Lesson 2: The Training and Development Process

Definitions

Human Resource Management: the strategic approach to the management of an organization’s employees
· Its objective is to recruit, motivate, develop and retain employees whose performance is necessary for the attainment of the organization’s goals

Performance Management
· The process of establishing performance expectations with employees
· The design of interventions and programs to improve performance
· Monitoring the success of the interventions and programs

Training
· The acquisition of knowledge, skills and abilities to improve performance on one’s current job
· A planned effort undertaken by a company to facilitate their employees’ learning of job-related competencies

Development
· The acquisition of knowledge, skills and abilities required to perform future job responsibilities and the long-term achievement of individual career goals and organizational objectives

The Benefits of Training and Development

A) Employee Benefits

	Intrinsic
· Greater knowledge and skills
· Higher self-efficacy
· Feel more useful
· More positive attitudes towards their job and organization
	Extrinsic
· Higher earnings
· More marketable
· Greater job security
· Enhanced promotion prospects

B) Organizational Benefits

	Organizational Strategy
· Help organizations achieve their short and long-term goals


	Increase Organizational Effectiveness
· Better productivity, fewer errors, fewer accidents, less supervision needed
· Return on investment
	Employee Recruitment and Selection
· A company’s training and development program can help recruit new employees, ad retain the ones they have

C) Societal Benefits

	Educated Population
· Helps to create an educated and skilled workforce
· Provides skills that also serve employees outside of the work environment
	Better Standard of Living
· A better-trained workforce is more productive, thereby improving the economy and the standard of living

Canada and Training and Development
· Overall, Canadian businesses have not fared well in the training of their employees
· Demographic shifts in the Canadian workforce, in addition to other environmental and organizational factors, will increase reliance on training

Quebec’s “1% Law”
Legislation (Bill 90) was introduced to penalize companies that did not invest in the training and development of its employees
· Law requires the investment of a minimum of 1% of a company’s total payroll on the training of its employees

High Performance Work System: an interrelated system of HR practices and policies, which typically includes 1) rigorous recruitment and selection procedures; 2) performance-contingent incentive compensation; 3) performance management; 4) a commitment to employee involvement; 5) extensive training and development programs
· Training and development works in the context of this type of system

Context of Training and Development

A) Environmental Factors
1. Laws
2. Global Competition (Globalization)
3. Technology
4. Demographics
5. Labour Market
6. Economy
7. Change
8. Social Climate

B) Organizational Factors
1. Strategy
· The alignment of human resources practices with an organization’s business strategy is called: Strategic Human Resources Management (SHRM)
2. Structure
3. Culture
4. Human Resource Management System


Strategic Model of Training and Development

Chain Reaction:

Business Strategy  HRM Strategy  Learning and Training Strategy  Training and development Programs

Instructional Systems Design Model (ISD): a systematic approach (rational and scientific) to the creation of training and development practices.

Needs Analysis
· Organizational analysis
· Task analysis
· Person analysis

Training Design and Delivery
· Training objectives
· Training content
· Training methods
· Leaning principles

Training Evaluation
· Evaluation criteria
· Evaluation design

ADDIE Process:
1. Analyze the situation 
2. Design the instruction 
3. Develop the learning material 
4. Implement the training 
5. Evaluate the outcome 

Lesson 4: Learning and Motivation 

Learning: a change in behavior by an individual based on their interaction with the environment.

Gagnes Five Learning Outcomes

1) Verbal Information: facts, knowledge, principles, information (declarative knowledge)

2) Intellectual Skills: concepts, rules, and procedures (procedural knowledge)

3) Cognitive Strategies: application of information and techniques; understanding how and when to use the information

4) Motor Skills: coordination and execution of physical movements

5) Attitudes: preferences and internal states associated with beliefs and feelings

Stages of Learning a Skill

a) Declarative Knowledge: Learning knowledge, facts, and information
· Ex.: Learn the alphabet, learn conventions about direction of reading (in North America: left-right, top-down) separation of words, purpose of punctuation, learning of some words, learn some phonemes

b) Knowledge Compilation: integrating tasks into sequences to simplify and streamline the task
· Ex.: Word recognition becomes automatic, however over time, a proficient reader is able to grasp whole sentences and even passages at a glance

c) Procedural Knowledge: learner has mastered the task and performance is automatic and habitual
· Learner no longer has to think deliberately and consciously about the sounds associated with letter combinations or the meaning of individual words

Learning Styles
· The way an individual gather, processes and evaluates information during the learning process



Kolb (1984) states there are four ways individuals gain experience:
1. Concrete Experience (CE)
2. Abstract Conceptualization (AC)
3. Reflective Observation (RO)
4. Active Experimentation

An individual’s preferred learning style is a combination of two of the modes of learning:
· Converger (AC + AE) = thinking and doing
· Diverger (CE + RO) = feeling and watching
· Assimilator (AC + RO) = thinking and watching
· Accomodator (CE + AE) = feeling and doing

Learning Theory: a set of propositions and constructs that attempt to explain how change in behaviour (learning) is achieved


Types of Learning Theories

A) Conditioning Theory (Behaviorism): learning is a result of reward and punishment contingencies that follow a response to a stimulus
· Positive Reinforcement: application of a positive stimulus
· Negative Reinforcement: removal of a negative stimulus 
· Punishment: receiving a negative consequence 
· Shaping: reinforcement of each step in a process until it is mastered
· Chaining: reinforcement of entire sequence of a task
· Generalization: conditioned response occurs in circumstances different from those during learning

B) Situated Cognition (Cognitivist): a theory that builds on cognitive approaches to understand learning. 
· Cognitivist focuses on the structures that are created in the mind, through experience, and that further mediate our interpretation of experience.
· Cognitive theories are based on an information-processing model of the mind
· Key elements in the basic model are short-term working and long-term memory stores or registers, which are provided through sensory channels
· Situated Cognition builds on the cognitive paradigm
· If we learn and practice a new concept or skill over and over in the same or very similar situations or contexts we will find that we are very well able to apply this learning when we are confronted with a similar context.

C) Social Learning Theory
1. Observation: attention, retention, reproduction, reinforcement
2. Self-Efficacy: task performance outcomes, observation, verbal persuasion and social influence, physiological/emotional state
3. Self-Management: observe personal behavior and that of others, setting performance goals, assessing personal progress, rewarding oneself for goal achievement, self-regulation, metacognition

Adult Learning Theory

1. Andragogy
	An adult oriented approach to learning that takes into account the 	differences between adult and child learners. 
· Make material relevant
· Acknowledge adult learners have a lot going on in their lives

2. Pedagogy
	The traditional approach to learning used to educate children and youth.

Theories of Motivation

Motivation: degree of persistent effort that one directs toward a goal.

