Lesson 9, chapter 7: On-the-job training methods

On the job training methods:

1. Job instruction training. A formalized, structured, and systematic approach to on-the-job training that consists of four steps: preparation, instruction, performance, and follow-up. 
2. Performance aid. A device at the job site that helps an employee perform his/her job. 
3. Job rotation. A training method in which trainees are exposed to many functions and areas within an organization. 
4. Apprenticeship. Training for skill trades workers that combines on-the-job training with classroom instruction. 
5. Coaching. A training method in which a more experienced and knowledgeable person is formally called upon to help another person develop the insights and techniques pertinent to the accomplishment of their job. 
6. Mentoring. A method in which a senior member of an organization takes a personal interest in the career of a junior employee. 
DEFINITION:
A training method in which a trainee receives instruction and training at his
or her workstation from a supervisor or an experienced co-worker 
Approaches for on the job training:
On-the-spot lecture Gather trainees into groups and tell them how to do the job. 
Viewed performance/Feedback Watch the person at work and give constructive feed- back, such as when the sales manager makes a call with a new salesperson. 
Following Nellie The supervisor trains a senior employee, who in turn trains new employees (showing the ropes). 
Job-aid approach A job aid (step-by-step instructions or video) is followed while the trainer monitors performance. 
The training step The trainer systematically introduces the task. 
Sequence Follows a planned sequence. For example: Provide an on-the-spot lecture, gather trainees into groups, and tell them how to do the job. 
Pg 200-
· It is useful for small businesses because of the limited investement needed to conduct the training
· 43% of small and medium-sized enterprises use informal training methods such as on-the-job training,tutoring and mentoring, while just 2% use only formal training such as the classroom, seminars, and workshops. 
· Most common approach to training but also the most misused because it is often not well planned or structured  another problem is that most people assigned to be a trained have not received training on how to be a trainer
· Learning principles such as active practice, feedback and reinforcement 
· Another problem is that poor employees teach undesirable work habits and attitudes to new employees
· Those training are worried that newly trained employees will one day take over their jobs. 
· So it is not always effective because employees feel penalized when they cant earn as much money or meet their goals because of the time they have to spend training others
· The MAIN problem with the traditional unstructured approach to on-the-job training is that it results in training that is inconsistent, inefficient, and ineffective.
· The study to test effectiveness of OJT is on pg 200 last paragraph
· Results: structured approach was much more effective. Trainees who received structured ojt training reached a level of skill and productivity in one-quarter of the time it took to train the other group.
Structured and effective approach to on the job training
· [bookmark: _GoBack]Job instruction training: A formalized, structured, and systematic approach
to on-the-job training that consists of four steps: preparation, instruction, performance, and follow-up.
· Sometimes incorporates the principles of behaviour modeling. 
· With this type of training, the trainer demonstrates task performance on the job and then provides the trainee with opportunities to practice while the trainer provides feedback and reinforcement. 
· Job instruction training involves observation, rehearsal, reinforcement and transfer.
Step 1: preparation
· The trainer breaks down the job into small tasks, prepares all the equipment and supplies necessary to do the task, and allocates a time frame to learn each task
· A key activity is to develop communication strategy 
· Putting the trainee at ease, guaranteeing the learning and building interest and showing personal advantage (202)
· Self-efficacy refers to the judgments people have about their ability to successfully perform a specific task and that it is a key factor in the success of a training program
Step 2: instruction
· Involves telling, showing, explaining and demonstrating the task to the trainee.
Show the trainee how to perform the job (202)
repeat and explain key points in more detail
allow the trainee to see the whole job again
Step 3: performance
· Trainee performs the task under the trainers guidance and the trainer provides feedback and reinforcement 
ask the trainee to perform less difficult parts of the job
allow the trainee to perform the entire job 
Step 4: follow-up
· The trainer monitors the trainees performance
· The trainer should leave the trainee to work alone, indicate when and where to find help if necessary, supervise closely and check performance periodically, and then gradually taper off instruction as the employee gains confidence and skill

Tips for trainers (204)
· Job instruction training should not be managed differently from other types of training
· It should be integrated with other training methods
· Ownership must be maintained even when consultants are used.
· Trainers must be chosen with care and trained properly
Performance aids
· A device at the job site that helps an employee perform his/her job 
· Can be signs or prompts, trouble-shooting aids, instructions in sequence, a special tool or gauge, flashcards or posters and checklists.
· The reason behind performance aids is that requiring the memorization of sequences and tasks can take too much training time. 
Tips for trainers (205)
· For performance aids, all the skills of the graphic artist’s craft should be utilized 
· When designing a training program it is important to consider how performance aids might save time and money
· With ingenuity, the trainees work life not only can be made easier, but significant improvements in performance, downtime, and safety records can result.
World health organization (WHO) used checklist (206)
Job rotation:
· A training method in which trainees are exposed to different jobs, functions, and areas within an organization
· Cross training: training to employees to perform each other’s jobs so that anyone can step in and perform any member’s job
· Cross training not only provides greater flexibility for organizations, but also enables employees to learn and use more skills
· Job rotation is an effective method of training employees who need to learn a variety of skills
· Not only results in an improvement of knowledge and skills but also has a number of career benefits such as a higher job satisfaction, more opportunities for career advancement, and a higher salary 
Tips for trainers (207)
· A disadvantage of job rotation is that if an employee does not spend enough time in a department or working on an assignment, he or she might not have sufficient time to get up to speed and complete an assignment. 
· Therefore a trainee might acquire only a superficial understanding of a job or department and this might result in some frustration
· Job rotation must be part of a larger training program and integrated with other training methods
· Job rotation should be one component of a training program and learning process and supplemented with classroom instruction and coaching or mentoring
Rotational leadership programs (208)
· 
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