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4.1 INTRODUCTION

Training and development are critical components of an organization's success, as they help
employees develop the skills, knowledge, and abilities necessary to perform their job duties
effectively. Training and development programs can take various forms, including on-the-job
training, coaching, mentoring, e-learning, classroom training, and workshops. The goal of
training and development is to enhance employees' performance and productivity, improve
job satisfaction, and increase employee retention rates.

Effective training and development programs can benefit both the employee and the
organization. For employees, training and development opportunities can lead to increased
job satisfaction, motivation, and engagement. Employees who feel supported by their
organization's training and development programs are more likely to feel invested in their
work and remain with the organization long-term.

For organizations, training and development programs can lead to increased productivity,
higher-quality work, and improved overall performance. By providing employees with the
necessary tools and resources to succeed in their roles, organizations can achieve their goals
and compete effectively in their respective markets.
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However, developing and implementing effective training and development programs
requires careful planning and evaluation. Organizations must conduct a thorough needs
assessment to identify the specific skills and knowledge gaps that need to be addressed. They
must also create a supportive learning environment and evaluate the effectiveness of their
training and development programs to ensure that they are achieving their desired outcomes.

Overall, training and development are essential for organizational success and employee
satisfaction. By investing in their employees' growth and development, organizations can
create a culture of continuous learning and improvement that benefits both the organization
and its employees.

4.2 OBJECTIVES

After reading this unit you will be able to understand:
» Training and development.

Analysis of organizational training needs.

Methods of training.

Evaluation of training.

Difference between on-the-job and off-the-job training methods.

vV V. VvV VY V

Need of training.

4.3 DEFINING TRAINING AND DEVELOPMENT

Training is the process of imparting knowledge, skills, and competencies to employees to
improve their job performance, productivity, and effectiveness in their current roles. Training
programs can take various forms, including on-the-job training, classroom instruction, e-
learning, coaching, mentoring, and job shadowing. The primary goal of training is to address
specific skill gaps or knowledge deficits that may be hindering employee performance, and to
equip employees with the necessary knowledge and skills to succeed in their job roles.

Development refers to the broader process of enhancing the knowledge, skills, and abilities of
employees to prepare them for future job roles and responsibilities within an organization.
Development activities can include job rotation, stretch assignments, mentoring, coaching,
career counselling, and formal education programs. The primary goal of development is to
enable employees to grow and progress within their career paths and to prepare them for new
roles and responsibilities within the organization. Development activities are often aimed at
high-potential employees or those identified for future leadership roles within the
organization.
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Training and development are critical components of an organization's success. In today's
rapidly changing business environment, organizations need to invest in their employees'
training and development to remain competitive. The process of training and development
aims to enhance employees' skills, knowledge, and capabilities, thereby improving their
productivity, job satisfaction, and overall job performance.

Training and development programs can take various forms, including on-the-job training,
formal classroom training, online learning, coaching, mentoring, and job shadowing. The
choice of training and development methods depends on the organization's needs, the nature
of the job, and the employee's learning style. Effective training and development programs
are designed to address specific knowledge and skill gaps, promote employee engagement
and motivation, and align with the organization's strategic objectives.

One of the primary benefits of training and development is improved employee performance.
Training programs can enhance an employee's technical knowledge, communication skills,
leadership abilities, and problem-solving capabilities. For instance, a sales training program
can equip salespeople with effective selling techniques, product knowledge, and customer
service skills, which can improve their sales performance and customer satisfaction.
Similarly, a leadership development program can enhance a manager's decision-making
abilities, delegation skills, and team management capabilities, which can improve their team's
performance and overall organizational outcomes.

Another benefit of training and development is increased employee engagement and
retention. Employees who receive training and development opportunities feel valued,
supported, and invested in their career growth. They are more likely to remain committed to
their job, motivated, and satisfied with their work. Moreover, training and development can
provide employees with a sense of accomplishment, empowerment, and self-confidence,
which can enhance their job satisfaction and overall well-being.

Effective training and development programs require careful planning, design, and
implementation. The following steps can help organizations develop and deliver successful
training and development programs:

Identify the training and development needs: Organizations should conduct a needs
assessment to identify the skills, knowledge, and competencies that employees need to
improve their job performance. The assessment can involve surveys, interviews, performance
reviews, and job analysis.

