APPROACH TO ORIENTATION, TRAINING, AND DEVELOPMENT
I. THE SCOPE OF ORIENTATION, TRAINING, AND DEVELOPMENT
All employees need some kind of training and development on a going basic to maintain effective performance or to adjust new ways of work. 
Training focus and orient toward acquiring skills, behaviours, and abilities to perform CURRENT work. 
Development: focus and orient toward acquiring skills, behaviours, and abilities to perform FUTURE work or to SOLVE an organization problem.
II. INVESTMENT IN TRAINING 
Top strategic goals of Canadian organizations are to improve organization performance, develop leaders, & align learning with business objective. 
The effectiveness of training initiatives on the KSAs of employees must be measured to ensure their positive impact on organization performance. Most organizations have difficulties to evaluate training effectiveness. 
Employers should provide support to employees, such as pay for the training, ensure the use of KSAs on the jobs, or encourage employees to increase their skills.
III. SYSTEMATIC ORIENTATION, TRAINING, AND DEVELOPMENT
1) PHASE 1: CONDUCING THE NEEDS ASSESSMENT
Managers and HR professional stay alert to the kinds of training needs, such as who needs (employees who may fail to achieve productivity objective), where, and which methods will be the best deliver increased abilities to employees.
Managers should approach a needs assessment systematically to make certain that training is timely and focused on the priority issues. 
Merge and acquisitions may cause issues, such as require employees to take new role and responsibilities and adjust to new culture and ways of conducting business.
Other issues: changes in techniques, globalization, re-engineering, and total quality management. 
Organization restructure (downsize, empowerment, and teamwork) also require training. 
Older generation approach their retirement, organization also need to train young generation to replace them.
Managers and/or supervisors need to be knowledgeable about the organizations’ needs and requirements in order to assets the training is the right solution. If poor performance issues are due to motivation or something outside of employees’ control, training may not be the right answer. 
Finally, employers should sit down with employees to talk about what they need to be trained so that the training and development will have maximum benefit. 
2) PHASE 2: DESIGNING THE TRAINING PROGRAM
Organization should focus on 4 related issues: instructional objectives, trainee readiness and motivation, principle of learning, and instructors’’ characteristics. 
a. Instructional Objectives: describe the desired training program outcome in written form, such as skills and knowledges the company wants its employees to have and behaviours employees should be changed or acquired. Frequently, organizations will hire outside sources to design the training program and write the learning objectives. It is important for the managers to let the employees know what skills, knowledge, or behaviour he wants them to change after the training and development.

