titive world of business every organization and especial
er efficiency of their workers. For this purpose, they train the o
develop them for future roles. Change in technology is dynamic p;

R mema'lt is also a dynamic process. Emplo).rees need to t.rair] as per
in the business scenario on periodic basis. For example, if any organization has decided t
automation instead of manual production process, employees of such organization should. be
o work with the machines. It will not be enough to train th‘em once for the. automation,
technology changes these employces should be trained accorfilpg to new machm_es or techno
This is the reason employees are asked to attend various training programmes time to time d
their tenure. These days the departments which deals with training and development o

employees are known as ‘Learning and Development” departments because now we don’t focus o
teaching but on learning process.

Concept

Training is a process of imparting new knowledge and skill to the em

ployees so that they c_"
accomplish any job or task successfully. There are important three ‘P’ for the human resource
management; !

a. People (Employees/ Workers)
b. Process

¢. Performance

. Happy Stake

Holders -

Figure: Framework of Training




it maximizati

lead to happy stake
of the organization,

ctionaries, meaning of the training is the action of teaching a person or animal

. . § : mal a
ill or type of behaviour. According to various authors there are different definitions of
ining. some are as following - e

sding to Edwin Flippo, ‘training is the act of incre
-
e 8. Beach describes training as ‘the or

e

rskill for a definite purpose’.

asing the skills of an employee for doing a
ganized procedure by which people learn knowledge

According to Michael J. Jucius, “Training is a process by which the aptitudes, skills and abilities of
1o perform specific jobs are increased."

Dale Y. der says,

"Training is the process by which manpower is filled for the particular job it has to

ing Need Analysis (TNA)

:i'fmniﬂg & implementin

g the training programme need for the training should be
0. It should be identifi

ed that what training should given to which employee.
g the training need is a crucial issue. We must design training module according to

 if they are new in job or existing employees. Analyzing training needs of existing
$S:more complex rather than new employees because lack of performance may be

‘Of motivation instead of training needs. Thus, we must observe training needs
.

1?W¢f level of employees, task analysis is done. Newly employees are assessed
lrlneeds for the

_ Job. Aim of this need analysis is to identify the training needs
4 oYees and later provide skills and knowledge to new employee for s 'wb 5
JSI-S 'S @ detailed study of the job to determine what specific skills the job
ob description ang Job specification are useful here. i




1To perate
| cutter and sa
awareness

. Perf ce analysis s il = |
¢ cutrent employees of the organization, performance analysis is the process of yerifs
that there is a performance deficiency and determining if the employer should correct gy
: through training or some other means. : |

There may be following techniques for performance analysis

i. performance appraisal
il.  job related performance data survey
iil.  Observation.

wv. Interview
v.  Written tests
vi.  Assessment centers review

Cannot do/ won't do

This is the core of any performance analysis. In first scenario an employee does not know

how to perform a job so he cannot do the same perfectly as per the set standards. We can __;
find ways to correct it by training. .

Training Climate

As we have obser

ved and d; v ; _ )

performance of the employeegliiu:;:d b0 far ,thm training process is all about enhancing the

aining is only given 1, the employegggagnz]atmn. Although one should not be get confused that:

ganization and outside of the 01'ganizati(?n the organization, Training can be given inside of
organization or the fuyyype workfor oty

ell. Trainer ¢ i isti ees of the.
€6 (as students), can train the existing employ
For better training or e

: aching environmeny - , -
Yoty mecussary for the succegs of a tra;::;;? , PIYS a vital role, A good and conducive environme
programme; | 8 Programme, There are three basic elements of a trai
a. Trainer

b. Trainee




uiually I'ésmnsible for the success of the trmﬁiug
ee should follow these steps: s

ts or trainees should accept the trainer.
shouid give proper respect to the trainer.