Set clear training and development objectives: The objectives should be specific, measurable,
achievable, relevant, and time-bound. They should align with the organization's strategic
goals and the employees' career aspirations.

Design the training and development program: The program should incorporate various
learning methods and activities that cater to different learning styles. The program should
also consider the employees' availability, location, and technological capabilities.
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Deliver the training and development program: The program delivery should be engaging,
interactive, and relevant to the employees' job roles. The delivery can involve in-person,
online, or blended learning methods.

Evaluate the training and development program: The evaluation should measure the
program's effectiveness in achieving the learning objectives, employee satisfaction, and
impact on job performance. The evaluation can involve feedback surveys, performance
metrics, and follow-up assessments.

Training and development programs require a significant investment of time, money, and
resources. However, the benefits of such programs can far outweigh the costs. Organizations
that invest in their employees' training and development can gain a competitive advantage,
increase employee engagement and retention, and foster a culture of continuous learning and
improvement.

Moreover, training and development programs can address various challenges that
organizations face, such as skill shortages, technological advancements, and changing
customer needs. For instance, a company that invests in its employees' digital literacy and
data analysis skills can leverage technology to enhance its business operations, improve
customer experience, and increase profitability.

Thus, training and development are essential components of an organization's success.
Effective training and development programs can improve employee performance, increase
engagement and retention, and foster a culture of continuous learning and improvement.
Organizations that invest in their employees' training and development can gain a competitive
advantage

4.4 TRAINING NEEDS AND OBJECTIVES

Training Needs

Training needs refer to the gap between an employee's current skills, knowledge, and abilities
and the skills, knowledge, and abilities required to perform their job effectively. Identifying
training needs is a critical component of developing an effective training program that meets
the organization's goals and objectives.

The identification of training needs can be achieved through several methods, including:

1. Performance appraisals: Performance appraisals are a formal assessment of an
employee's job performance against pre-established performance standards.
Performance appraisals can identify areas where employees need improvement, such
as technical skills, communication skills, or problem-solving abilities.

2. Job analysis: Job analysis involves studying and documenting the duties,
responsibilities, and requirements of a specific job role. A job analysis can identify
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the specific skills, knowledge, and abilities required to perform the job effectively,
and any gaps between the employee's current abilities and those required for the job.

3. Feedback from supervisors and peers: Feedback from supervisors and peers can
identify areas where employees need improvement, such as communication skills,
teamwork, or leadership abilities.

4. Employee self-assessments: Employee self-assessments involve asking employees to
evaluate their own skills, knowledge, and abilities and identify areas where they need
improvement.

Once the training needs are identified, the next step is to prioritize the training needs based on
the organization's goals and objectives. For example, if the organization's primary goal is to
improve customer service, training needs related to customer service skills may be given a
higher priority than those related to technical skills.

The next step is to develop specific training objectives that address the identified training
needs. Training objectives should be specific, measurable, achievable, relevant, and time-
bound. For example, if the training need is to improve customer service skills, a training
objective might be to train employees on effective communication techniques to enhance
their customer interactions.

Effective training objectives should be aligned with the organization's overall goals and
objectives. This alignment ensures that the training program is focused on achieving the
organization's strategic objectives and that the training objectives are relevant to the
employees' job roles.

Once the training objectives are established, the next step is to design and deliver the training
program. The training program should incorporate various learning methods and activities
that cater to different learning styles, such as classroom instruction, on-the-job training, e-
learning, and coaching. The training program should also consider the employees'
availability, location, and technological capabilities.

Finally, evaluating the effectiveness of the training program is crucial to measure its impact
on employee performance and overall organizational outcomes. Evaluation can involve
feedback surveys, performance metrics, and follow-up assessments. The evaluation should
measure the program's effectiveness in achieving the learning objectives, employee
satisfaction, and impact on job performance.