b. Trainee Readiness and Motivation 
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· Trainee readiness: they should be screened to determine what knowledge and skills they ALREADY HAVE in order for them to be able to absorb new knowledge, skills to be trained. 
· Motivation: It is important for employees to recognize that the knowledge they will be trained is necessary for them. And they have to MAINTAIN a desire to learn throughout the training process. 
Strategies to benefit on learning:
(i) Use positive reinforcement
(ii) Eliminate threats or punishment
(iii) Be flexible
(iv) Designed an interesting training program
(v) Have the employee set their personal goals. 
c. Principle of Learning
Training has to build a bridge between employees and the organization. It is important to have the employees know the meaningful and useful of the learning for their lives and tasks. The following techniques are recommended: 
Goal Setting: it is IMPORTANT that goals and objectives to be trained are CLEAR. 
Individual Differences: People learn at different rate and ways.
Active Practice and Repetition: Trainee should be give many opportunities to practice their tasks in the ways organizations expected them to do. 
Whole vs. Part Learning: Most jobs and be broken down into parts that allow them to further analysis. Determine the most effective manner for completing each part then give the trainee specific instructions.
Massed Vs. Distributed Learning: spacing out the training will give better result. 
Feedback and Reinforcement
Meaningfulness of Presentation: the material to be learned must be presented in a most meaningful so that trainees can connect the training with background they ALREADY HAVE.
Modelling: We all learn better by watching.
Behavioural Modification: Positive reinforcement on positive behaviour. 
3) PHASE 3: IMPLEMENTING THE TRAINING PROGRAM
a. Training and Development Methods
On-the-Job Training: Provide hands-on experience under normal working conditions and help to build relationship between employees and managers. HOWEVER, it is one of the most POORLY implemented training. Reasons: lack of well-structured training environment, poor training skill of managers, and lack of job well-defined job performance. 
Apprenticeship Training:  skills trades, such as machinist, lab technician, or electrician are given through instructions and experiences. 
Co-operative Training and Internship Program: similar to apprenticeship; it combine OTB experience with formal education. 
Classroom Instruction: enable maximum trainees and trainers. Information can be presented in lectures, demonstrations, films, videos… 
Self-Direct Learning: Individual work as their own pace at programmed instruction (books, manuals, or computer).
Audio-Visual: Coaches use video or camcorders so that their students can see their mistakes. 
Simulation: aircraft, spacecraft or other highly technical and expensive equipment. This method provide realism in equipment and its operation.
E-Learning: 
 On-the-Job Experience: learn from mistakes. Coaching, mentoring, understudying assignment, job rotation, lateral transfer (movement through up and down all departments), and action learning (manager release time to work with others)...
Seminars and Conferences: Bring groups of people together for training and development. Used to communicate ideas, polices, and procedure, raising point of debate and discussion.
Case Studies: Use documented examples which may have been developed from learners’ actual experiences in their own organization. 
Management Games: bring hypothetical situation to life and give experiential learning. 
4) Phase 4: EVALUATING THE TRAINING PROGRAM
a. Method 1: REACTION 
Assessing participants’ reactions. Trainees may give more than just say whether they like the program or not. They give insight into the contents and techniques they find useful. 
b. Method 2: LEARNING 
In order to see if the trainees learn anything after the training, it is important to test their knowledge prior the training to see their improvement. 
c. Method 3: BEHAVIOUR
Transfer of training referred to the effective application of principles learned to what is required for the jobs. 
d. Method 4: RESULTS
Measurement based on Return on Investment (ROI). In order to use benchmarking successfully, managers can see area of trainees’ improvement. 
e. ORIENTATION 
Familiarizing new employees to new work environment, new culture, etc. It is a process, not one day event.	
· Benefits: Low turnover, increase productivity, improved employee morale, low recruitment and training cost, facilitation of learning, and reduction of anxiety.
i) Continuous 
Organization is faced ever-changing conditions. It is important that ALL employees be continuous orientated to these change conditions. Companies use intranets (internal website) and online orientation modules to keep their employees up-to-date.
ii) Co-operative Endeavour (cố gắng, nỗ lực)
HR department is responsible for coordinating orientation activities and for providing new employees information and conditions on employment, such as benefit, pay, and other area not directly to the supervisor’s direction. A supervisor role is very important since new employees are likely want to know what their boss wants and says and what their new colleagues are doing. Supervisor should inform the team that their new colleagues will come join the team. It’s also important for co-workers to serve as volunteer buddies for new comers.
iii) Careful Planning
Emphasize the individual’s needs for information, understanding, and the feeling of belonging. Orientation info can be printed and should focus on matter of IMMEDIATED concern, such as important aspects of the jobs and OB expectations (safety and attendant). Be careful not to give too much information in one time. 
Take time to help new comers reduce anxiety

IV. SPECIAL TOPICS IN TRAINING AND DEVELOPMENT
1) BASIC SKILLS OF TRAINING
HR Notes Chapter 5

a. Read and understand information 
b. Listen, ask question, and understand
c. Team work
d. Assess problem and identify problem
e. Share information orally and work with others

Managers should do
	a. Explain to employees why and how training will help them for their job
	b. Related the training to employees’ GOALS.
	c. Respect and consider employees’ experiences and use it as resources.
	d. Use tasks-center and problem-center approach so employees can learn by doing.
	e. Give feedback.
2) TEAM TRAINING 
Tasks-related and team related
Effective team include a balance between the use of technical skills, such as time management and problem solving and interpersonal skills, such as conflict re-solution and collaboration. Team need to evaluate themselves periodically so they can make sure that their goals are being achieved so that there is no concern about interrelationship. 
3) DIVERSITY TRAINING 
Awareness building help employees appreciate the benefit of diversity and Skill building helps the capacities necessary for working with people who are different. 

V. CAREER DEVELOPMENT – INDIVIDUAL AND ORGANIZATION NEEDS
Dynamic (động lực) process 
Career growth can occur when individual initiative combines with organizational opportunity. Manager is given increased skills in their managing their own career, greater retention of valued employees, increased understanding of the organization, and enhance reputation. 
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 FAVOURABLE DEVELOPMENT CONDITIONS
Top managers should provide complete support.
Ensuring that employees know the organization’s goals then their own goal can be incorporated. 
Ensuring HRM practice support career development. Transfer and promotion. 
SPECIALIZED DEVELOPMENT NEEDS
Mentor: coach, advise, and encourage
Specialized career development for a diverse Workplace: 
[bookmark: _GoBack]Need for careful consideration of balance between work and personal life.
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