Extrinsic Motivation: stems from factors in the external environment
Intrinsic Motivation: stems from a direct relationship between worker and task

A. Need Theories: needs refer to physiological and psychological desires; needs are motivational because people are motivated to obtain the things that will satisfy their needs

B. Process Theories
	
Expectancy Theory: process theory of motivation	

a) Expectancy: Individual’s subjective probability that they can achieve a particular level of performance on a task
b) Instrumentality: Subjective likelihood that attainment of a first-level outcome such as an “A” or “B” in this course will lead to attractive consequences that are known as second-level outcomes.
c) Valence: refers to the attractiveness of first and second-level outcomes.
d) Effort = Expectancy x (Instrumentality x Valence)


C. Goal Setting Theory: goals are motivational because they direct people’s efforts and energies and lead to development of strategies to help them reach their goals

	Characteristics for Goals to be Motivational
a) Specific in terms of their level and time frame
b) Challenging
c) Provide Feedback
d) Committment

	Goal Orientation
· Mastery/ Learning Goals: process-oriented goals that focus on learning process
· Performance Goals: outcome-oriented goals that focus attention on achievement of specific performance outcomes

Training Motivation
· The direction, intensity, and persistence of learning-directed behavior in training contexts.


	Personality variables that predict training motivation:

a) Locus of control
b) Achievement motivation
c) Anxiety
d) Conscientiousness
e) Self-Efficacy

Model of Training Effectiveness

· Organizational effectiveness is the end product of a model that involves training, employee characteristics, attitudes, learning and retention, and performance.



Lesson 5: Transfer of Learning

Transfer of Training: refers to generalization of knowledge and skills learned in training on the job and maintenance of acquired knowledge and skills over time.

Two conditions:
· Generalization: use or application of learned material on the job
· Maintenance: use or application of learned material on the job over a period of time (repeated behavior)

The transfer of training to the workplace is a serious problem because it is difficult to measure and there are many potential barriers

· Personal characteristics of the trainee, the design of the training, and the environment in which it is delivered and applied

The Extent of Transfer of Training

· Positive: trainees effectively apply new learning on the job
· Zero: trainee does not apply new learning on the job
· Negative: trainees perform worse on the job after training

Types of Transfer of Training

· Near: applying new learning to situations that are very similar to those in which training occurred
· Far: applying new learning to situations that are different from those in which training occurred
· Horizontal: transfer across different setting at the same level
· Vertical: transfer from trainee level to organizational level

The Process

Trainee Inputs

1. Trainee Characteristics: cognitive ability, training motivation, self-efficacy, personality characteristics

2. Training Design: active practice and conditions of practice

3. Work Environment
		Pre-Training: management actions send messages/ signals regarding 			importance and organizational support of training
· Organizational constraints: lack of time, equipment, and/or resources
		
		Post-Training: support provided by trainees’ supervisor
· Training Transfer Climate: characteristics in the work environment that can foster or inhibit applying the training to the job
· Learning Culture: transfer of training is greater in an organization that values the acquisition of knowledge and skill (a learning organization)

Facilitating and Improving Transfer of Training

Activities BEFORE Training

1. Management
		Decide who should attend
· Readiness to learn/trainability
			= Ability x Motivation x Perceptions of the Work Environment
· Trainability tests

2. Trainer
· Ensure application of ISD model
· Ensure both trainees’ supervisor and trainees are prepared in terms of knowing objectives and benefits
· Find out supervisor and trainee needs and expectations
· Ensure that trainees are prepared for training in terms of prerequisite courses/readings, etc.

3. Trainees
· Find out about training objectives prior to attendance
· Meet with supervisor to discuss training program and develop action plan for learning and transfer
· Prepare for training program

Activities DURING Training

1. Management
· Participate in training programs
· Speak about importance of training programs
· Attend training programs before trainees
· Reassign employees’ work while they are attending training

2. Trainer
· Incorporate conditions of practice, adult learning principles, and other learning principles in design
· Include content and examples that are relevant and meaningful
· Include instruction on transfer of training
· Have trainees prepare a performance contract

3. Trainees
· Enter training program with positive attitude and motivation to learn
· Engage themselves by actively participating
· Develop an action plan for application of training on the job

Activities AFTER Training

1. Management
· Ensure trainees have immediate and frequent opportunities to practice and apply what they learned
· Encourage and reinforce trainees’ application of new skills
· Develop action plan with trainees, reduce job pressures and workload, arrange practice sessions, give promotional preference to employees who have received training and, transfer and evaluate employees’ use of trained skills on the job

2. Trainer
· Conduct field visits: observe trainees, provide feedback and support
· Offer booster sessions: extensions of training programs that involve periodic face-to-face contact between the trainer and trainees

3. Trainees
· Begin using new knowledge and skills on the job ASAP
· Meet with supervisor to discuss opportunities for transfer
· Form a “buddy system”
· Consider high-risk situations that might cause a relapse and develop strategies for overcoming them and avoiding a relapse

Transfer of Training Interventions

Relapse Prevention: anticipate transfer obstacles and develop coping skills

Self-management and self-coaching: perform a series of steps to manage transfer behavior and establish performance maintenance and improvement goals

Goal Setting: set specific, challenging goals to enhance transfer

Goal Setting Interventions: teach trainees about the goal setting process

Booster Sessions: extensions of training programs that involve a review of the training material



The Transfer System: all factors in the person, training and organization that influence transfer of learning to job performance

Specific Factors
· Learner readiness, motivation to transfer, positive personal outcomes, negative personal outcomes, personal capacity for transfer, peer support, supervisor support, supervisor sanctions, perceived content validity, transfer design, opportunities to use

General Factors
· Transfer effort – performance expectations, performance – outcome expectations, resistance to change, performance self-efficacy, performance coaching

Model of Training Effectiveness: Baldwin and Ford
Vertical Transfer of Training
Work Environment
1. Transfer Climate
2. Learning Culture
3. Transfer System
a. Pre-training
b. During training
c. After training
Training Design
1. Active Practice
2. Conditions of Practice
3. Leaning Principles
Trainee Characteristics
1. Cognitive Ability
2. Training Motivation
3. Self-Efficacy
4. Personality
5. Attitudes



Lesson 6: The Needs Analysis Process

Needs Analysis
A process to identify gaps of deficiencies in employee and organizational performance, which drive the rest of the instructional design process

· Also known as ‘needs assessment’ and ‘training needs analysis’
· GOAL: Identify differences between what is and what is desired or required in terms of results, and compare the magnitude of gaps against the cost of reducing them or ignoring

Needs Analysis Process: consists of a series of interrelated steps

1. Concern: a situation, or issue, that has captured the attention of the managers
2. Importance: is it central to the effectiveness of the organization?
3. Consult Stakeholders: identify and involve stakeholders who have a vested interest in the process and outcomes of the needs analysis process
4. Data Collection: collection of information from three levels of analysis (a) organization; (b) task; and (c) person/ employee

1. Organizational Analysis

1. Strategy: organization’s mission, goals and objectives
2. Environment: new technologies, competitors, recessions, regulations, mergers, acquisitions, and trade agreements
3. Resources: identification of the resources available in an organizations that might be required to design and implement training and development programs
4. Context: climate, training transfer climate, learning culture


2. Task Analysis: the process of obtaining information about a job by determining the duties, tasks, and activities involved and the knowledge, skills, and abilities required in order to perform the tasks
· Job: Consists of a number of related activities, duties, and tasks
· Task: smallest unit of behavior studied by the analyst and describes specific sequence of events necessary to complete a unit of work

