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GETTING STARTED

This unit covers developing, conducting and evaluating staff development programs. These programs form part of the performance management system and include training, job rotation and coaching or mentoring. The unit is suitable for those working as team leaders or managers, or in an organisational development capacity.
This Guide is mainly designed for learners who are presently employed by Councils, to develop the skills and knowledge required to work effectively in the local government industry. If you are not presently employed in the industry, your Registered Training Organisation will assist in providing a simulated workplace environment to support your learning.

On completion of this Unit you should be able to carry out the tasks to the required standard as identified in the Unit of Competency.

The Unit of Competency consists of elements and performance criteria which are detailed on the following page.

Exploring the skills covered by this unit
(LGADMIN424A) Provide staff development programs

Description

This unit covers developing, conducting and evaluating staff development programs. These programs form part of the performance management system and include training, job rotation and coaching or mentoring. The unit is suitable for those working as team leaders or managers, or in an organisational development capacity. 

Application of the competency 

This unit supports the attainment of skills and knowledge required for competent workplace performance in councils of all sizes. Knowledge of the legislation and regulations within which councils must operate is essential. The unique nature of councils, as a tier of government directed by elected members and reflecting the needs of local communities, must be appropriately reflected. 

Elements of Competency and Performance Criteria

Identify staff development requirements
· Specific needs for staff development are identified and confirmed through consultation with appropriate personnel. 

· Current competencies and any relevant characteristics of the target group are identified using appropriate investigation methods. 

· Staff development options are identified and developed. 

Develop staff development strategies and programs
· Overview strategies, including appropriate timing and costs, are prepared and confirmed with appropriate personnel. 
· Resources required for the program are identified and approved by appropriate personnel. 
· Arrangements are made with personnel required to support the strategy. 
· Information on the strategy is made widely available, using a variety of methods. 
· Promotional activities are monitored for effectiveness in collaboration with appropriate personnel. 

Conduct training programs
· Training program goals and training session outcomes are explained to, and discussed with, training participants. 

· Presentation and training delivery are appropriate to the characteristics of training participants and the development of required knowledge and skills. 

· Presentation and training delivery methods provide variety, encourage participation and reinforce knowledge and skill development. 

· Spoken language and communication strategies or techniques are used strategically to encourage participation and achieve the outcomes of training sessions. 

· Individual learning and group dynamics are monitored and managed to achieve program goals. 

· Training sessions are reviewed and modified as necessary to meet training participants' needs. 
· Training programs are evaluated to ensure ongoing relevance. 

Evaluate staff development strategies and programs
· Feedback on effectiveness of strategies is sought from staff development participants, supervisors and managers. 
· Adjustments to staff development strategies are considered and incorporated. 
This Guide contains 3 sections to support your development.

Section 1 – Prepare for training
Section 2 – Deliver training
Section 3 – Review Training
Understanding the Process

We will use the following steps to complete this Guide and achieve competency in the Unit.

1. Complete the Checklist (on the following page) to check your skill development.

2. Complete the sections of the Guide that you need to do.

3. Complete the assessment tasks that you have been provided for this unit.

4. File the assessment tasks and reports in your “Portfolio Folder”.

5. Complete the Sign Off section of the Guide when you are confident that you are ready to be assessed for the Unit of Competency and contact your Traineeship Co-ordinator to arrange an assessment meeting.

Additional Resources to Support Your Learning:

To complete this Guide, you will need to have an understanding of your Council's policies, procedures and services regarding training and learning. 

Section 1 – Identifying staff development needs
This Learning Focus will provide the opportunity for you to learn how to prepare for training.

You will focus on:

· confirming the need for training

· planning and documenting training

· organising and arranging the training location and resources required

· notifying learners about the training sessions.

The systems approach to training

To maximise the benefits from training for the learner and the organisation, a systematic approach of preparation, delivery and review should be used.
Training or Development

The words 'training', 'learning', 'development' and 'education' are often used interchangeably when referring to workplace needs, but those responsible for identifying skill needs should be clear about the distinction between these words. In the context of a learning and development program:

· training' is the means by which a job-specific skill and/or knowledge is taught

· learning' refers to the acquisition of new skills and knowledge and should be a lifelong aim

· development' refers to re-defining and extending an employee's existing skills and knowledge, by ensuring they are following the latest business practices, are improving their work practices and are given opportunities for advancement

The learning and development cycle

Learning and development are part of a continuous cycle involving regular monitoring and reviewing to identify skill and knowledge gaps and determine training to address these gaps. Regular review is necessary because situations, needs and information itself can change quickly. The cycle is generally linked to an organisation's continuous improvement process, which is designed to help individuals and teams improve their work performance over time. This includes the way staff members undertake a process, perform a task and identify ways they can develop as individuals in the workplace.

