity to practise newly learned skills in an on-the-job situation shortly after learning and if the on-job environment supports and "rewards" the learning.
	

	Learners are more likely to remember a solution they worked out for themselves than one worked out for them. They are also more likely to act on their own decisions than decisions made for them.
	


6. 12 ONLINE LEARNING

Online learning or e-learning (the terms are generally used interchangeably) refers to any activity which is delivered, enabled or mediated by electronic technology for the explicit purpose of facilitating learning. Online learning generally makes use of the internet and the World Wide Web, but it is also used to include learning materials and processes that are mounted on organisations' intranets. The term is also often used in a loose enough sense to include materials that are on CD-ROM.

Many different kinds of courses can be delivered using the internet or intranets. A basic use is to download materials to read and process away from the computer, or on the computer but offline (not connected to the internet). A more active use is to log on to the internet to carry out learning tasks, interacting with the learning materials online by reading, carrying out exercises and following links. The material can be of varying degrees of sophistication, perhaps using video and sound and real-time interaction.

Online learning can include student-to-student and/or student-instructor interaction, either through real-time discussion or using bulletin boards asynchronously. Email contact may augment bulletin board discussions.
	Training Function
	Internet Solutions

	1. INFORMATION
	• Text, tables, graphics, etc available on screen from within training program 
• Documents available on website for downloading and viewing offline (eg in pdf format) 
• Documents emailed to learner 
• Links provided to other online database

	2. COMMUNICATION
	• Student/tutor email messages — assignments, assessments, questions 
• Email between students 
• Bulletin board for students to post comments, questions and to engage in discussion 
• Students working jointly on documents shared over network 
• Live chat online — tutorials, conferences

	3. INSTRUCTION
	• Purpose-designed, self-paced courses delivered over internet

	4. LEARNING EXPERIENCES
	• Interactive courses and materials providing rich, personalised learning experiences 
• Simulations, case studies, games and role plays

	5. PERFORMANCE SUPPORT
	• Online help that diagnoses problems and steps the learner through the solution 
• Email support

	6. LEARNING MANAGEMENT SYSTEMS
	• Training administration built into program. Enrolments, etc completed in real-time over network


Summary:


Training is one of the significant ways by which people learn, especially in an organisational setting. Training may be formal or informal, theoretical or practical, but it is usually structured in some way. The aim of training is to improve the skills, knowledge and attitudes of people, in a defined area, so as to increase their competence and performance.


“Development” when attached to “training” implies a longer term and broader effect of the learning experience, for example, personal development or career development. It emphasises “growth” of employees and improvement of their “potential”, for example to move towards promotions and preparation for management positions.





PROPOSAL FOR TRAINING


Memo from: ........................ To: .................. ...... Date: .................................... 


Objective: (the desired goal or situation) ................................................................ 


................................................................................................................................... 


Need for training: (outline of problems and explanation of how training could overcome them) ........................................................................................................ 


.................................................................................................................................. 


Expected results: (in quantitative form) .................................................................... 


................................................................................................................................... 


Who should be trained: (numbers positions and, where appropriate, names) .................................................................................................................................... 


.................................................................................................................................... 


Proposed program: (outline of course structure, content, resources used, timing, instruction methods, evaluation criteria) ................................................................... 


..................................................................................................................................... 


Consequences of not training: (how the present situation is expected to develop) ................................................................................................................................... ..


.................................... ………………………………………………………………………………………………


Alternatives to training: (evaluation of possible alternative approaches to training – see above )................................................................................................................... 


.................................... …………………………………………………………………………………………….


Cost of training: (list of projected costs) .................................... ……………………………..


.................................... …………………………………………………………………………………………….


Recommendation: (what should be done) .................................................................. 


............................................................................................................................ 











