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Summary:
Systems Approach – Training/Development:
T+D linked to organization’s goals/objectives
Systems approach creates link
Five phases:
i. Needs Analysis
ii. Training program design
iii. Implementation
iv. Evaluation
v. Transfer to work environment
Training-Needs Assessment:
Contributes to company’s overall goals
Four phases: 
i. Needs assessment
ii. Program design
iii. Implementation
iv. Evaluation
Principles of Learning
Goal setting
Meaningfulness of presentation
Modelling
Individual differences
Active practice and repetition
Feedback
Rewards and reinforcement 
Training/Development Methods:
On-the-job
Apprenticeship
Co-op + internship
Computer-based
Seminars and conferences
Role playing and management games
Effective Orientation Process:
familiarizing new employees with company, job and work unit
embed company values, beliefs, and accepted behaviours
supervisor plays active role in orientation
Special Training Programs:
Basic skills training (literacy, math, etc.)
Team work
Diversity, employees develop appreciation for diversity
Career Development Program:
Takes employee effectiveness and satisfaction w/ achievement of organization’s strategic objectives
HRM practices must fit so indiv. and company needs will be met
Specialized Career Development Needs:
Mentoring programs (seniors coach juniors)
Diverse workforce

TERMS TO KNOW:

Apprenticeship Training:
Method of training for tradespeople to give excellent instructions to workers both on and off the job in practical and theoretical aspects

Behaviour Modification:
If behaviour is rewarded, it will be done more frequently in the future
If behaviour is punished, it will decrease in frequency 

Benchmarking:
Comparing yourself to other companies to figure out your areas of improvement 

Cooperative Training:
Combines both education and hands-on job experience for a training experience

Development:
Gaining skills behaviours, and abilities to perform future work and solve certain problems in the company

E-Learning:
Learning taking place on electronic media

Instructional Objectives:
The desired outcomes of a training program, usually written, basis of information

Internship Programs:
Post-secondary intuitions offer work placements to get real-life experience 

Mentors:
[bookmark: _GoBack]Managers who coach advise and encourage less experienced employee

On-The-Job Training (OJT):
Hands-on experience with guidance from supervisor or co-worker

Orientation:
Formal process to make new employees familiar with the organization, their jobs, and work unit
Embeds organizational values, beliefs and accepted behaviours as the new employees new lifestyle

Promotion:
When you change from one job to a higher level job in the company

Trainee Readiness:
The trainee’s maturity and experience 
Should be screened to make sure they have required skills and knowledge

Training:
Gaining skills, behaviours and abilities to perform current work

Transfer:
When an individual in one job is placed in another job where all the duties, responsibilities, status and remuneration are around the same level as the other job

Transfer of Training:
Taking what was learned in training, and using what is required of it on the job


CHAPTER NOTES:

ORIENTATION, TRAINING, AND DEVELOPMENT:

Need a systems approach to impact indiv. and organizational performance 
1. needs assessment (analyze training needs/identify training objectives):
questions to ask:
i. How important is this issue to success of company?
ii. What knowledge, skills and abilities do employees need?
iii. What knowledge, skills and abilities do employees have?
iv. What is the gap between the need and the have?

2. training design (pre-test, select methods, plan content):
Focus on 4 issues:
Instructional Objectives
The desired outcomes of a training program
Ex/ employees trained in team methods will be able to demonstrate the following skills within six months (problem-solving, conflict resolution, and effective team meetings)
Trainee Readiness and Motivation:
The consideration of a trainee’s maturity and experience
Six strategies:
1. Use positive reinforcement
2. Eliminate threats and punishment
3. Be flexible
4. Have participants set personal goals
5. Design interesting instruction
6. Break down physical and psychological obstacles to learning
Principles of Learning:
Must use these principles of learning:
Goal-setting: goals and objectives must be clear for the training
Individual Differences: everyone learns at their own pace
Active Practice and Repetition: should be given lots of opportunities to practice their job tasks 
Whole vs. Part Learning: determine most effective manner of completing each part, then give specific instructions
Massed vs. Distributed Learning: amount of time devoted to practice in one session (space out training, faster learning + longer retention)
Feedback and Reinforcement: has two purposes, knowledge of results and motivation
Modelling: we learn by watching

