Training and Developing Employees

BA 31 - Chapter 8

Not so Easy…

· Here’s the task….

Job Instruction
Training (JIT)

· __________________ is a detailed study of the job to determine what specific skills the job requires.

· _________________ consolidates usually in one diagram, a precise overview of the competencies (the knowledge, skills and behaviors someone would need to do a job well.

Tribal Knowledge

· Tribal knowledge ____________________________________________________________ A tribe may be a group or subgroup of people that share a common knowledge.

Tribal Knowledge

· It is often referred to as knowledge '______' yet _______________________ such as information that has been handed down generation to generation with no documentation.

Employee Orientation

The employee handbook

· “Under certain conditions, _____________ may find that the employee handbook’s contents ___________________________________.  Therefore employers often include disclaimers.  These make it clear that statements of company policies, benefits and regulations do not constitute the terms and conditions of an employment contract, either expressed or implied.  

The employee handbook (cont)

· Also, employers generally should not insert statements such as “No employee will be fired without ______________” or statements the imply or state the employees have tenure.  

· Indeed, it’s best to emphasize that the employment relationship is strictly “at-will.”

Purpose of Orientation

The Orientation Process

Negligent training


· Inadequate training can trigger negligent _______________________.

FIGURE 8–1
New Employee Departmental Orientation Checklist
These checklists can be used as training lists
Different Ways of Training…

 VARIOUS Ways of Training

· On-The Job Training – ___________________

· Coaching

· ______________ method

· _______________________________

· Apprenticeship

· Informal Training

· Job Instruction Training of _____

· Lectures

· Programmed Learning

· Audiovisual –______________

· Vestibule Training (Simulation)

· Electronic Performance Support Systems (EPSS) (Internet based)

· Video Conferencing

· Computer Based Training

· Simulated Training

· Interactive Learning

· Mobile Learning (iPads, etc)

· Virtual Classroom

Intelligent tutoring systems

· Intelligent tutoring systems are computer-based training systems that learn what the trainee did right and wrong and then adjusts the instructional sequence to the trainee’s unique needs.

The Training Process

Assessing Current Employees’ Training Needs

Analyzing Training Needs

The Training Process – “______________” – FIVE STEP PROCESS

1.

2.

3.

4.

5.

Nuts and bolts basics!

The Training Process – (Face to Face Training)

The Training Process

· Training - The process of teaching new employees the ________________ they need to perform their jobs.

· Training’s Strategic Context - The firm’s training programs ____________________________.

· __________________________- Taking an integrated, goal-oriented approach to assigning, training, assessing, and rewarding employees’ performance.

Training, Learning, and Motivation

· Make the Learning Meaningful

· At the start of training, provide a _______________of the material to be presented to facilitate learning.

· Use a variety of _____________________.

· Organize the information so you can _________________, and in meaningful units.

· Use ______________________________ to trainees.

· Use as many ________________ as possible.

Training, Learning, and Motivation (cont’d)

· Make Skills Transfer Easy

· Maximize the similarity between the ______________________________.

· Provide ___________________________________.

· ____________________ each feature of the machine and/or step in the process.

· Direct the trainees’ attention to important aspects of the job.

· Provide “_______________,” preparatory information that lets trainees know what might happen back on the job.

Motivation Principles for Trainers

· People learn ___________________—provide as much realistic practice as possible.

· Trainees learn best when the trainers immediately reinforce correct responses.

· Trainees learn best ______________________.

· Create a perceived training need in the trainees’ minds.

· The schedule is important—_____________________________________; less than full day training is most effective.

PERFORMANCE ANALYSIS

· PERFORMANCE ANALYSIS The process of verifying the there is a performance deficiency and determining whether the employer should correct such deficiencies through training or some other means like mentoring, coaching or transferring the employee to a job more suited to them.

Performance Deficiencies

· Performance Deficiencies  “____________________________________________ that you identified with needs analysis. For instance, if the sales team’s sales are 40% too low, the objectives should focus on ensuring they get the knowledge, skills and attitudes they need to boost sales.”

Mentoring and coaching

· _________________ is an individual, usually older, always more experienced, who helps and guides another individual’s development. This guidance is not done for personal gain. 

· _________________, with a professional coach, is the ____________________________, referred to as the client or mentee or coachee, through the process of achieving a specific personal or professional result.

Training and Development

A Style Approach

Every Presentation Ever: Communication FAIL 

Funny PowerPoint commercial

Challenges of The Adult Learner:

· _________________

· _________________

· _________________ – Exercising both Audio and Visual

· Learning or Physical Disabilities

Challenges with ADA – Americans with Disabilities 

· Learning Disabilities

· Hearing

· Vision

· _________________________ of information

· ADD – ___________________________

· _____________________________________ Issues

· Physical Handicaps

Who is Your Target Audience?

· What is the “__________” of the training?

· Who’s your target audience?

· Level of understanding?

· What level of education, experience, abilities?

· Why should they be there?

· What’s in it for them?

· What will they take from it?

"Education is what survives when what has been learned has been forgotten."

-B. F. Skinner

GETTING THEM ___________________!!!!

Everyone, get up…

Now, sit down…

What just happened?

· ATTITUDES THAT ARISE….. Expectations…

· Met?  Or…Not Met?

· What you don’t want..

· Why’d we do that?

· That was just stupid…

· Note:  You’ve just ____________your audience!!!!!!

· WHAT YOU WANT:

· Let’s do that again!

· Wow that was _______!

· 
Gosh I learned a lot!