Ira os should show friendly behaviour and should also show eagerness to learn.
Tr -_,,..- should feel free to express their experiences with the trainer and other fellow

. Trainees should follow the discipline and decorum of the training proaramme.

s are equally important factor of successful training session. With the help of these

shmng process becomes easy and effective. With the help of various resources and tools

i transfer his/ her knowledge to the trainees easily. Resources add cost to the training
es. but these investments give high return in the form of quick and effective learning.

¢ fraining program, we require various audio-visual aids and supporting material. Following

es for the training programme;

-' _;ﬂl‘utructure: Building, electricity, sitting area.
Stationery Material: Flipcharts, pens, pencils, etc.
Audio-Visual aids: LCD, computers, Projectors, MPs audio, DVD players. TV internet.

e of Audio-Visual: Audio Visual aids are essential parts of the training these days. Its not
2 is not possible without these audio-visual aids but it is based on a saying, “one picture is

1 thousand words”. Importance of the audio- visual aids can be as following;

s attention on important points.

0 and visuals related to trairing, generate interest of the trainees.

hance the understanding of trainees for the topics. _

gud,;o visuals Increase the retention capability of trainees as we can memot
more effectively instead of spoken words.




Khem.

Process of training

Process of training is a sequential activity. This sequential activity can be divid

steps. These steps of training are as following;

i

a0 T

Training need analysis

Establishing training objectives
Selection of training method

Designing of training module & schedule
Conduct the training

Evaluate the training

Figure: Training Process

concept e ot difficult to express can be taught with the he

raing:




m of training method: According to the se
er must choose the appropriate method of
ng or off the job training.

t objectives for thg
the training. For example, .

L:ﬂning of training module & schedule: Designin
R ~involves the training module and training schedule. Trai

| =i
4

g part of the training programmes
. lle ning module is collection of trainiing
- material and all the necessities of the training programmes. Training schedule is all about the
~ timelines of the training activities.

¢. Conduct the training: Conducting the training is executory part of the training programme.
Under this step actual training is conducted by the trainer with the help of various resources
1o train the trainees.

f. Evaluate the training: This step is equally important as setting the objectives for the
training. After successful conduction of the training process trainees should be evaluated to
check the whether the knowledge has been transferred to the trainees or not. This step is very
similar to the concept of the examination in the education system. Teachers teach through out
the semester and take examination or test at the end of semester to check whether students
have learnt the knowledge or not. :

Elements of Training

M are various elements of training but can be categorize in to two categories as
e g,
L~ Training
Learning
Motivation

should select traineces based on their ability for a training (Reading, writing,
atical abilities etc.) Trainees should know benefits of the training. If they ﬁ!}lc:
ing and end results fruitful in accomplishing personal and organizational goals, they wt.
eam and would be motivated, and hundred percent dedicated. Learning 1s known ;S
ent change in the behaviour. After the training session there should be change 1n the

i level, skills and attitude.




i, Maximize the similarity between training and work situation .
i, Provide adequate practice o
iii.  Link the training with job situation

iv.  Prepare about tough situations of the job (Stress training). 3

C. Motivation principles for trainers
i.  People learn by doing
i.  Reinforce correct responses " well done"
ui. Let them pace themselves

iv.  Schedule - half say training is as effective as full day

Methods/Types of training

Once managers have decided to train employees and have identified their training needs and
goals, they must design the training program. This basically means deciding on the actual
contents of the training and how the training would be delivered. These are various types of
training methods. These methods are selected as per the need of the employees and

availability of the resources. There are be two types of categories of training methods.
A. On the job training.

B. Off the job training.

A. On job training — On the job training means to let the employees get trained at the

workplace only instead of organizing the training programme outside the organization. The
method of OJT traditional method of training and is used when trajned professionals aré
passing their knowledge to the recruit.