3. Implementation (schedule, conduct, monitor training):
must choose appropriate methods for the knowledge, skills and abilities to be most effectively learnt
ex/ classroom for logic, on-the-job training for behavioural 
Methods:
On-The-Job Training: employees are given hands-on experience with instruction from supervisor or other trainer
Cost effective
Lack of well-structured training environment
Poor training skills of managers
Absence of well-defined job performance criteria
Apprenticeship Training: used when a worker entering the skilled trades is given instruction and experience (on and off work time) in practical and theoretical aspects of work
Co-op: training program that takes the practical on-the-job training and combines it with education
Internship: programs sponsored by post secondary for students to get real life experience while finding out their performance in a work situation
Classroom Instruction: maximum number of trainees with minimum number of instructors
Info with lectures, demos, and films
Self-Directed Learning: use books, manuals, or computers so trainee can learn at own pace
Audio-Visual: ex/ golf and tennis coaches use video to show students mistakes
Simulation: used when it’s impractical to train employees on the actual equipment used on the job (ex/ airplanes, spacecraft, etc.)
E-Learning: learning that takes place with electronic media
Cost effective, saves 30-70% of training costs
Helps employees from boredom
On-The-Job Experiences: let managers learn from mistakes and perform under pressure
Coaching
Mentoring
Understudy Assignments (indiv. takes over manager’s job to gain experience)
Job rotation
Lateral transfer (horizontal movement through departments)
Seminars and Conferences: brings groups of people together for training and development
Case Studies: documented examples, good for analyzing and putting together facts
Management Games: bring hypothetical situation to life and provides experiential learning
Role Playing: assume attitudes and behaviours of others

4. Evaluation (measure outcomes, compare outcome to objectives in step 1):
four methods to evaluate training
Reactions:
Simplest and most common
Happy = good
Also give feedback on certain parts on training
Learning:
Testing employee knowledge to see if they learned anything
Behaviour:
Employees don’t use stuff learnt in training on the job
Transfer of Training: effective application of principles learned to what is required on the job
Results: 
Usually measured with ROI
Four step process for benchmarking:
Plan: do a self-audit to define your company’s processes
Do: collect data 
Check: analyze data to figure out performance gaps
Act: act on the analysis

ORIENTATION:
Benefits:
Lower turnover
Increased productivity
Improved employee morale
Lower recruiting costs
Facilitation of learning
Reduction of the new employee’s anxiety
Continuous Process:
Must change plans, policies and procedures with the changing conditions
Cooperative Endeavour:
Manager and work group must work together to welcome new employees
Careful Planning:
Orientation makes the difference between the employee’s success and failure at work
New employees feel anxiety for first few days, should take into account

SPECIAL TRAINING + DEVELOPMENT:
Basic Skills Training:
One half of Canadian adults and 42% working age are below literacy standards
How to fix:
1. explain why training will help them in their jobs
2. relate training to employee’s goals
3. use task-centered approach
4. give feedback on progress
Team Training:
Organizations rely on teams to attain strategic and operational goals
Two categories: Task-Related and Team-Related
Team-building: little time for training, under pressure to produce
Diversity Training:
Awareness building: helps employees appreciate benefits of diversity
Skill building: provides capabilities necessary for working with people who are different

CAREER DEVELOPMENT:
Individuals: must initiate their own career planning and find info about career options
Organization: supply info and future plans

Making career development program must meet certain conditions:

Management Support:
Career development must have full support of management
Goal Setting:
Must have awareness of organization’s philosophy and organization’s goals
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