In conclusion, identifying training needs is a critical component of developing an effective
training program that meets the organization's goals and objectives. Training needs can be
identified through various methods, such as performance appraisals, job analysis, feedback
from supervisors and peers, and employee self-assessments. Once the training needs are
identified, the next step is to prioritize them based on the organization's goals and objectives,
develop specific training objectives, design and deliver the training program, and evaluate its
effectiveness.
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Training Objectives

Training objectives are specific, measurable, achievable, relevant, and time-bound statements
that define the desired outcomes of a training program. Training objectives are critical
components of an effective training program as they provide clear direction and focus for the
program, ensuring that it meets the organization's goals and objectives.

There are several key elements that should be considered when developing training
objectives:

1.

Specific: Training objectives should be clear and specific, stating what the employees
are expected to learn or achieve as a result of the training program. Vague or
ambiguous objectives can lead to confusion and frustration for employees and make it
difficult to measure the effectiveness of the program.

Measurable: Training objectives should be measurable, meaning that they can be
quantified or evaluated to determine the success of the training program. Measurable
objectives can help to track progress, identify areas for improvement, and demonstrate
the value of the training program.

Achievable: Training objectives should be achievable, meaning that they are realistic
and can be accomplished within the given timeframe and resources. Unachievable
objectives can demotivate employees and reduce the effectiveness of the training
program.

Relevant: Training objectives should be relevant to the employees' job roles and the
organization's goals and objectives. Relevant objectives ensure that the training
program is focused on addressing the specific needs of the organization and its
employees.

Time-bound: Training objectives should be time-bound, meaning that they have a
specific deadline or timeframe for completion. Time-bound objectives help to create a
sense of urgency and focus for the training program, ensuring that employees are
motivated to achieve the objectives within the specified timeframe.

Examples of training objectives might include:

To increase employees' knowledge of new software applications by 50% within six
months.

To improve customer service skills by 25% within three months, as measured by
customer satisfaction surveys.

To enhance employee communication skills by 30% within six months, as measured
by feedback from peers and supervisors.

To increase sales revenue by 10% within one year, as a result of improved sales
techniques and product knowledge.
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e To reduce workplace accidents by 20% within six months, as a result of improved
safety training and awareness.

Effective training objectives should be aligned with the organizations overall goals and
objectives. This alignment ensures that the training program is focused on achieving the
organization's strategic objectives and that the training objectives are relevant to the
employees' job roles.

Once the training objectives are established, the next step is to design and deliver the training
program. The training program should incorporate various learning methods and activities
that cater to different learning styles, such as classroom instruction, on-the-job training, e-
learning, and coaching. The training program should also consider the employees'
availability, location, and technological capabilities.

Finally, evaluating the effectiveness of the training program is crucial to measure its impact
on employee performance and overall organizational outcomes. Evaluation can involve
feedback surveys, performance metrics, and follow-up assessments. The evaluation should
measure the program's effectiveness in achieving the learning objectives, employee
satisfaction, and impact on job performance.

Thus, training objectives are critical components of an effective training program. They
provide clear direction and focus for the program, ensuring that it meets the organization's
goals and objectives. Effective training objectives should be specific, measurable, achievable,
relevant, and time-bound, and should be aligned with the organizations overall goals and
objectives. Once the training objectives are established, the next step is to design and deliver
the training program and evaluate its effectiveness.

b Check Your Progress-A

Fill in the blanks.
1. Fullformof T&D ...,

2. involves studying and documenting the duties, responsibilities,
and requirements of a specific job role.

3. Training objectives are specific, measurable, achievable, relevant,and ...................
statements that define the desired outcomes of a training program.

4.5 ANALYSIS OF ORGANIZATIONAL TRAINING NEEDS

Analysing organizational training needs is a critical step in developing an effective training
program. This analysis involves identifying and prioritizing the skills and knowledge gaps
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within the organization and determining the training requirements to address those gaps. An
effective analysis of organizational training needs will provide valuable insights into the
current performance levels of the organization and help to identify areas for improvement.

There are several key steps involved in conducting an analysis of organizational training
needs:

Identify the Training Objectives: The first step in analyzing organizational training needs is
to identify the overall training objectives. These objectives should be aligned with the
organization's strategic goals and should reflect the specific training requirements needed to
support those goals. The objectives should also be measurable and achievable.