When people need to learn new skills or enhance existing skills, they may undertake formal or informal training within their workplace, or attend external courses, conferences or one-off information sessions. Their learning is then applied to the particular tasks they carry out or contributes to the knowledge base of the organisation. As employees develop skills, becoming proficient through practice and application, they are able to transfer them readily to new situations. When staff change positions or are given increased responsibilities, they may find they need further learning or development.

A learning and development cycle

	
	Skill gaps identified

A person needs to know how to enter data into a database
	

	
	(
	

	
	Training is provided

The person is trained in-house or takes a course from an external training provider
	

	
	(
	

	
	Skill or knowledge is gained

With practice, the person is able to enter data into a database
	

	
	(
	

	
	Learning is applied to all tasks

The person applies their learning to a range of databases
	

	
	(
	

	
	Skills and knowledge are further developed and monitored through application to new situations

The person learns how to prepare a new database
	

	
	(
	

	
	Circumstances change: new responsibilities or changes require new skills or improvement to current skills

When the person takes on extra duties, they need to know how to extract and analyse specific data, therefore need to undertake an advanced database course
	


Training and development needs
Identifying the need for training or development is an important first step to putting any strategy in place.

When you examine training needs, you must take a range of variables into consideration.  It is important to consider:

· the job and tasks involved

· the individual 

· the organisation, its policies and procedures

· any environmental factors that may impact on the development of the plan.

Each of these factors needs to be analysed to identify and confirm training needs. A plan can then be developed to reflect the overall training activities that will meet the identified needs. Any plan is a set of coordinated, sequenced activities (or programs) that address the identified training needs of an individual or organisation.
When developing any plan for staff training or development, you will also need to consider:

· Type of learning to be undertaken

· Learners’ training history

· Delivery method

· Learners’ learning styles

· Adult learning strategies

· Assessment methods
· Timeframes

· Venue

· Learning resources

· Learning materials

· Sequence of learning events

· Cost breakdown

Job/task analysis

The first step when determining the need for training is to look at the job.  It is important to acknowledge that ‘job’ in this instance can refer to its traditional meaning of a vocational position, or it can more broadly refer to a group of tasks to be performed to achieve a goal. Every job or task has certain requirements in relation to the skills to be performed.  Job analysis involves firstly identifying exactly what the job entails, and then the skills, abilities and knowledge required to perform the job competently. Job analysis is also helpful in planning for future work practices and job design.  Thinking about how work will be carried out in the future, and how its presently undertaken, will enable you to identify the need for new skills within your organisation.

In situations where training is needed, it would normally be expected that the skills, abilities and knowledge of the learner fall short of those required for the job.  This is known as the training gap. If there is no identifiable gap, this would imply that there is no need for training in this case.
Systematically identifying skills required for a particular job will give you a strong picture of the work that is really taking place within your team. It will also form a solid basis on which to identify the existence of a skills gap.

Finding out ,what skills a particular job requires is a matter of collecting data. You might do this by a variety of methods including:

Observation of people on the job

Observation can often identify major functions or skill areas. For example, watching a gardener work would probably identify that the job involves:

· using machinery

· being outside most of the time mowing lawn

· planting plants

· watering.

Generally, observation of people performing a job can give you some overall information but not the total picture. Even so, observation, though not sufficient, is often a good starting point.

Organisational records

There may be quite a bit of information in normal organisational records about jobs and the competencies required to undertake them. Certainly job descriptions are a starting point, though some of these are very brief, or very general, or both. 

Discussions with people on the job

Discussion with employees is a vital part of the process and should always be attempted. Indeed, discussion with the people actually doing the job is probably the most fruitful method of gaining information. This can be done individually, but is probably more efficient and accurate if done in groups. Typical questions are:

· What are the key or major activities of the job?