Steps of a Task Analysis

1. Identify the target jobs
2. Obtain a job description
	Job Description: a statement of tasks, duties, and responsibilities of a job. 	It lists the specific duties carried out through the completion of several 	tasks.
3. Develop Rating
	Rate the importance of each task and the frequency that it is performed
4. Survey a sample of job incumbents
5. Analyze and interpret the information
6. Provide feedback on the results

Cognitive Task Analysis: a set of procedures that focuses on understanding the mental processes and requirements for performing a job

Team Task Analysis: analysis of tasks of the job, as well as the team-based competencies (knowledge, skills, and attitudes) associated with the tasks

3. Personal Analysis: process of studying employee behavior to determine whether performance meets standards
1. Define the desired performance
2. Determine the gap between desired and actual performance
3. Identify the obstacles to effective performance

Needs Analysis Methods

1. Observations
2. Questionnaires
3. Key Consultation
4. Print Media
5. Interviews
6. Group Discussion
7. Tests
8. Records and Reports
9. Work Samples

Needs Analysis Sources

· Employees and managers: self-assessments
· Subject matter experts
· Customers: satisfaction ratings and perceptions
· Computer-based analysis: analysis of business data (e.g. CRM, manufacturing quality systems, call center management software)

Obstacles to Needs Analysis

· Budgetary constraints to conduct a needs analysis
· Feel that they can accurately identify training needs and that more analysis is a waste of time and money
· Managers may even have their own agendas
· Time is a constraint
· Lack of expertise to conduct a needs analysis
Lesson 7: Training Design

Design: a disciplined inquiry engaged in for the purpose of creating some new thing of practical utility. It involves exploring an ill-defined situation, finding as well as solving a problem(s), and specifying ways to effect change.
· Requires a balance of reason and intuition, an impetus to act, and an ability to reflect on actions taken

Instructional Design is a comprehensive system of procedures informed by research and practice that is employed to develop effective and efficient educational and training programs in a consistent and reliable way

· Instructional Systems Design (ISD) is active (constantly being monitored and altered), iterative (repeated and refined), and creative (allows for many different solutions)

The ISD Model Design

Result: Identification of a problem

1. The Needs Analysis: used to analyze the situation and determine if training is a viable solution to the problem

2. Training Design and Delivery: to develop the training and deliver it to the trainees

a. Training Objectives: guide the design of instruction
· A product of the needs analysis

Purpose of the Training Objectives

	Trainers: trainees can be assessed prior to training so that it can be personalized 	to their needs; the choice of content and methods will be guided by certain 	objectives
· Helps develop measures of evaluation

	Trainees: informs about the goals of the program and what they would be 	expected to learn
· Allows them to focus their energies on achieving specific goals rather than waste them on irrelevant tasks
· Makes trainees accountable for what they are learning

	Managers: communicate what the trainer is planning and what the trainee should 	be able to accomplish at the end of the session

	Writing Training Objectives

	Each learning objective should contain three components
1. Performance: what will the trainee be able to do after the training?
2. Condition: where and when is this behavior supposed to occur?
3. Criterion: what is an acceptable level of performance?

	Learning objectives should describe the intended outcome of the performance of 	the participant. 
· S – Specific: clearly indicates what the learner will be able to do
· M – Measurable: result can be “seen” at the end of the session
· A – Attainable: goal can be achieved within the timeframe and with the     conditions
· R – Relevant: needed by the participant to complete/improve work tasks
· T – Time Framed: can be achieved by the end of the training session

b. Training Content: the content presented to trainees must be designed to fulfill the needs of the company (needs analysis)

· Follow the training objectives: let the training objectives help dictate the content required for the training

· Compare actual performance-to-performance goals: the content should address the identified performance gap of the employees

· Refer to legislation
	
· Consult with subject matter expert (SME) 

Purchase of Design Decision

Internal Programs
Advantages: security and confidentiality; use organization’s terminology; incorporate organization’s values; fully branded; use internal content expertise; understand audience; pride and credibility; content is linked with organizational-specific processes

	Factors to consider
· Cost
· Human Resources: access to a subject matter expert
· Time
· Who needs the training
· What is expected return or benefit

	Request for Proposal: a document used to solicit potential vendors, as well as 	to offer training and development services
	
c. Training Methods: the way in which content will be delivered to trainees.

1) Off-The-Job
· Ex: classroom, simulations
2) On-the-Job
· Ex: coaching, performance aids
3) Blended Training
· Ex: use of a combination of approaches to training


d. Learning Principles: techniques used to maximize the effectiveness of the instruction

	Active Practice: provides practice to learners in a training context
· Practice: physical or mental rehearsal of a task, skill, or knowledge in order to achieve a certain level of proficiency at performing that task or skill or demonstrating that knowledge

Conditions of Practice prior Training
· Use of advanced organizers
· Metacognitive strategies
· Inclusion of attentional advice

Conditions of Practice during Training
· Massed versus distributed practice: training is offered in a single session or spread out
· Whole vs. part learning: training materials are presented all at once or one part at a time.
· Overlearning: repeated practice after mastery so that the behavior becomes automatic
· Task Sequencing: training material is divided, organized, and presented in a logical sequence of subtasks
· Feedback or knowledge of results
	
	Error 
Training:
	Error 
Avoidant Training:
	Error 
Management instructions:

	· Training that explicitly allows trainees to make errors while learning to perform a task.
	· Training that explicitly avoids or minimizes trainee errors while learning to perform a task.
	Statements that emphasize the positive function of errors.

	Advantages of error training:
	· Forces people to develop thoughtful strategies
· Deeper processing of information
· Greater practice
· Learn “error recovery strategies”
· Greater exploration


Active Learning and Adaptive Expertise
	
	Adaptive Expertise: involves the ability to use knowledge and skills across a 	broad range of tasks, settings and situations

	Active Learning: is a training approach where the onus is put on the trainees to 	control their own learning experience
· Involves exploratory/ discovery learning where trainees are given the opportunity to explore and experiment with the training tasks to infer and learn the rules, principles and strategies for effective task performance
· This differs from proceduralized instruction where trainees are provided with step=by-step instructions

The Lesson Plan: a blueprint that outlines the training program in terms of sequence of activities and events that will take place

Important because:
· Ensure training is directed toward solving real problems
· Organize the sequencing and complexity of the content
· Enhance the credibility of the training
· Foster smooth operation of training activities
· Help control costs of training design and delivery
· Facilitate competition for funding


Gagne’s Events of Instruction ensure the effectiveness of training programs

	1. Gain attention
	· Get the trainees interested and motivated to initiate training.

	2. Describe the objectives
	· Set the expectations of the trainees and establish how this relates to their needs.

	3. Simulate recall of prior knowledge
	· Queue prior knowledge and how it relates to new training material.

	4. Present material to be learned
	· Organization and presentation of material should be done in a logical and consistent manner.

	5. Provide guidance for learning
	· Reflects use of metacognitive strategies, attentional advice, and advance organizers.

	6. Elicit performance practice
	· Reflects the importance of active practice.

	7. Provide informative feedback
	· Provides trainees with an idea of what they understand well and what they need to work on.