Determine the Gap Analysis: The next step is to determine the gap analysis, which involves
identifying the gap between the current performance levels of the employees and the desired
performance levels. This analysis can be conducted through employee performance reviews,
surveys, and feedback from managers.

Identify the Target Audience: Once the gap analysis has been conducted, the next step is to
identify the target audience for the training program. This involves identifying the specific
employees or groups of employees who require training to address the identified skill gaps.

Determine the Training Content: Once the target audience has been identified, the next step is
to determine the specific training content required to address the identified skill gaps. This
content may include a combination of classroom instruction, e-learning modules, on-the-job
training, and coaching.

Determine the Training Delivery Method: The next step is to determine the most effective
training delivery method for the target audience. This may include in-person training
sessions, online courses, or a combination of both.

Develop a Training Plan: Once the training objectives, target audience, training content, and
delivery method have been identified, the next step is to develop a training plan. The training
plan should include a timeline for the training program, the specific learning objectives for
each training session, and the evaluation metrics to measure the success of the program.

Implement the Training Program: The final step is to implement the training program. This
involves delivering the training content to the target audience and ensuring that the
employees have the necessary resources and support to complete the training program
successfully.

Thus, analyzing organizational training needs is a critical step in developing an effective
training program. It involves identifying and prioritizing the skills and knowledge gaps
within the organization and determining the training requirements to address those gaps. An
effective analysis of organizational training needs will provide valuable insights into the
current performance levels of the organization and help to identify areas for improvement. By
following these key steps, organizations can develop and implement effective training
programs that enhance employee performance and drive business success.
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4.6 TRAINING PROCESS

The training process is a structured approach to learning that involves several steps to ensure
that employees acquire the skills and knowledge needed to perform their jobs effectively.
Below are the various steps involved in a training process:

1. Needs Assessment: The first step in the training process is to conduct a needs
assessment to identify the skills and knowledge gaps within the organization. This
assessment can be conducted through employee surveys, focus groups, performance
evaluations, and other methods. The results of the needs assessment will help to
identify the specific training requirements for each employee or group of employees.

2. Training Design: Once the training needs have been identified, the next step is to
design the training program. This involves developing learning objectives, selecting
the appropriate training methods, and designing the training materials. The training
design should be tailored to the specific needs of the employees and should align with
the organization's strategic objectives.

3. Training Delivery: The training delivery step involves providing the training to the
employees. This can be done through various methods such as classroom instruction,
on-the-job training, e-learning modules, webinars, and workshops. The training
delivery method should be selected based on the specific needs of the employees, the
training objectives, and the available resources.

4. Training Evaluation: After the training has been delivered, the next step is to
evaluate its effectiveness. This involves assessing whether the training achieved the
learning objectives, whether the employees found the training useful, and whether the
training had a positive impact on job performance. The evaluation can be conducted
through surveys, assessments, and other methods.

5. Follow-up and Feedback: The final step in the training process is to provide follow-
up and feedback to the employees. This involves providing support and coaching to
the employees to reinforce the training, and providing feedback to the employees to
help them improve their performance. The feedback can be provided through
performance evaluations, coaching sessions, or other methods.

4.7 METHODS OF TRAINING

There are several methods of training that organizations can use to develop their employees'
skills and knowledge. These methods can be categorized into two main types: on-the-job
training and off-the-job training.

1. On-the-Job Training: This type of training is conducted while the employee is
performing their job. The employee is trained by a more experienced worker,
supervisor or manager.
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On-the-job training (OJT) is a type of training that occurs while an employee is
working in their job role. This type of training can be effective because it allows
employees to learn by doing and receiving feedback in real-time. There are several
methods of on-the-job training, which are discussed below:

a.

Apprenticeships: Apprenticeships are a formal type of on-the-job training
program that combines classroom instruction with hands-on training.
Apprenticeships are common in trades such as carpentry, plumbing, and
electrician work. Apprentices work under the guidance of a skilled worker,
called a journeyman, to learn the skills and knowledge needed to perform the
job.

