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[footnoteRef:0] [0:  Material used in this template was taken from two sources:
Employee Training and Development 6th Edition Raymond A. Noe
Fundamentals of Human Resource Management 6th Edition Noe, Hollenbeck, Gerhart, Wright] 

Click here to enter a date.[image: ]
[bookmark: _30j0zll]Business Strategy
[bookmark: 1fob9te]Mission	A statement of the company's reason for existing	
[bookmark: 3znysh7]Vision	Picture of the future the company wants to achieve
[bookmark: 2et92p0]Values	What does the company stand for?
[bookmark: tyjcwt]Goals[footnoteRef:1]	What the company hopes to achieve in the medium and longterm; how will the Mission be carried out. [1:  Possible Goals Influenced by Training
Productivity
Reduced Scrap and Rework
Increased customer satisfaction
Reduced operational risks, and accidents due to employee carelessness
Increased employee satisfaction and retention
Increased time and value-producing goods, such as increase in billable project time hours
Better management decisions
Increased development of human capital
Succession planning needed for competitive advantage and growth] 

[bookmark: 3dy6vkm]SWOT Analysis[footnoteRef:2]	An internal anlysis of strengths and weaknesses and an external anlysis of opportunities and threats to the company that currently exist or are anticipated.   [2:  Internal Analysis attempts to identify the company’s strength and weaknesses. It focuses on examining the available quantity and quality of financial, physical, and human capital.
External Analysis involves examining the operating environment to identify opportunities and threats. 
Examples of opportunities:
Customers and global markets who are not being served
Technology that can help the company
Unused or underutilized potential sources of talented employees
Examples of threats:
Changes in the economy 
Talent and leadership shortages
New competitors
Changes in legislation that can adversely affect the company] 

[bookmark: 1t3h5sf] Strategic Choice	Represents the strategy believed to be the best alternative to achieve the company goals 
[bookmark: _4d34og8]Step 1 Organizational Analysis[footnoteRef:3] [3:  Identify whether training supports the company’s strategic direction; whether managers, peers, and employees support training activity; and what training resources are available. Some combination of documentation, interviews, or focus groups of managers, SME’s, should be used to answer these questions. 
] 

How might the training content affect our employees’ relationship with our customers?

What might suppliers, customers, or partners need to know about the training program?

How does this program align with the strategic needs of the business?

Should organizational resources be devoted to this program? Choose an item. Do we buy or build? Choose an item.
What do we need from managers and peers for this training to succeed?

What features of the work environment might interfere with training (e.g. lack of equipment, no time to use new skills)?

Do we have experts who can help us develop the program content and ensure that we understand the needs of the business as we develop the program? Choose an item.
Will employees perceive the training program as an opportunity? Reward? Punishment? Waste of time?  Why? 
Which persons or groups (e.g. employees, managers, vendors, suppliers, and program developers) have an interest in seeing training succeed? Whose support do we need? 
[bookmark: _2s8eyo1]Step 2 Person Analysis
[bookmark: _17dp8vu]Basic Skills- What Skills are necessary for employees to perform on the job and learn the content of training programs successfully[footnoteRef:4]? Do performance deficiencies result from a lack of knowledge, skill or ability? (Yes, training is appropriate. No, other solutions more relevant) [4:  First, trainers collect general information through position-specific training materials and job descriptions. They also observe the job to become familiar with the necessary skills. 
Next, trainers meet with SMEs, including employees’ managers, engineers, or others who are familiar with the job. With the help of these SMEs, trainers identify a list of regularly performed activities and prioritize the list according to importance.  Finally, trainers identify the skills and skill levels that are needed to perform the activities or job tasks. Once the skills analysis is complete, trainers conduct pre-training skills evaluation to identify skills gaps that need to be addressed prior to enrolling employees in a training session. ] 


[bookmark: _3rdcrjn]Are there any Cognitive Ability[footnoteRef:5] or Reading Ability -Refers to the difficulty level of written materials. If trainees’ reading level does not match the level needed for the training materials, four options are available:	Choose an item. [5:  Includes Verbal Comprehension (a person’s capacity to understand and use written and spoken language), Quantitative ability (refers to how fast and accurately a person can solve math problems), Reasoning ability (refers to the person’s capacity to invent solutions to problems.)  Utilization of reading and other tests are applicable.] 