	8. Assess performance
	· Links training objectives to trainee learning and performance on the job.

	9. Enhance retention and transfer
	· Ensures that trainees know how the training material can be used and applied on the job.






Lesson 8: Off-the-Job Training

Methods

1. Lecture: trainer organizes content and presents orally; little listener involvement

· Advantages
· Transfer large amounts in short time. Minimal costs to produce
· Listeners all get same message (consistency in content)

· Disadvantages
· Not effective for development of skills/ change of attitudes
· Forced passive learning
· Does not accommodate differences among participants (experience, ability, role, interests, motivation)
· Scheduling (inflexible)

2. Audio-Visual: lectures can be supplemented/ enhanced with audio-visual methods (video, slides, short video clips)

· Advantages
· Can be used to illustrate behavior
· Highlight key points
· Control pace of training

· Disadvantages
· Might be a tendency to emphasize style over substance
· Cost increases with use

3. Discussion: leader facilitates analysis of a problem or case

1. Helps members recognize what they do not know but should
2. Opportunity for members to get answers to questions
3. Allows members to get advice on concerns
4. Allows sharing ideas and deriving a common wisdom
5. Way to learn about one another

4. Case Study: students discuss, analyze, and solve problems based on real situations

Objectives
· Introduce realism into learning
· Deal with variety of problems, goals, facts, conditions, and conflicts
· Teaching how to make decisions
· Teach creativity, think independently

Requirements
· Students/ teachers must have qualifications to analyze material
· Appropriate time must be provided
· Atmosphere must be supportive

Styles/ Methods
· Single problem vs. multiple situations
· Written, audio-visual, live case/ operational consulting

5. Case Incident: this method presents one part of an organization’s problem for analysis

· Advantages
· Useful to stress one topic or concept
· Short, so can be read during training session
· Reduces effect of differences in reading times
· Trainees can draw on their own experiences

· Disadvantages
· Lack of background material
· Problematic for people with limited work experience

6. Behavior Modeling: demonstrates key behaviors that trainees observe and attempt to replicate
· Good for learning skills behaviors, not for factual information
· Used often for teaching interpersonal skills

Based on four learning principles:
1. Observation
2. Rehearsal
3. Reinforcement
4. Transfer

7. Role Play: trainees practice newly learned skills in a safe environment
· Three Phases
· Development
· Enactment
· Debriefing (should take 2-3 min. longer than enactment)

· Advantages
· Useful for acquiring skills in human relations and changing attitudes
· Requires active participation

· Disadvantages
· There may be resistance to participating

8. Games: activities characterized by structured competition that allow trainees to learn specific skills
· Focus on development of problem-solving, interpersonal skills, and decision-making skills
· Incorporate learning from experience, active practice and direct application to real problems

· Disadvantage
· Possibility of learning wrong things
· Weak relation to training objectives
· Emphasis on winning

9. Simulations: use of operating models of physical/ social events designed to represent reality; recreate situations by simplifying them 
· Effective when they involve concepts of physical and psychological fidelity
· Physical: similarity of physical aspects of the simulation to actual job
· Psychological: similarity of psychological conditions of the simulation to actual work environment

· Advantages
· Realistic and sometimes cost effective
· Opportunity to experience many situations and get performance feedback

· Disadvantages
· Expensive to develop and stage

10. Action Learning: consists of a process in which the learner performs a given activity, then analyzes their actions in order to improve on their performance.

I hear, I know, I see, I remember. I do, I understand. (Confuclus)

Accept challenge of studying and solving real problems, accept responsibility for solutions
· Advantage: test theories in the real world
· Involves identifying real problems, developing solutions, testing them and evaluating consequences
· Changes trainees from passive information receivers to problem solvers

So which method is best?
· Blended Learning: most effective training programs utilize more than one method 
· In blended learning programs, a mix of delivery methods are used to suit the objectives, learner needs, and organizational resources
Factors to consider
· Training objectives
· Cost and resource availability (administration costs)
· On-the-job application
· Trainers skills and preferences
· Trainee characteristics and preferences
· Aptitude-treatment interaction: when a training method has differential effects on trainees with different aptitudes



Lesson 9: On-the-Job Training

1. Hands-On Training: popular training method for employees in the trade industry
Not only is it a chance to get “hands-on” training, but also it usually is quite specialized and requires practice to perfect the craft.

2. On-The-Job Training Methods: trainees receive instruction and training in their work environment from a supervisor or experienced coworker (most common approach to training)

3. Job Instruction Training: formalized, structured, and systematic approach to on-the-job training (OJT)

Step 1: Preparation
· Develop communication strategy
· Determine what trainee already knows and nature of the tasks to be performed
· Stages:
a) Put trainee at ease
b) Guarantee the learning
c) Build interest and show personal advantage

Step 2: Instruction
· Telling, showing, explaining, and demonstrating the tasks
· Show trainee how to perform the tasks
· Repeat and explain key points in detail
· Allow trainee to see who job again

Step 3: Performance
· Trainee performs tasks under guidance from instructor who provides feedback and reinforcement
· Ask trainee to perform less difficult parts of job
· Allow trainee to perform entire job

Step 4: Follow-Up
· Trainer monitors performance and provides feedback
· Gradually tapers off instruction as employee gains confidence and skill

To succeed:
· OJT should not be managed differently from other types of training
· OJT should be integrated with other training
· Ownership must be maintained
· Trainers must be properly chosen and trained
· Used as an incentive for recruitment and employee retention
4. Performance Aids: devices that help an employee perform his/her job
Examples:
· Signs
· Troubleshooting aids
· Special tool or gauge
· Flash cards
· Posters or checklists

5. Job Rotation: trainees are exposed to many jobs, functions, and areas within an organization with the objective of learning a variety of skills required for current and future jobs
· Benefits:
· Improved knowledge and skills
· High job satisfaction and salary
· More opportunities for career advancement

6. Apprenticeship Programs: training for skilled trades that combine OJT and classroom instruction
· On-the-job component teaches requisite skills
· Classroom component teaches theory and design

7. *Coaching: method in which a seasoned employee works closely with another employee to develop insight, motivate, build skills, and to provide support through feedback and reinforcement
· Effective in training interpersonal skills, communication skills, leadership skills, and self-management skills

Benefits for individuals and organizations
· Individual: improves working relationships, job attitudes, increases rate of advancement and salary increases
· Organization: increases in productivity, quality, customer service, retention, decreases in customer complaints, costs

Key Elements
1. Agreed-upon plan or set of objectives
2. Work environment is training laboratory

Steps
a. Initial discussion, setting objectives
b. Opportunities identified, long-term plan set
c. Employee performs tasks, reports to coach
d. Process fitted into employee’s goals and organization’s long-term strategies



Techniques
· Special project assignment
· Job rotation
· Design method or schedule of representation
· Job redesign/ restructuring
· Job enlargement
· Conference attendance, professional memberships, teaching/ publishing, professional societies

Issues with coaching include:
· Coach must be selected based on ability, motivation, and availability and matched with the employee
· Coaching should be part of broader process
· Performance of the coach should be integrated into performance management for that individual

8. *Mentoring: method in which senior member of an organization takes a personal interest in the career of a junior member
· Mentor: experienced individual who provides coaching and counseling to a junior employee
· Career development: more focused than coaching

Two roles:
1) Career Support
2) Psychosocial Support

Benefits
· Accelerate career progress of underrepresented groups
· Transmit culture and values to newer managers
· Pass on accumulated wisdom of seasoned leaders

Issues with mentoring:
· Ensure clarity of roles and expectations
· Choose mentors carefully
· Match mentors and protégés with care
· Train both mentors and protégés
· Structure the mentoring relationship
· Ensure support from management
· Include benefits for mentors




Off the Job versus On-the-Job Training

	Off-the Job Training Methods
	On-the-Job Training Methods

	Advantages:
· Can use wide variety of training methods.
· Can control training environment.
· Large numbers of trainees can be trained at once.
	Advantages:
· Lower cost.
· Greater likelihood of application of training
    on the job.