Coaching/Mentoring: Coaching and mentoring involve an experienced
employee providing guidance and feedback to a new employee to help them
develop their skills and knowledge. This type of training can be one-on-one or
in a small group. The coach or mentor can help the employee identify areas for
improvement, provide constructive feedback, and answer questions.

Job Shadowing: Job shadowing involves a new employee following an
experienced employee to observe how they perform their job. The new
employee may be given the opportunity to perform some of the tasks
themselves under the guidance of the experienced worker. This type of
training can help the new employee gain a better understanding of the job
duties and responsibilities.

Job Rotation: Job rotation involves employees rotating through different job
roles within the organization to gain exposure to different areas and develop a
broader range of skills. This type of training can help employees understand
how different parts of the organization work together and how their role fits
into the larger picture.

Internships: Internships are a type of on-the-job training where a student or
recent graduate works in an organization to gain practical experience. This
type of training can help the intern develop skills and knowledge in their field
and make valuable connections with professionals in the industry.

Simulations: Simulations are a type of training that uses technology to create
a simulated environment where employees can practice their skills in a safe,
controlled environment. Simulations can be used to train employees on how to
operate equipment, respond to emergencies, and perform other job tasks.

Action Learning: Action learning involves employees working together in
small groups to solve real-world problems related to their job roles. This type
of training can help employees develop their problem-solving and critical
thinking skills.
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2. Off-the-Job Training: This type of training is conducted outside of the employee's
normal job duties. It may take place at an external location or within the organization.

Off-the-job training is a type of training that occurs away from the employee's job
location. This type of training can take place in a classroom or a separate training
facility. Off-the-job training methods include:

a.

Classroom Training: Classroom training is a traditional method of off-the-
job training. It involves employees attending training sessions in a classroom
setting. Classroom training can be used to provide employees with theoretical
knowledge, such as management principles or financial analysis.

E-Learning: E-learning is a type of off-the-job training that uses electronic
media, such as computers or tablets, to deliver training content. E-learning can
take many forms, including webinars, online courses, and interactive
simulations. E-learning allows employees to learn at their own pace and from
any location with internet access.

Conferences and Seminars: Conferences and seminars are events where
employees attend presentations and workshops to learn about new
developments in their industry or to develop specific skills. Conferences and
seminars provide employees with an opportunity to network with
professionals in their industry and learn about new trends and best practices.

Role Playing: Role-playing is a type of training where employees act out
scenarios related to their job roles. Role-playing can be used to develop
communication, problem-solving, and decision-making skills. Role-playing
can also be used to practice difficult conversations or situations, such as
conflict resolution.

Case Studies: Case studies are used to present real-world situations that
employees may encounter in their job roles. Employees are asked to analyze
the situation and develop a solution. Case studies can be used to develop
critical thinking and problem-solving skills.

Self-paced Study: Self-paced study involves employees working through
training materials at their own pace. This type of training can be delivered
through e-learning or traditional training materials such as workbooks. Self-
paced study allows employees to learn at their own pace and review materials
as needed.

Job Instruction Training (JIT): JIT involves a structured method of training
that focuses on the specific steps involved in performing a job. Employees are
trained on each step of the job, and the trainer provides feedback and
corrections as needed. JIT can be used to ensure employees perform their jobs
consistently and correctly.
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Off-the-job training can provide employees with a focused and structured learning
environment. It allows employees to develop skills and knowledge that may not
be available in their day-to-day work. Off-the-job training methods can be more
expensive and time-consuming than on-the-job training methods, but they can be
effective in developing skills and knowledge that are critical to the success of the
organization.

4.8 EVALUATION OF TRAINING

Evaluation of training is the process of determining the effectiveness of a training program.
The purpose of training evaluation is to measure the impact of training on employee
performance and organizational goals. There are various stages of training evaluation as per
the Kirkpatrick Model of training evaluation:

1. Reaction Evaluation: Reaction evaluation is the most basic form of training
evaluation. It involves obtaining feedback from trainees about their reactions to the
training program. Feedback can be collected through surveys, questionnaires, or focus
groups. Reaction evaluation provides information about the trainees' attitudes and
perceptions of the training program.