Ways of training

TRADITIONAL:

LECTURE

VIDEO/ PPT

Q & A

TESTING/EXAMS

DEMONSTRATION

DISCUSSION

CASE PROBLEMS

· GUEST SPEAKERS

· PROJECTS

Ways of training

NOT SO TRADITIONAL:

HANDS-ON

FACILITATION

SIMULAITON

GAMES 

· ACTIVITIES

· ROLE PLAY

FIELD TRIPS

EXPERIMENTATION

FACE-OFF – DEBATE

MOCK

DON’T FORGET TO __________!

TIME FRAMES

· Why they are important….

HALF DAY v. WHOLE DAY?

· HALF DAY

· Mornings usually have better results

· Most executives prefer half-day training sessions.

· Allows individuals to go back to work! 

· More retained overall

· WHOLE DAY

· Less productive

· Individuals tend to lose interest.

· Material tends to get “drawn-out.”

· Loss of production

· Less retained overall.

Time Frames

· How much time do you have?

· What can be done reasonably within that timeframe?

· How much time do you want to devote to the various topics within the subject area?

· How would the time be best spent?

· Are the participants going to be sitting, standing, engaged in groups? For how long?

· When would a break be necessary?

· What back-up plans do you have in place in case an exercise or activity isn’t working?

What can kill a training?

“IT’S TOO  &$#@!  COLD IN HERE!!!”

Room Set-up

· _________________________

· Chairs & Closeness of chairs

· _________________________: Question:  Can everyone see the screen?  TV? Overhead?

· _____________________ for disabled individuals

· Is the equipment ____________________????

· ______________ place to take notes.

· _____________ place for feet/arms etc.

· __________________Environment

· Comfortable area in which to do tasks?

· ________________ chairs?

· Aesthetics of the room?

Food Service

· Is the ________________?

· Is the ___________? Good?  Presentation? Etc.

· Are there enough plates, napkins, forks, spoons, knives?

· Breakfast, lunch or dinner?

· _______________amounts of food…

· Would it be better to have participants stay close to the training or go out to lunch on their own?

· Camaraderie? Ability to get to know your audience?

DON’T LET IT LOOK LIKE AIRLINE FOOD!

FACILITY PREPARATION…

· Review of the facilities to assure cleanliness and comfort.

· Paperwork and reservations for facilities and AV equipment…

· Reservations for any food served during the program…  This includes breakfast, lunch, dinner and any “snacks” in between.

· ALWAYS CHECK EQUIPMENT/FACILITIES/ROOM PRIOR TO THE EVENT!!!!!  NO SECOND CHANCES!!!

Evaluation process

TRAINING EFFECTS TO MEASURE

· ______________
· Did the trainees like the program? What did they get out of it?

· ________________
· Were the trainees tested to see if learning took place?  Informal or formal?

· ________________
· Did the desired behavior take affect? Was there change? Is it measureable?

· ________________
· Did we achieve the desired results?  Are the results measureable? Did managers notice?

EVALUATIONS

· FEEDBACK IS IMPORTANT!

· List of things to evaluate:

· Presenter & Expertise

· Topics & Information

· Learning that took place?

· Facilities

· Food

· Overall Presentation

Self –EVALUATIONS as the trainer

· FEEDBACK IS IMPORTANT!

· List of things to evaluate:

· What went right?

· What went wrong?

· What would you do again?

· What would you do different?

· What would you improve?

· What would you add or subtract?

· What grade would you give yourself?
BEST PRACTICES

Presented by Nancy A. Holland

ENHANCING POWERPOINT’S:

YOUTUBE:  
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http://www.youtube.com/watch?v=rIABo0d9MVE&feature=youtu.be
How to Make PowerPoint’s Powerful:

INCLUDING VIDEO or WEBSITE LINK:

YouTube

Copy Link – Right click

PPT Slide

Insert Text Box

Control K

Control V

INCLUDING WEBSITE:

Website

Print Screen Key on site location

PowerPoint

Insert New Slide

Right Click

Paste Option

SIZING:


Format


Crop button


Crop to fit

PRODUCING STUDENT OUTLINES FOR POWERPOINT’S

Powerpoint

Save as

Title – 

Save as Type:  Outline/RTF

Word

Open File

Change font to 12 pt.

Justify Right

Change Color of font to Black

Save – change Rich Text Format to Word document

Other things you can do with PowerPoint’s

BA 18 - Presenting Object Lessons:  I use the following slide to illustrate “testing” by the courts.
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BA 33 - Presenting Object Lessons:  “Attitudes in the workplace”
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BA 18 - Example of a Quick Quiz:    Quiz regarding “Types of Fraud”
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BA 18 - Example of storytelling – giving a real-life scenarios – “A Case for Documentation.”  Students get the details of the incident and discuss the situation as to how they could have effectively handled the situation from a legal standpoint.
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BA 33 - Here’s the Situation: - The class is given a situation to write on; they have 7 minutes.  At the end of 7 minutes, you let the students give their answers and the instructor facilitates the discussion. Students are allowed to take notes and add to their answers.  Students turn in their papers at the end of the discussion.  Points vary from 7 – 10 pts. 
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BA 18- Websites to view:
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BA 18 - Cartoons: On Torts and Crimes – Interject humor into your presentation…
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MICROSOFT PUBLISHER
MICROSOFT PUBLISHER: Publisher is so simple to use that the templates supplied for you automatically allow you to develop all of the items you see below in the print screen.  MS Word is not the best media to create these types of items, and is often difficult for computer artists to work with in trying to create things like tri-fold brochures or business cards.  If you are working with a graphic artist, you might want to ask them what software they are using or which they prefer you use.  Some media is easier to work with than others.  
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Notes:  
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