	Disadvantages:
· Can be much more costly than on-the-job training.
· Because training environment differs from
   workplace, there are challenges regarding
   transfer of training.
	Disadvantages:
· Distractions in work environment during training.
· Potential for damage when training on actual equipment.
· Disruption of service or slowdown of production during training.
· Potential safety issues.





Lesson 10: Technology-Based Training

Technology-Based Training: use of technology to develop, deliver and manage courses or learning content

Computer-Based Training (CBT): training that is delivered via the computer for the purpose of teaching job-relevant knowledge and skills
· Includes: stand-alone applications, CD-ROM- based software

E Learning (Electronic Learning): the use of computer network technology such as the Intranet or Internet to deliver information or instruction to individuals
· Includes: web-based courses, desktop conferencing

Electronic Performance Support System (EPSS): a computer-based system that provides information, advice, ad learning experience on the job to improve performance
· i.e. job aids

Videoconferencing: linking an expert or trainer to employees via two-way video using satellite or network technology
· One-to-many (one expert communicating to many learners)
· Many-to-many (several sites can initiate communications)
· Videoconferencing over the Internet is often referred to as desktop or web conferencing (Skype, MSN Messenger)

Modes of e Learning

A) Instructor-Led Training: involves an instructor or facilitator who, in the case of technology-based training, might lead, facilitate, or teach online
· Synchronous Training: instruction is offered in real-time (live)
· Examples: videoconference, chat session, virtual classroom

Redefining the role of the instructor
· Teacher controlled pace
· Instruction occurs frequently and systematically with whole class
· Use of class time determined by teacher
· Predominant source of content is from teacher in the form of a lecture
· Instruction mostly synchronous (in real time)
· Instructor acts as a “Sage on the Stage”

B) Self-Directed Learning: a process in which the individual identifies the resources necessary to learn, and then manages their own learning experiences
· Asynchronous Training: instruction is not in real-time – learners can set their own pace through the  
· Examples: web-based courses, computer-based simulations, interactive exercises

Redefining the role of the instructor
· Student can pursue content at own pace (shift in control of learning)
· Personalization of learning experience
· Student determines how learning is done (autonomous)
· Content comes from a variety of sources
· Instruction mostly asynchronous (at any time)
· Instructor acts as a “Guide on the Side”

Technology Based Training Advantages and Disadvantages

Advantages for the Trainee
· Learn outside the workplace (increased access facilitates more time for learning)
· Learn at their desktop (minimize productivity loss due to training away from the workplace)
· Progress at own pace
· Flexibility and convenience
· Has a built-in guidance system (allows learners to monitor their progress through the content)
· Available all the time (just-in-time training)
· Greater control over their own learning experience
· Reduced travel time (or none) and cost for learners
· Opportunity for repeated practice and review

Disadvantages for Trainee
· Less interpersonal contact (contributes to feelings of social isolation)
· Potential computer illiteracy
· Increases anxiety
· Online degrees not yet seen as equivalent to those attained via more traditional means (if completed outside the organization)
· Loss of “hand-raising” ability (immediate feedback is compromised in asynchronous courses)

Advantages for the Organization
· All trainees receive the same training (consistency)
· Large numbers can be trained in a short period
· Train across the globe (international business)
· Track trainees’ performance (useful for regulatory compliance and to monitor progress)
· Flexibility and convenience (employees can access it according to their own schedules and when they need it)
· Can be strategic
· An investment to support business strategies such as time-based competition, increase customer loyalty

Disadvantages for the Organization
· Resistance to technology-based training
· Cost and complexity of development
· Obsolescence due to evolution of technology, authoring tools, etc.
· Lack of ownership or control of the content
· Content is often developed by external vendors
· Ineffective for certain training content
· Loss of non-verbal cues, no idea who received announcements and important messages

How Effective is Technology-Based Training?
· Comparative studies between e learning and classroom instruction have yielded conflicting results
· Technology-based training seems effective for cognitive learning of less complex material
· Not as effective for learning complex material, soft skills, psychomotor skills, or team skills
· Trainee motivation plays a significant role

Strategies for Effective Technology-Based Training
1. Develop job focused curriculum
2. Make learning interactive
3. Offer support material
4. Prepare learners
5. Prepare managers
6. Support learners
7. Monitor and report results
8. Evaluate
9. Enhance the course
10. Identify future training needs

The Design of Technology-Based Training

Learning and retention (and transfer) is fostered by incorporating the principles of sound instructional design in the design of technology-based training
· Customization: tailoring instructional elements to meet trainee preferences and needs
· Personalization: structuring the program so that trainees feel that they are engaged in a conversation with the program

Technology to adopt should be based on
· The results of the needs analysis 
· The budget and resources available
· The existing training and development platform
· Lessons learned from past experiences
Lesson 11: The Evaluation of Training

Training Evaluation: the process to assess the value (the worthiness, the effectiveness) of training programs to employees and to organizations
· Involves the analysis of data collected from trainees, supervisors, and through other stakeholder or forms of measurement
· Helps justify costs and improve effectiveness

Why conduct training evaluations?
· Assist managers in identifying what, and who, should be trained
· Determine cost-benefits of a program
· Determine if training program has achieved expected results
· Diagnose strengths and weaknesses of a program and pinpoint needed improvements (ADDIE)
· Justify and reinforce the value of training

Barriers to Training Evaluation
1. Pragmatic: requires time (loss of production) to organize the collection of the data and specialized knowledge to properly analyze and interpret it 
2. Political: pressure from administration to justify the costs, potential to reveal ineffectiveness of training, conflict of interest (may require added resources to get external audit)

Types of Training Evaluations

a. Formative Evaluations: provide data on the content that is being developed
· Based on feedback received during the design and development of the learning experience – carried out on a regular basis or at the time of a given problem
· Of greater interest to instructors and instructional designers

b. Summative Evaluations: provide data based on evidence (data) gathered at the conclusion of the training intervention (can also be carried out at mid-point)
· Tend to focus on financial benefits to organization (ROI)
· Of greater interest to managers and administrators

c. Descriptive Evaluations: provide information that describes the trainee once he or she has completed a training program

d. Casual Evaluations: provide information to determine if training caused the post-training behaviors