2. Learning Evaluation: Learning evaluation is used to measure the amount of
knowledge and skills that trainees have gained from the training program. This can be
measured through tests, quizzes, or skill demonstrations. Learning evaluation provides
information about whether the trainees have achieved the learning objectives of the
training program.

3. Behavior Evaluation: Behavior evaluation is used to measure changes in employee
behavior as a result of the training program. This can be measured through
observation, self-assessment, or feedback from supervisors. Behavior evaluation
provides information about whether the trainees are applying the knowledge and skills
learned in the training program to their job roles.

4. Results Evaluation: Results evaluation is used to measure the impact of the training
program on organizational goals. This can be measured through productivity data,
customer satisfaction surveys, or financial performance indicators. Results evaluation
provides information about whether the training program has contributed to achieving
organizational goals.

The evaluation of training should be conducted at various stages of the training process,
including before, during, and after the training program. Evaluation should be an ongoing
process, and feedback should be used to make improvements to the training program.

The Kirkpatrick Model is a widely used framework for evaluating training effectiveness. The
model consists of four levels of evaluation: reaction, learning, behavior, and results
evaluation. The Kirkpatrick Model provides a structured approach to training evaluation and
allows for a comprehensive assessment of the effectiveness of a training program.
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Evaluation of training is important because it allows organizations to determine whether the
training program is meeting its objectives. It provides information about the impact of
training on employee performance and organizational goals. Evaluation of training can also
help organizations to identify areas for improvement in the training program and make
changes to improve its effectiveness.

Thus, evaluation of training is a critical component of the training process. It provides
information about the effectiveness of the training program and allows organizations to make
improvements to the program. There are various methods of training evaluation, and the
Kirkpatrick Model is a widely used framework for evaluating training effectiveness.
Evaluation should be an ongoing process, and feedback should be used to make
improvements to the training program.

The CIRO approach of training evaluation is a framework for evaluating training
effectiveness that was developed by Robert Craig and Robert Bittel in the 1970s. The
acronym CIRO stands for Context, Input, Reaction, and Output, and the approach focuses on
evaluating the training program in terms of these four factors.

1. Context: The context of the training program refers to the organizational, social, and
cultural environment in which the training takes place. Context evaluation assesses
whether the training program is aligned with the goals, values, and culture of the
organization. It also considers external factors such as the economic and political
environment in which the organization operates.

2. Input: The input of the training program refers to the design and delivery of the
training program. Input evaluation assesses whether the training program is well-
designed, relevant, and effective in meeting the learning needs of the trainees. It also
considers factors such as the quality of training materials, the qualifications of the
trainers, and the availability of training resources.

3. Reaction: The reaction of the trainees to the training program refers to their attitudes,
perceptions, and satisfaction with the training program. Reaction evaluation assesses
whether the trainees found the training program engaging, relevant, and useful. It also
considers factors such as the trainees' motivation to learn, their level of participation,
and their willingness to apply what they have learned.

4. Output: The output of the training program refers to the impact of the training
program on individual and organizational performance. Output evaluation assesses
whether the training program has resulted in improved knowledge, skills, and
attitudes among the trainees. It also considers factors such as changes in behavior,
performance, and productivity that can be attributed to the training program.

The CIRO approach of training evaluation provides a comprehensive and systematic way of
evaluating the effectiveness of a training program. By focusing on the context, input,
reaction, and output of the training program, the approach enables organizations to identify
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strengths and weaknesses in the training program and make improvements to enhance its
effectiveness.

To implement the CIRO approach, organizations can use a variety of evaluation methods,
including surveys, interviews, focus groups, observations, and performance metrics. Data can
be collected before, during, and after the training program to assess the impact of the training
program over time.

Thus, the CIRO approach of training evaluation is a useful framework for assessing the
effectiveness of a training program. By evaluating the context, input, reaction, and output of
the training program, organizations can identify areas for improvement and make changes to
enhance the effectiveness of the program. The CIRO approach provides a systematic and
comprehensive way of evaluating training programs and can help organizations to achieve
their training goals and objectives.

4.9 NEED OF TRAINING

The need for training in organizations arises from a variety of factors. Training is necessary
to enhance the knowledge, skills, and abilities of employees, to improve organizational
performance, and to remain competitive in the marketplace. In this section, we will discuss
the various reasons why training is essential for organizations.