This method. of train is less expensive and comfortable for the employees but there ¢
some demerits of the OJT. Some demerits are like distraction of the other employees W
are not getting trained. Second issue can be these untrained employees can be a threat to |
other employees wofkmg at same shop floor. These untrained or undertraining empl._.
can slow the production process down as well, Some types of on the job training are; i
a. Coaching

b. Job rotation _ :
¢. Apprenticeship -




| mw;i?qn is a training method in_
anization. With this rotation in the jobs emplovees o .
bout the diﬁ%l.'ent responsibilities of the c:;rganlzf:t?g:lm e
- Apprenticeship: This type of training is compulsory part of tecf
Government has also made it mandatory e

for the organization to em
Governt el S : mploy
_apprentices. This training is combination of vocational and practical train

- period for such training remains for one year. Some stipend is given by &

- employers to apprentices as well. These trainees work as regular employees aﬁéf W
job ready after completion of their academic courses. T
'd. Informal training - as name says these trainings are not organized by the

management. Most of the employees learn things from their seniors or co-workers
while working on daily basis.

Benefit of on job training-

Inexpensive

Learning while producing

No expensive off-site facilities are required
Quick feedback

Familiar environment

Steps of On the Job Training
the job training process involves various steps as following;

Step 1- Prepare the learner
* Putlearner at ease
Explain trainees why they are attending the training
¢ interest in the trainees
Explain whole job to the trainees
?lacc learners as close to normal working conditions
Familiarize the worker with equipment will be used for the job.

.
R
»
e
Y

“=Present the operation

“Xplain the quality and quantity required.

) through the normal work pace.

0 through the slow work pace for several times.
veen the operation explain difficult parts.
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should go for help.

-

1 Off job training

a. Job instruction training - Many trainings ir}volve ‘step by step instruction 1
perform a job. For example, for Using an industrial cutting machine, };vorker ‘needlg-;,.
be instructed and trained for proper work and his own safety. Such Instructions can
be given during the on-job training but for theoretical knowledge such instruction
be given during the off-job training. _

b. Lectures - lecturing method has several advantages. It is a quick and simple way to.
present knowledge to large group of trainees. During such lecture principles,

concepts and theory related to the topic is discussed with the trainees. Any subject
expert delivers the lecture to teach the concept of the topic.

Programmed learning — Programmed learning is a pre-planned activity. During_;f;;
such planning put a question or problem to the trainees and then with the help of an

interactive session trainer tries to impart new knowledge to the trainees. Such

trainings are useful with the employees who have some prior knowledge about the !
topic. This training involves three steps '

i.  Puta question
ii.  Allow participants to respond
iii.  Give feed back
d. Audio visual training — As we have discussed e
is stronger. With the help of Pictures, videos,

taught. Following are examples of audio
Examples of AV aids

arlier in this chapter, visual memory

: Audio visuals any concept can be easily
-visual aids; 4

* LCD Computer Projector
* Overhead projector

* Flip charts

* 35mm Slide Projector.

* Dry-erase board




g is used when it is too dangerous or costly to trai - the job T HER

_ s training with a mechanical and electronic;; ;ttur:inree:ll ?L%YT&: nfxﬁj&b\ T

< simulator can be easily seen in the modern driving school these days Sslmtﬁm b

very useful in the training of pilots as well. At the beginning if any |;ilot maltm :
while flying a real plan can cause huge loss of life and wealth. Here simulaafzi

elp trainee pilot to have experience of real life like situation and let learn
] 9 .
ith mistakes which they can not do during the real job. e

(Figure/ Image: Simulator for training)

ng that simulates or mimics actual job like
d feel of real workplace situation sO that
estibule training is used for
h expensive like simulation

% ::Slﬁbule training: A off the job traini
f‘"l’ Vironment. This training gives a goo
it _‘*?“‘Eloyees would not feel unfamiliar the workplace. V
' rical training and semi skill training and it is not muc

~ Tnaining,

-Pll_ter based training — In this type of training computers are involved to train
€ In following ways

- Programmed instructions

S - Intelligent tutoring system — this artificial intelligent system learns from

“eedback of trainee.