Four Models of Training Evaluation

A. Kirkpatrick’s Hierarchical Model
· The four levels of training remain to this day the seminal model used in the training industry


	The Four Levels of Training

	Level 1: Reactions
· Trainee perceptions of the training program and/or specific aspects of the course/experience
· Methods: the “smiley” sheets, post-training surveys

	Level 2: Learning
· Trainee acquisition of the program material (procedural and declarative knowledge)
· Methods: before and after assessments

	Level 3: Behaviors
· Extent to which the new knowledge and skills are applied to the job (the transfer to the workplace)
· Methods: observation and interviews (over time), self-reports, supervisor reports, production records

	Level 4: Results
· The effect on the business or the work environment by the trainee
· Methods: expenses, revenues, sales, and other existing business measures

	Common Critiques
· Doubt about the validity – no evidence of correlation between the levels
· Insufficiently diagnostic
· Reliance on the same variables and outcome measures
· Lack of Clarity – What is meant by learning
· Not a “one-size-fits-all” models

B. COMA Model: a training evaluation model that involves the measurement of four types of 	variable
1. Cognitive
2. Organizational Environment
3. Motivation
4. Attitudes

	The COMA model improves on Kirkpatrick’s model in three ways:
1. Integrates a greater number of measures
2. Measures are casually related to training success
3. Defines variables with greater precision

C. Decision-Based Evaluation Model: a training evaluation model that specifies the target, focus, and methods of evaluation
1. Identifying the target of the evaluation
2. General to any evaluation goals
3. Flexibility: guided by target of evaluation



D. Learning the Transfer System: this inventory contains all of the variables from COMA, plus additional ones, such as learner readiness, resistance/openness to change, and opportunity to use learning.

Training Evaluation Variables

Reactions
1. Affective Reactions: measures that assess trainees’ likes and dislikes of a training program
2. Utility Reactions: measures that assess the perceived usefulness of a training program

Learning
1. Declarative Learning: refers to the acquisition of facts and information, and is by far the most frequently assessed learning measure
2. Procedural Learning: refers to the organization of facts and information into a smooth behavioral sequence

Behavior
1. Self-Reports
2. Observations
3. Production Indicators

Motivations
1. Motivation to learn
2. Motivation to apply the skill on the job (transfer)

Self-Efficacy
· Refers to the beliefs that trainees have about their ability to perform the behaviors that were taught in a training program

Perceived/ Anticipated Support
1. Perceived Support: the degree to which the trainee reports receiving support in attempts to transfer the learned skills
2. Anticipated Support: the degree to which the trainee expects to be supported in attempt to transfer the learned skills

Organizational Perceptions
1. Transfer Climate: can be assessed via a questionnaire that identifies eight sets of “cues”
· Goal Cues
· Social Cues
· Task and structural cues
· Positive Feedback
· Negative Feedback
· Punishment
· No feedback
· Self-control

2. Continuous Learning Culture: can be assessed via questionnaire presented in Trainer’s Notebook in chapter 10 of textbook

Organizational Results
1. Hard Data: results that can be measured objectively (i.e. number of items sold)
2. Soft Data: results that are assessed through perceptions and judgment (i.e. attitudes)
3. Return on Expectations: measurement of a training program’s ability to meet managerial expectations

Data Collection Designs in Training Evaluation: the manner in which the data collection is organized and how the data will be analyzed

1. Non-Experimental Designs: comparison is made to a standard and not to another group of (untrained people)

2. Experimental Designs: trained group is compared to another group that does not receive the training and when the assignment of people to the training group and the non-training group is random


3. Quasi-Experimental Design: trained group is compared to another group that does not receive the training, but when the assignment of people to the training group and the non-training group is not random


Lesson 12: The Costs and Benefits of Training

Cost Training Programs
Costing: the proves of identifying all the expenditures used in training

Costing Approach
· According to the stages of the design process needs analysis, program development, delivery and evaluation
· According to the nature or king of costs

Five Cost Categories

1. Direct Costs: costs that are directly linked to the training program
	Ex.: trainer salary and benefits, equipment rental, room rental, course materials, 	food/ refreshments, travel

2. Indirect Costs: costs that are incurred to support training activities, but are not directly linked to a particular training program. These are costs that would still exist even if the training was cancelled
	Ex.: Administrative support, trainer preparation and planning, marketing

3. Development Costs: costs that are related to the design of a training program
	Ex.: conducting the needs analysis, development of materials, evaluation

4. Overhead Costs: costs incurred by the training department that are not associated with a particular training program
	Ex.: Maintenance of training facility (heat and lighting), equipment, salaries of 	clerical and administrative staff

5. Trainee Compensation: cost associated with the salaries and benefits paid to trainees while they are attending a training program (and consequently not working)
	Ex.: cost of replacing the employee

Calculating the Benefits of Training Programs

1. Cost-Effectiveness Evaluation: a comparison of the monetary costs of training to the benefits of training in monetary terms
2. Cost-Benefit Evaluation: a comparison of the costs of training in monetary terms to the benefits of training in non-monetary terms
3. Net Benefit: the estimated value of the performance improvement over the costs of improving performance
4. Benefit-Cost Ration (BCR): the benefits divided by the costs of the training program
5. Return on Investment (ROI): a comparison of the costs of a training program relative to its benefits

Return on Investment: one of many different methods that are used to attempt to quantify the value of an investment (in our case, training)

Two values need to be identified:
1. The costs of the development and implementation of the training (in $)
· Cost to develop the training, lost production, materials...
2. The benefits of the training program (in $)
· Additional Sales, decreased insurance costs related to on-the-job accidents, more efficient workflow...

ROI = Net Program Benefit/ Cost of the Program

Utility Analysis: a method to forecast the net financial benefits that result from human resource programs such as training and development.

Important Factors to Consider:
1. Effectiveness (effect size)
2. Standard Deviation of Job Performance in Dollars of Untrained Employees
3. Number of Employees Trained
4. Duration Training Benefits will last

Break-Even Analysis: finding the value at which benefits equal costs and utility is equal to zero.




Lesson 13: Training Programs

Programs

1. New Employee Orientation Training
Programs designed to introduce new employees to their job, the people they will be working with, and the organization
· Usually conducted in-house by human resource practitioners
· Effective orientation programs have a positive effect on new employee attitudes and adjustment, can shape corporate culture, increase speed-to-proficiency, and lower turnover
Example: Frontier Airline employee orientation

2. Basic (Essential) Skills Training
Provide employees with critical literacy skills such as reading and arithmetic that are required to perform their job.