· What are the skills required to undertake each of these key activities? What knowledge do you need to carry out these activities?

· To what standard do tasks have to be performed?

· In what contexts are activities undertaken?

Questionnaires

A follow-up to the discussions is often a questionnaire to a wider group of employees

Logbooks kept by employees

Logbooks or diaries can be a valuable source of information about jobs and the competencies required to carry them out. A logbook may reveal the true diversity of a job and the contexts in which it is performed. These can be either logbooks which are a normal part of a job, or ones especially developed for the job analysis activity.

Individual requirements

Some individuals have very clear ideas about what they want to achieve in their life.  Most, however, need assistance and direction in identifying their training needs.  It is your job to facilitate this by discussing a range of personal and career issues with the individual concerned.  Use the following checklist as a guide.

	Checklist for individuals

	Here are some questions you can discuss with an individual to help determine their training requirements.

	(
	What do you perceive to be your current knowledge and skills?

	(
	What are your career and/or personal goals?

	(
	Are there any areas of your work/life in which you feel training would benefit you?

	(
	Do you have any special needs (for example, access constraints due to a mobility disability)?

	(
	At a personal level, what do you hope to gain from any training?

	(
	How much personal time are you willing to commit to the training plan?

	(
	What styles of training do you prefer?

	(
	What steps will you take to help the training plan to succeed?

	(
	What suggestions do you have to help make your training a success?


Organisational requirements

In determining the need for training, you should examine the organisation’s:

· objectives

· current climate

· internal culture

· resources.

Objectives

An organisation’s objectives will provide the basis for training.  Objectives can identify what the organisation wants to achieve.  You may be able to access this information from discussion with management, or from researching documents such as business plans, mission statements and annual reports.  The aim is to establish what the organisation is doing and where it plans to be in the future.

The organisation may already have a set of guidelines that apply to training, such as human resource policies, industry guidelines and worker competencies.  These will need to be considered throughout the entire training process.

Current climate

Another important factor to consider is the current ‘climate’ of the organisation.  In this instance, climate refers to a range of factors operating within an organisation that can impact on the implementation of the training plan.  Climate variables may include a new management team, or a process of restructuring.  In the latter example, individual training goals may be put on hold, due to organisational uncertainty.  Equally, you may need to place an emphasis on change, with training in such areas as stress management, risk taking, and change.

Internal culture

The organisational culture, such as beliefs, symbols and philosophy, will also need to be reflected in the training plan.  An organisation that has an active commitment to equality of opportunity will want a training plan that embraces this commitment.

Resources

Finally, the resource allocation that the organisation is willing to provide will have an important impact on the nature of the training.  Resources refers to money, equipment and people.

Consultation on training and development needs
To confirm the need for training, a number of people should be consulted. This consultation process should always reflect the fact that the individual (trainee) is central to the focus of training.  The learner’s background, skills and abilities, motivation and aspirations should be integrated in line with organisational objectives.

A number of people can become involved in the process; the individual and their supervisor being the most significant.  Other possible people are: 

· people from a human resource background providing personnel related information such as study leave entitlements

· an industry representative, providing current and future industry focus, 
Sometimes you may be faced with limited opportunity to interact with specialised people when identifying specific training needs.  In such cases, you will need to research carefully to ensure an accurate assessment of the job or task, the individual and the organisation’s requirements.

The outcomes of training

The outcomes of any planned training or development activities needs to be clearly stated to reflect specific training needs.
Often, the analogy of a jigsaw puzzle is used when training outcomes are defined and discussed.  A jigsaw puzzle is easier to solve if you have some idea of the picture you want to create.

It is the same with a training outcome.  A training outcome is the ‘picture’ of what the learner/s should be able to do at the end of the training.  Basically, a training outcome should answer the following question:

What will the learner be able to do at the completion of the training?

A needs analysis is performed to identify the gap between actual performance and required performance.  Well-designed training outcomes will help to assess whether the gap is being closed.

In any training plan, this overall picture should be established.  This is a general statement of what will be achieved during the life of the training plan.  It provides goals and sets boundaries for the types of training programs/sessions that will be implemented.

Examples of training outcomes could include:

to provide the learner with effective communication skills

to ensure that the learner has a thorough understanding of issues related to advocacy

to provide learners with the skills necessary to use lifting and transferring equipment and techniques.