¢ electronic data (Usually Standard
stomer care engineer or executives

Proce

i. Distance & internet-based training — This type of training is used whent _
not available at the location of the training. These days information gy
communication technology has been developed at very advanced_ level. With the
of computers and internet trainers are not needed to be phys.tc.ally present at
location of training. Following are the methods of distance training where with thy
help of technology trainer can train the trainees siting at remote locations.
i, Tele training - Trainer at central location can teach trainees at remote location
ii. Tele conferencing - video conferencing allows both, trainer and traineg
interact with each other. 1

ii. Internet based training - with the help of internet training is provided. In
method recorded training session can be used as well. With the help of you tu be
many trainers are uploading recorded contents. Trainees can take the lessons as
per their convenient. 5

iv.  Virtual classroom- Virtual is class room equipped with Audio visual aids
along with facility of video conferencing connected with the fast internet.

v.  E-learning- Training contents are provided to trainees in form of MP3 or MP4
format. E

Literacy training technique - Training for basic reading, writing and speaking
ability. 4
In basket training — In basket training is a training technique to familiari 3
employees about their job where several problems are kept in the "in basket L
(usgally kept on the desk of the employee). The worker must look at the problems
which could also be complaints from different employees and simultaneously deal'

V\flth. ft_hose problems. Emploxees must prioritise the job as per the importance and
significance. In other words, it can be said that during the in-basket training trainers
teach the employees about the time management. ' -

Importance of training

Training is a crucial process in an organization. Wi s -'
, : . Without th ; ¢
able to perform the job effectively and officiertly. Thus ¢ training employee would not b¢.

managers and employees as well. For the managers its i

it is an importance process for the
mportant to develop the employees




g

. in removing weakness: Training process helps in removing the weakness of

- the employees through :the training need analysis. Employee who are .ndt Iables..?b
. perform as per tl}e desire of the management just because not having sufficient
knowledge and skills such weakness can be removed with the help of training '

4, Red_uct? employee turnover: A well trained employee performs well “;ith full
dedication. Sus:h p.he.nomenon is known as employee engagement. If any employee is
fully cl'"lgaged in hl_s Job it is because he knows what to do and how to do. This clarity
of the job keeps him engaged in his work. Such role clarity is only possible through

the training process. If employees are engaged and satisfied with the job will never
think to leave the organization.

5 Safety: In present era safe industrial practices are very necessary along with the
higher productivity. Safety training are routine process for the training and
development department with the integration of safety department. Such trainings
ensure that employee would be aware and follow all the safety measures while

- working at workplace or shop floor.

6. Enhanced customer satisfaction: As service sector is increasing its market share
day by day, direct contract of employees with the customer is increasing as well. If
employees would be trained enough and have job clarity, will provide the best
services to the customers.

Executive/Managerial Development _

IPs not always easy to tell where training leaves off and management development begins.
The latter, however, tends to emphasize longer term development and to focus on developing
tlhﬁ capabilities of current and future managers. Managerial development is any gttempt to
improve managerial performance by imparting the knowledge, changing attitudes, of
Increasing skills. : : s
Sually training is given to the lower level workers to accomplish any specific l‘epet'l:“’c J; :
anagerial development is over all development of the future managers so that w ctn t :ﬁ
% managers, they would be ready to take important decisions. But this concept.? noti '{Iucfor
e time. Managers have to attend the training session to learn some SPECHiC S ills
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il

T _@'hﬂmaﬁiapmem following methods are us

e e

(h.l Development Methods

1. Job rotation - A management training technique tl'1at involve.s mqving a trainee frop
department to department to broaden his or her experience and identify strong and week
points, For example, Probationary officer in bank. ' - ' ‘
2. Mentoring — Under this method, the trainee works directly \wtl} a senior manager or
the person he or she is to replace. Any senior member of the organization can play the role of
mentor. These mentors show the right path to their follower. This is an informal process and
depends on the personal relationship between the mentor and mentee. Coaching is like
mentoring but its more formal in nature. d