· Literacy: the ability to understand and employ printed information in daily activities
a. Prose Literacy
b. Document Literacy
c. Quantitative Literacy (Basic Math)

3. Technical Skills Training
Training in specific job skills that all employees need to perform their jobs

Information Technology Training
Training programs that focus on the use of computers and computer systems
· Computer Software Training: training programs that focus on how to use a specific computer software application

4. Health and Safety Training

Should include:
· The organization’s safety rules, practices, accident, and injury reporting procedures
· Duties of employer, supervisor, and worker as specified in the Occupational Health and Safety (OHS) legislation
· Importance of strict compliance with warning and emergency signs and signals
· Types and use of emergency equipment
· Use, care, and acquisition of personal protective equipment
· Organization benefits
· Known hazards and safeguards against them
· Importance of reporting other hazards and the mechanism for doing so
· Emergency and evacuation procedures for dealing with things such as fires, spills, and so on
· Need for good housekeeping
· Courses in first aid, CPR, and defensive driving where applicable


Workplace Hazardous Materials Information Systems (WHMIS)
Legislation to ensure workers across Canada are aware of potential hazards of chemicals in the workplace, and are familiar with emergency procedures for the cleanup and disposal of a spill.
 
5. Quality Training

Total Quality Management
Systematic process of continual improvement of the quality of an organization’s products and services

Harper and Rifkind’s Outline for TQM Training
· Overview of the state of the organization
· Statement from the head of the organization
· Overview of TQM
· Team Training
· Training in the use of tools

6. Non-Technical Skills Training
Skills that are required to work and interact effectively with people, such as communication an interpersonal skills
· These skills have become important in areas where traditionally they were not understood to be as relevant as technical skills

Team Training
Programs that are designed to improve the functioning and effectiveness of teams in areas such as communication and coordination

1. Task Work Skills
2. Teamwork Skills
3. Management/supervisory team skills

7. Sales Training
Today, sales professionals need to develop:
· Relationships with customers
· Understanding of customers’ needs and problems
· Solutions to customers’ problems
· A business partner mentality
· Knowledge about their own products and business
· Knowledge about their customers’ business needs

Characteristics of Successful Sales Training Programs
· Identification of a real business need that must be addressed before any training is developed
· Use of a team approach to design and implement new training
· Communication is a central component of the development and implementation process
· Comprehensive blended learning curriculum
· Performance assessment support tools

8. Customer Service Training
 Customer Expectations:
· Reliability
· Responsiveness
· Competence
· Access
· Courtesy
· Communication
· Credibility
· Security
· Understanding the Customer
· Tangibles

9. Compliance Training
· Involves programs that have been designed to educate an organization’s employees about laws, rules, and regulations that affect their work environment

10. Sexual Harassment: unwelcomed sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual nature that is a condition of employment, interferes with work performance, or creates a hostile work environment

Consequences
· Decreased morale and job satisfaction
· Negative effects on psychological well-being and physical well-being

Two kinds of sexual harassment
· Quid pro quo: explicit requests for sexual favors as a condition of employment
· Hostile Environment: work environment in which language/actions or both create an uncomfortable and offensive work environment that interferes with job performance

11. Ethics Training: training programs involve teaching employees about the organization’s values and ethical policies

Components of an effective Ethics Training program:
· Mandatory
· Include copy of organization’s code of ethics
· Discussion of relevant compliance laws
· An ethical decision making model
· Resources for help
· Role playing scenarios

12. Diversity Training: training that focuses on differences in values, attitudes, and behaviors of individuals with different backgrounds

Objectives
· Increase awareness about diversity issues
· Reduce biases and stereotypes
· Change behaviors to those required to work effectively in a diverse workforce

Diversity training should focus on
· Increasing awareness of diversity
· Providing skills required
· Application Strategies

13. Cross-cultural Training: training that prepares employees for working and living in different cultures and for interactions with persons from different backgrounds
· A critical factor in the success of cross-cultural training is training rigor
· Also refers to the length of time spent on training
· The degree of rigor required depends on three dimensions
1. Cultural toughness
2. Communication Toughness
3. Job Toughness



Lesson 14: Management Development

Management Development: complex process by which individuals learn to perform effectively in managerial roles
· Per capita training expenditures are greater for managers than any other category of employee
· Corporate expenditures on management development are estimated at $45 billion annually

Management Development versus Employee Training
· Managers work mainly through other people – need to focus on interpersonal skills and the development of the individual
· Training design techniques tend to be different
· Manager training tends to be more experiential and informational
· Managerial personalities must be taken into account
· Management development is a longitudinal process
· Complex skills and competencies are developed over time with training and experience
· Incompetent managers can severely affect an organization’s success
· Has a unique strategic significance

Core Managerial Roles

Interpersonal
· Refers to the relationships that managers develop with other people
· Provide leadership to help to attain group goals
· Serve as liaisons within and outside the unit
· Act as figureheads

Informational
· Collect information by monitoring the environment (internal/external) pertinent to attaining organizational goals
· Disseminate information to others
· Act as a spokesperson

Decisional
· Must make decisions about people, goals, and the means to attain them
· In this capacity they act as entrepreneurs, resource allocators, negotiators, trouble-shooters

Major Functions of Management

Organizing
· Establishing systems that ensure that the efforts of individuals working on major tasks are efficiently and effectively coordinated and organized

Planning
· Defining the direction towards which the efforts of individuals are to be directed


Leading
· Influencing the actions of others such that these actions are coordinated to produce the desired outcomes
· Acting as a role model
· Inspiring a shared vision
· Challenging the status qui and encouraging others to do so
· Recognizing contributions

Management Skills

Skills: a set of actions that individuals perform and that lead to certain outcomes
· Managing time and stress
· Verbal communication
· Delegating
· Managing conflict
· Self-awareness
· Motivating and influencing others
· Problem-solving

Emotional Intelligence

Ability to manage your own and others’ emotions and you relationships with others
1. Self-Awareness: being aware of and understanding oneself and one’s emotions when dealing with others
2. Self-Control: managing and regulating emotions that arise from encounters with others
3. Motivation or drive: channeling one’s emotions and energies in the pursuit of a goal
4. Empathy: reading the emotions of others and responding/adjusting accordingly
5. Interpersonal Skills: ability to manage one’s interactions with others through the management of emotions

Models of Management Skills Development
All management development programs should include the following

1. Skills Assessment
· Identifies strengths and weaknesses f managers relative to the specific skills to be trained
· Builds self-awareness
· Contributes to training motivation
· Identifies managers’ learning and behavioral styles

2. Skills Acquisition
· Instead of being taught specific procedures or steps, managers learn how to recognize the need for the skill in a diverse number of circumstances
· Usually involves group discussion of opportunities, obstacles, and strategies pertaining to sill use
· Focus on learning principles (procedural behavior)


3. Skill Practice
· Practice serves three fundamental purposes
· Reinforces learning and shifts learning from the declarative to the procedural leaning stage
· Enhances self-efficacy
· Maintains trainees’ interest, attention and motivation

4. Skill Application on the job (Transfer)
· During training managers establish specific plans for the application of learning
· Follow-ups, coaching and reinforcement are frequently required to ensure transfer

Content and Management Development

Conceptual Skills
· I.e. problem solving and decision making, planning, performance management and goal-setting
Technical Skills
· I.e. using Excel, PowerPoint, knowing tax laws
Interpersonal Skills
· I.e. communication, managing conflict and stress

Methods of Management Development

Experiential Learning
· Leaning experiences that include skill practice exercises that actively engage and involve the learner
· Builds procedural knowledge and boosts self-efficacy
· Ex: role play, simulations

