Chapter 7 – Orientation and Training, text notes
Socialization – The process by which people adapt to an organization

- Continuing process where an employee begins to understand and accept the values, norms, and beliefs held by others in the organization

Content of Orientation Programs
- Programs that familiarize new employees with their roles, the organization, its policies, and other employees

Organizational Issues – History of employer, Organization of employer, layout of physical facilities, product line or services provided, overview of production process, disciplinary regulations, employee handbook, safety procedures and enforcement

Employee Benefits – Pay scales and paydays, vacations, rest breaks, training and education benefits, insurance, retirement program, rehabilitation programs

Introductions – To supervisor, trainers, co-workers, employee counselor

Job duties – Job location, tasks, safety requirements, overview, and objectives

- Provides realistic information about the job environment and organization

- Give general support and reassurance 

- Demonstrate coping skills through stress training

- Pitfalls include overwhelmed with too much information, overloaded with forms to fill out and manuals to read, pushed into the job with a sketchy orientation 

Employee Training
- Essential as part of an orgs long-term strategy

- Planned effort by an organization to facilitate the learning of job-related behaviour of its employees

- Although training seeks to help employees do their present job, the benefits of training may extend throughout a person’s entire career and help develop that person for future responsibilities

Needs Assessment – Diagnosis that presents problems and future challenges that can be met through training or development

Training Techniques
- Best method depends upon cost effectiveness, desired program content, appropriateness of the facilities, trainee preferences and capabilities, trainer preferences, and learning principles

On-the-Job Training
– Method that a person leans a job by actually performing it

- Has participation, repetition, relevance, transference, and feedback
Job Rotation – Training employees to perform operations in areas other than their assigned jobs

Godfather system -  is widely used in Japanese companies, senior employees guide new employees through a job rotation program that puts the new employees into all of the orgs functional units

Apprenticeships and Coaching – Learning from a more experienced employee, trades

Off-the-Job Training
Lecture and Video Presentation – Relies more on communication rather than modeling

Vestibule – Separate areas or vestibules are set up with the same kind of equipment that will be used on the job

Role-Playing – Training technique that requires trainees to assume different identities in order to learn how others feel under different circumstances

Case Study – Real or hypothetical circumstances and the actions took 

Simulation – Provides instantaneous feedback on performance

Self-Study and Programmed – Useful when employees are dispersed geographically or when learning requires little action

Laboratory – Form of group training primarily used to enhance interpersonal skills

Computer-Based – Use of computers to facilitate the training process, offers control over the pace of learning and even other training contents in modular-type training programs

Internet or Web-based – Virtual education and e-learning, provision of “just-in-time” training or information, ability for the learner to learn when its convenient, ability to target the instruction to what the learner needs to know, and a reduction in travel and instruction costs
Training Evaluation

- Evaluation criteria, pre-test, trained or developed workers, post-test, transfer to the job, follow-up studies
Evaluation Criteria 
Reaction – Happiness or smile sheet

Knowledge – Reliably assessed only if before and after tests are used

Attitudes – Assessed through self-reports

Behaviour – Self-reports and observations by others are used 
Organizational Results – Difficult in determining the cause-effect relationship between training programs and organizational results
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