1. Enhance employee skills and knowledge: One of the primary reasons for training is
to improve the skills and knowledge of employees. Training enables employees to
acquire new skills and knowledge that are necessary to perform their job roles
effectively. It also helps employees to stay up-to-date with the latest developments in
their field of work, such as new technologies or industry trends.

2. Improve organizational performance: Training can also help to improve
organizational performance by enhancing the skills and knowledge of employees.
When employees are better trained, they can perform their job roles more efficiently,
which can lead to increased productivity and better quality output. Improved
organizational performance can lead to increased profitability and growth.

3. Address skills gaps: Another reason for training is to address skills gaps within the
organization. Training can help to identify areas where employees lack the necessary
skills and knowledge to perform their job roles effectively. By addressing these skills
gaps through training, organizations can ensure that their employees have the skills
they need to meet the demands of their job roles.

4. Adapt to changes: Organizations operate in a constantly changing environment, and
training can help employees to adapt to these changes. For example, if an organization
introduces a new technology or changes its processes, employees may require training
to understand how to use the new technology or follow the new processes.
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5. Employee retention: Training can also help to improve employee retention by
providing employees with opportunities for personal and professional development.
When employees feel that they are valued and have opportunities for growth and
development within the organization, they are more likely to stay with the
organization for the long term.

6. Compliance with regulations: Many industries have regulations that organizations
must comply with, such as health and safety regulations or data protection regulations.
Training can help employees to understand and comply with these regulations, which
can help to avoid costly fines or legal action.

Thus, the need for training in organizations arises from a variety of factors. Training can
enhance employee skills and knowledge, improve organizational performance, address skills
gaps, adapt to changes, improve employee retention, and ensure compliance with regulations.
By investing in training, organizations can improve their competitiveness, performance, and
growth, while also providing opportunities for personal and professional development for
their employees.

4.10 DIFFERENCE BETWEEN ON-THE-JOB AND OFF-THE-
JOB TRAINING

On-the-job training (OJT) and off-the-job training (OJOT) are two different types of training
methods used by organizations to develop their employees. The main difference between the
two is the location where the training takes place. In this section, we will discuss the
differences between OJT and OJOT in detail.

1. Location: The primary difference between OJT and OJOT is the location where the
training takes place. OJT is conducted in the actual work environment where
employees are expected to perform their job roles. In contrast, OJOT is conducted
outside the work environment, usually in a classroom or training facility.

2. Trainer: In OJT, the trainer is usually a supervisor or a senior employee who
provides on-the-job guidance and support to the trainee. In OJOT, the trainer is
usually a professional trainer or subject matter expert who is not directly involved in
the day-to-day operations of the organization.

3. Nature of training: OJT is a practical, hands-on training method that focuses on
developing the specific skills and knowledge required to perform a particular job role.
0OJOT, on the other hand, is a theoretical training method that focuses on developing
general skills and knowledge that can be applied across different job roles.

4. Time duration: OJT is usually a short-term training method that can be completed
within a few days or weeks. OJOT, on the other hand, is usually a long-term training
method that can take several months to complete.
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5. Cost: OJT is generally a cost-effective training method as it does not require any
additional training facilities or equipment. OJOT, however, can be more expensive as
it requires training facilities, equipment, and professional trainers.

6. Flexibility: OJT is a flexible training method that can be customized to meet the
specific needs of individual trainees. OJOT, on the other hand, is less flexible as it
follows a fixed curriculum and is usually delivered to a group of trainees.

Thus, OJT and OJOT are two different types of training methods used by organizations to
develop their employees. The primary difference between the two is the location where the
training takes place. OJT is conducted in the actual work environment, while OJOT is
conducted outside the work environment. Both methods have their advantages and
disadvantages, and organizations need to carefully evaluate their training needs and choose
the method that best suits their requirements..

\:‘ Check Your Progress- B

Write True or False.
4. Training is done for lower level employees whereas development is done for the
employees of top management.
5. Analysis of organizational training need is an additional process that can be skipped
in case of emergency.
6. Evaluation of training process is a crucial stage that can be evaluated by CIRO

approach.