3. Action learning - A training technique by which management trainees can work full time
analysing and solving problems in own other departments. CFTs (Cross Functional Teams)
and CLTs (Cross Location Teams) are the examples of this method. y

lopment

Off the job Managerial Development Methods

I. Case study method - A development method in which the manager is presented with a i
written description of an organisational problem to diagnose and solve. | |
2. Management games - A development technique in which tear

making computerized decision regarding realistic but simulated s

4 : d ituation. :

z. 0:!;1(!_0 f;mlnars — Seminar are the group gathering of the person having interest and
xpertise in the same area. In these seminars’ experts sh r ir view ing
techniquos, p are their views and problem-solving :-_

ns of managers compete by

6. Behaviour Modelling - A
management techniques in g fj|
are then given feedback and pra

£ i, Ry : : 3
[;ammg technique in which trainees are first shown good

then are asked to : ! 4
i : play roles in a sim ituation and:
ise by their supervisor, ulated situation an ;
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Development

‘Non managers sometimes Managers. Managers e 1

Theoretical conceptual ideas

Specific job-related information General Knowledge

Short Term process Long Term process

aining is given to the employees to perform any task efficiently. This process is given to the

warkers normally who are engaged in repetitive work. But this is not all the time true that training is

vento the non-manager employees only. If any manager must learn how to operate the computer or
epetitive activity need to attend the training sessions.

aining process is more formal process in nature where trainer and trainee share a professional

ationship. Trainers come for a short period of time to train the trainees and charve fee to conduct
the training session. Tough in context to the internal tr_aining where training is being given by the
member of the organization, fee is not charged by the trainer.

hmlﬂnd managerial development is more personalise process where employees are developed
&ﬁ'fmﬂ managerial roles. This process is based on a relationship of mentorship. Seniors play
te ol of being mentor and share an informal relationship with the subordinates. In this process

mdﬂn’t charge like trainers.

eniors teach the subordinates. With the help

development is a long-term process where s
- ’ he subordinates to solve the daily routine

n of authority and mentorship seniors help t
g well as help in future planning.

o . f the
 Of the traini e .ial part of any training programme. Design 0
_ training programme is crucial p it oo Guestis 4 Kenny discuss

in chalking down the training programme befor . gl
luencing the designing of aotraining programme. According to them five steps
fdesigning the training programme.




g ,23-.“ _
 final and last step of the designing process
B ied S Sol. TH top given fine

i

{isc ier in this chapter that there are various typ
&. Techniques: As we have discussed earlier in this ¢ : _
training techniques like on the job and off the job training. Before implementing the tra
programme. it should be determined that what type of training would match the training
b. Duration: Training can be a one-day activity, or it can be stretched for more than one day
to one week. Duration is decided based on number of the trainees and contain of the trammg,
Some trainings require practical exposure to the trainees thus require longer duration instead
of training involve theoretical concepts to be inculcated. -
¢. Location: Location is decided according to the type of training. For off the job type of
training a location is selected outside the premises of the organization. Outside location for
training gives a peaceful and disturbance free environment to the employees. for on the job
training no such outside location is required. Selection of location can be decided based on
the budget of the training programme as well. | g |
d. Trainers: trainer is main element of a training programme. Without a qualified and
experienced trainer no training can be conducted. Trainer can be selected based on the ,
objective of the training & budget of the training. Level of the trainers can also be a decisive |
factor for the selection of the trainers.

€. Resources: Resources are the supportive material to conduct the training like building,

infrastructure, stationaries etc. trainings ae usually full day session so refreshment and food is
also required to keep the trainees engaged.

lf. Al'ldlo visual ail!s: '!‘hese are the resources as well but are required to facilitate the |
;ﬂfn"}E process easier for lhe_ trainees. Projectors, TV screens etc enhances the interest of
the trainees and it helps the trainers to explain the complex concept in easier way. g

- |

sg;ssi:hed;lipg of training programme: Schedule provides a timeline for the training
sion. Training for more than one day are complexed schedule while one day trainee
session starts with breakfast and followed |

. b > S LTIl . . P
session latter in the day. y other activities and ends with a valedictory




ramme: Training module is
it, literature to be shared with the
“any module of the training programme.

Training calendar