Management Education
· The acquisition of a broad range of managerial knowledge and general conceptual abilities
· Typically conducted by colleagues and universities
· Ex: MBA programs

Management Training
· Programs and activities designed to develop specific managerial skills
· Ex: outdoor wilderness training develops teamwork and leadership skills

On-the-job Management Development
· Programs designed to provide individuals with managerial learning experiences on the job
· Ex: job rotation, coaching

Coaches must be goal orientated, challengers, and person focused



Lesson 15: Training Trends and Best Practices

Current Delivery Technologies Examples
· Have long-term cost savings, however an initial investment is required

Audio casting: the use of audio-only content, either in streaming format (live online radio) or as a downloadable file (mobile devices), to transmit content

Streaming Video: the use of streaming technology (downloading content piecemeal as opposed to all at once) to deliver high-quality video through the Internet

Voice-over Internet Protocol: refers to the use of the Internet to mediate live audio and video conversations

Web Conferencing: the use of VoIP technology to create virtual classroom environment that could include whiteboards, the ability to create breakout rooms, live quizzing, and the ability for the learners to pose questions

Serious Games: serious games were developed to add value to the fun factor of gaming. 	
- The edutainment (combining education and entertainment) character of games attracts the user and fosters informal learning opportunities. 

M Learning: “mobile learning” is a subset of e learning, and refers to learning that is carried out with the aid of mobile, handheld devices. This includes smart phones, portable digital assistant (PDAs), thin client computers, and other hand-held digital devices

Advantages
· Reduces cost of training delivery
· Reduces cost of managing and administering training
· Entry costs (to adopt technology) are decreasing
· Ensures consistency in content (for asynchronous platforms)
· Ability to reach dispersed (even global) audiences
· Content can be revised or updated more quickly and cheaply
· Content can be localized for different audiences rapidly and cost-effectively
· Content can be accessed at any point in time, from anywhere
· Provides advanced tracking and reporting that supports better decision-making

Disadvantages
· Although entry costs are decreasing, there is still a significant investment that is required to get started
· Investments in T&D are still considered as an expense by decision-makers
· Massive cuts in training and development budgets –opportunity to adopt new technologies as an effort to cut delivery costs
· New technologies sometimes have a steep learning curve
· Resistance to change among trainers and trainees (paradigm shifts, need to learn new technology)
· Staying up-to-date with the technology
· Growing pains associated with early adoption

Content Management Systems: learning management system (LMS) is a software application used to manage employee training content that is delivered to them
· Should an organization seek to develop and/or implement an LMS, they should:
· Support e learning
· Encourages employee participation
· Allows for participants to take control over the pace and process of their learning experience
· Examples of off-the-shelf LMS: Outstart, Saba, Moodle

Benefits of Learning Management Systems
· Reduce travel costs
· Reduce program time
· Increase accessibility to training
· Provide administrative functions
· Provide an inventory of employee competencies

Content Management Systems: LCMS is a form of content management system that is designed specifically to support the development, dissemination and maintenance of learning content
· It is comprised of a database or repository which contains content (text, video, graphics)
· The content is saved in a granular, object format
· The objects are searchable: Easier to enforce organization-wide standards, and it is possible to access and search any content from anywhere within the organization. 
· Single Source Content Management: ability to maintain content efficiently means that content can be kept up-to-date in a cost-effective manner. Maintaining content is a major challenge in organizations operating in dynamic environments

Additional Features include

Workflow Engine: it is possible to define all the steps involved in designing, developing and producing a course, identify all the roles and individuals involved, and automate the movement of work products from one stage to another via a workflow tool
· For example, as an editor, I would receive notification of my assignments via e-mail, or through a portal

Reporting: task completion, reports of content use by end-users (learners), reports of content application (how many times, or where, does a given piece of content in the repository appear across all courses or programs)

Version Control: content is revised and new version numbers are attached. It may be possible to roll content back to earlier versions where required

Translation: export all the text objects in a course into a spreadsheet or XML format. Provide the translated values within the translation tool, then import them back into the LCMS to populate a second language version of the original course

Assessment Engine: provides the tools to create a wide variety of different test item types, and to manage the creation and administration of tests from within a repository or pool of test items

LMS vs. LCMS

	LMS
	LCMS

	An LMS automates HR functions.
It is designed to provide learners with access to online content, and to track and report such information as: course completions, certifications, scores, expenditures against training budgets, allocation and scheduling of classrooms and instructors.
	An LCMS addresses content.
· It enables the development, production, publication, and maintenance of content. It is able to provide reporting concerning detailed content use and re-use, and various aspects of the work that is involved in content development and production.




TRENDS

1. Formal to Informal Learning
· There has been a shift from formalized training programs to more informal learning opportunities
· The results of informal learning may be flawed since this is difficult to measure

2.  Lifelong Learning: an approach to learning that recognizes that learning takes place throughout a person’s life and involved all aspects of one’s life including the workplace, personal development, the community, and physical well-being

3.  Just-In-Time Learning: the capability to provide learning and training opportunities when they are needed and where they are needed
· Requires trainers to redesign programs and find creative ways to reduce the content of the training intervention.
· Rapid Prototyping: a term that has been popularized in the manufacturing industry in which a working model is quickly fabricated in order to test
· Rapid e learning: software that allows organizations to develop e learning more quickly and easily and at a lower price than conventional e learning tools

4. Competency Based Learning: consists of learning interventions that are aimed uniquely at developing employee competencies
· A competency is a collection or combination of knowledge, skills and attitudes that is reflected in a workplace behavior on the job
· The behavior must be observable and measurable. It must be possible to evaluate the behavior

Competencies are used for various purposes in HR
· Remuneration
· Succession planning
· Align employee capabilities with organizational needs and strategy, and thereby increase performance and productivity

A competency framework includes examples of how each competency appears and is measured for a given role.
· Restricted to core competencies: capabilities, which are key to the business of the organization. 
· The major criticisms: 1) costly and time-consuming to develop; 2) once developed and implemented, competency frameworks are not managed or maintained


5.  Greening of Training

1. Training courses and programs
· Going green requires new ways of thinking and doing
· Training is a great starting point for these initiatives, especially starting with top management
· Training courses can include: environmental health and safety training and custom learning programs

2. Incorporate more green practices in training itself
· Audit: conduct an audit of energy consumption and waste production, including travel of students and instructors to training events, paper and energy used in training activities
· Go Online: shift more learning online whenever possible, including online job aids; more virtual meetings
· Make external events/ training greener: if a physical location is necessary, make sure it is accessible from public transportation or organize car sharing
· Green your training facilities: install energy saving light bulbs and computers
· Reduce paper use: review materials online and reuse paper you already have. Use coffee mugs instead of paper cups at training sessions
· Support Telecommuting: one of the most effective ways to reduce overall corporate emissions

Reasons Training Programs Fails

1. Lack of alignment with business needs
2. Lack of objectives to provide direction and focus
3. The solution was too expensive
4. Regard training as an event
5. Participants are not held accountable for results
6. Failure to prepare the job environment for transfer
7. Failure to isolate the effects of training
8. Lack of commitment and involvement from executives
9. Failure to provide feedback and use information about results
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