4.11 SUMMARY

Training and development are crucial aspects of organizational success as they help
employees develop the skills, knowledge, and abilities necessary to perform their job duties
effectively. Training and development programs can take various forms, including on-the-job
training, coaching, mentoring, e-learning, classroom training, and workshops.

The goal of training and development is to enhance employees' performance and
productivity, improve job satisfaction, and increase employee retention rates. Through
training and development programs, organizations can provide their employees with the tools
they need to succeed in their roles, which can lead to increased job satisfaction, employee
engagement, and motivation.

To ensure the success of training and development programs, organizations must conduct a
thorough needs assessment to identify the specific skills and knowledge gaps that need to be
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addressed. This assessment helps organizations develop targeted training and development
programs that meet the unique needs of their employees.

In addition to providing employees with the necessary training and development
opportunities, organizations must also create a supportive learning environment. This
environment should encourage employees to learn, ask questions, and seek feedback from
their managers and peers.

Finally, organizations must evaluate the effectiveness of their training and development
programs to ensure that they are achieving their desired outcomes. This evaluation process
can include collecting feedback from employees, measuring performance metrics, and
analysing the return on investment of training and development initiatives.

Overall, effective training and development programs are essential for organizational success
as they help employees develop the skills and knowledge necessary to perform their job
duties effectively and contribute to the achievement of organizational goals.

|

4.12 GLOSSARY

<

@ » Training: Training can be defined as the process of acquiring and

developing knowledge, skills, and abilities that are necessary for an

individual to perform a specific job or task. It is a systematic and organized approach

to learning that aims to improve an individual's performance and productivity in the

workplace. Training can be delivered in various forms, including on-the-job training,

coaching, mentoring, classroom training, e-learning, and workshops. The ultimate

goal of training is to enhance an individual's job performance and contribute to the
achievement of organizational goals.

> Development: Development can be defined as the ongoing process of enhancing an
individual's knowledge, skills, and abilities beyond the immediate requirements of
their job or task. It is a long-term approach to learning that focuses on an individual's
career growth and personal development. Development opportunities can include job
rotations, stretch assignments, mentoring, coaching, and formal education programs.
The goal of development is to improve an individual's overall competence, broaden
their perspective, and prepare them for future career opportunities. Development can
benefit both the individual and the organization by promoting employee engagement,
retention, and succession planning.

» On-the-job Training: On-the-job training (OJT) is a type of training that occurs in the
workplace as an employee performs their regular job duties. It is a practical approach
to learning that provides employees with hands-on experience and immediate
feedback. During OJT, an experienced worker or supervisor provides guidance and
instruction to the employee, demonstrating how to perform the job and providing
feedback on their performance. OJT is often used for teaching new skills or processes,
but can also be used to reinforce existing skills or knowledge. It is a cost-effective

<
>
——
T
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training method that can be customized to an employee's specific needs and learning
style. OJT can be combined with other training methods, such as classroom training
or e-learning, to create a comprehensive training program.

Off-the-job Training: Off-the-job training (OJT) is a type of training that occurs
outside of the employee's regular work environment, often in a classroom or training
facility. It is a theoretical approach to learning that provides employees with the
opportunity to learn new skills, knowledge, and techniques without the distractions of
their everyday work environment. Off-the-job training can take various forms,
including classroom lectures, workshops, e-learning, simulations, and role-playing
exercises. It can be used to teach a range of skills, from technical skills to soft skills
such as communication, leadership, and teamwork. Off-the-job training is often used
for new employees who need to learn the basics of their job or for experienced
employees who need to update their skills or knowledge. It can be a more expensive
training method than on-the-job training, but it can provide employees with a more
comprehensive learning experience.

4.13

ANSWERS TO CHECK YOUR PROGRESS

! Check Your Progress —A

1. Training and Development

2. Job Analysis

3. Time Bound

Check Your Progress —B

4. False.

5. False.

6. True.
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4.16 TERMINAL QUESTIONS

Define Training and Development?

Elaborate training process in detail?

Explain various methods of training.

Define analysis of organizational training needs.
Elaborate the need of conducting training.
Explain how to conduct a training evaluation.
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