[bookmark: _26in1rg]Self-Efficacy- The employees’ belief that they can perform their job or learn the content of the training program successfully. Is there a concern?[footnoteRef:6] Choose an item. [6:  Employees’ self-efficacy level can be increased by the following: 
Letting employees know that the purpose of training is to try to improve performance rather than to identify areas in which employees are incompetent. Providing as much information as possible about the training program and the purpose of training prior to the actual training. Showing employees the training success of their peers who are now in similar jobs. Providing employees with feedback tat learning is under their control and they have the ability and responsibility to overcome any learning difficulties they experience in the program] 

[bookmark: _lnxbz9]Awareness pf Training Needs, Career Interests, and Goals- Managers make sure that employees understand why they have been asked to attend training programs, and communicate the link between training and improvement of skill weaknesses or knowledge deficiencies 
[bookmark: _35nkun2]Age and Generation-Take into considering the generational differences as these impact the preference for the arrangement of the learning environment, type of instruction, and learning activities. 
[bookmark: _1ksv4uv]Consequences -What types of incentives will employees receive for performing well? 
[bookmark: _44sinio]
 Input
Understand what, how, when to perform
1) Avoid Situational constraints.
☐Provide materials, time, job-related information, and other work aids necessary for employees to use new skills or behavior before participating in training programs
2) Social Support
☐Speak positively about the company’s training programs to employees. 
☐Let employees know they are doing a good job when they are using training content in their work.  ☐Encourage work-group members to involve each other in trying to use new skills on the job by soliciting feedback and sharing training experiences and situations in which training content has been helpful
3) Opportunity to perform-Provide employees with time and opportunities to practice and apply new skills or behaviors to their work.
[bookmark: _2jxsxqh]Output
What specifically are employees expected to learn in the training program?

[bookmark: _z337ya]Consequences	
What incentives do the employees have for training?

[bookmark: _3j2qqm3]Feedback
How does training affect performance?



[bookmark: _1y810tw]Determining Whether Training is the Best Solution
To determine whether training is needed to solve a performance problem, analyze characteristics of the performer, input, output, consequences, and feedback. Assess the following:
1. Is the performance problem important? Choose an item. Does it have the potential to cost the company a significant amount of money from lost productivity or customers? Choose an item. 
2. Do employees know how to perform effectively? Choose an item. Perhaps the problem is characteristic of the person if they: Choose an item.
3. Can employees demonstrate the correct knowledge or behavior? Choose an item. How often they use the training content (knowledge, skills, abilities, etc.) Choose an item. This is an input problem.
4. Were performance expectations clear (input)? Choose an item. Were there any obstacles to performance such as faulty tools or equipment? Choose an item.
5. Were positive consequences offered for good performance? Choose an item. Was good not performance rewarded? Choose an item. For example, if employees are dissatisfied with their compensation, their peers or union may encourage them to slow down their pace of work. (This involves consequences.)
6. Did employees receive ☐timely, ☐relevant, ☐accurate, ☐constructive, and ☐specific feedback about their performance (a feedback issue)? Choose an item.
7. Were other solutions-such as job redesign or transferring employees to other jobs☐ too expensive or ☐unrealistic?
If employees lack the knowledge and skill to perform a job and the other factors are satisfactory, TRAINING IS NEEDED. If a critical job, process, or business issue is related then training should be a top priority. 
If employees have the knowledge and skills to perform but input, output, consequences, or feedback is inadequate, training may not be the best solution. 
8. 

[bookmark: _4i7ojhp]Step 3 Task Analysis (
A 
task analysis should identify both what employees are actually doing and what they should be doing on the job.
Begins by breaking the job into duties and tasks.
Use more than two methods for collecting task information to increase the validity of the analysis. 
To be useful, information needs to be collected form SMEs, including job incumbents, managers, and employees familiar with the job
In deciding how to evaluate tasks, the focus should be on tasks necessary to accomplish the company’s goals and objectives. These may 
not  be
 the tasks that are the most difficult or take the most time.
Key Points to Remember
)
*This step should be undertaken only after the organizational analysis has determined that the company wants to devote time and money for training. 
1. Select the job or jobs to be analyzed.
2. Develop a preliminary list of tasks performed on the job by
· Interviewing and observing expert employees and their managers 
· Talking with others who have performed a task analysis
3. Validate or confirm the preliminary list of tasks.
· Have a group of SMEs answer questions regarding tasks 
1) How frequently is the task performed?
2) How much time is spent performing each task?
3) How important or critical is the task for successful performance of the job?
4) How difficult is the task to learn? 
5) Is performance of the task expected of entry level employees?
4. Once tasks are identified, KSAOs need to be identified. This can be accomplished through interviews and questionnaires.
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List Congnitive and Reading ability concerns.
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List Skills.
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