Training outcomes are part of the overall training plan.  Identified training needs are addressed by developing a series of training programs designed for specific needs.

How should the training session be structured?

Training should be set out in easily managed logical steps.  In order for this to be achieved, you may want to undertake some brainstorming of factors that will be involved:

· What do you want to achieve in the session?

· How will you achieve it - topic and task analysis?

· What size is the group?

· Who are the learners?

· What are their skills levels, knowledge and abilities?

· Do they have any special needs?

· What resources are available and/or required?

· How much time do you have?

· What training methods will you use?

· Will the training be consistent with organisational goals?

· Have you considered environmental factors?

· Are there any constraints?
Preparing a learning and development plan

Once you have identified the learning and development needs for both the team and its individual members your next step is to collaboratively develop a learning plan with the team members. The plan should outline the knowledge and skills that need to be learned or developed and the most appropriate way this development can be addressed. Sometimes specific learning needs will relate only -- to individual members of the group.

Developing a learning plan involves:

· identifying the learning and development goals and objectives of the individual and organisation

· encouraging employees to discuss their personal learning needs, and to match these with the needs of the organisation, ensuring that learning is relevant and warranted

· allowing the supervisor, team leader or frontline manager to determine the best method of meeting learning needs.

A written learning plan helps the employee and team leader to officially determine, record and track learning activities.

Learning and Development Plan - Example

	Date
	Name
	Need
	Priority
	Possible training/practice

	3 March
	Hal Zeigler
	New position as data entry operator. Needs to develop and extend existing skills.
	A
	Web designer will train in-house

	8 March
	Joe Vendy
	Redesign of website. Needs training in updating and maintenance.
	Long-term (18 months)
	Provide added responsibility and practice.

	9 April
	Jo Rigg
	Requested Microsoft PowerPoint training at performance appraisal. Will be working on two major projects soon, involving many presentations.
	B
	Research relevant course

	11 May
	Stacy Weir
	Good with customers but unsure when difficulties arise. Consider sending her to course.
	B
	Appoint mentor or find suitable one-day course.


Developing a learning plan for the team

The first step in developing a learning plan is to study the information you have collected and documented regarding the learning and development needs of your team. These include assessments of completed work, notes on your observations, a training needs analysis, questionnaires, surveys, third-party reports, performance appraisal discussions and self-evaluation reports. Your documentation should provide a record of:

· the skill gap

· how the gap was identified

· priority for training or development, including

· long- and short-term needs

· the type of training required.

Arrange the data into categories such as job specific, professional development and career, with sub-categories such as communication, organisational processes, technology, and interpersonal skills. Further categorise them into long-term and short-term needs.

You also need to consider whether you will provide training for the whole team or just one person who can then transfer their learning to the rest of the group. This may be a budget consideration or you may need to consider the time required to do the training.

· Identified team needs generally include:

· skills that all members need to have to complete their tasks, e.g. operating equipment

· training for a procedure that has just been introduced, e.g. working with a new database

· general knowledge and skills all staff need to have, e.g. email etiquette, customer service requirements, organisational procedure
· skills to improve work practices and team efficiency, e.g. communication, interpersonal skills

· long-term needs that correspond to organisational objectives, e.g. to offer an online ordering service within the next 12 months

Planning the session
Once you have gathered this information, and have a clear understanding of the session that is to be developed, you can begin planning:

· the topics to be covered

· the methods of instruction

· the sequence of events, including timing

· the resources to be used.

It is important that all of these criteria are considered for the session outcomes to be met.

A typical session will have an introduction, body and a conclusion.  A common training strategy is:

you should tell them what you are going to tell them, then you should tell them; then you should tell them what you have told them.

Organising the content

An important step in organising the content of a session is deciding what information needs to be covered.  The diagram depicts that there are three levels of information - that which learners must know, the information that is important but not essential, and that information which is nice to know but not critical.

There are some key principles to consider in organising the content of a session.  Information should be presented:

· from the known to the unknown

· from simple to complex

· from general to specific

· from concrete to abstract.

The following table shows a sample session plan:
	Session plan

	Session: Team building

Location: Training room

Date/time: Monday 27th  9.00am

Participants: Workshop staff

Number of participants: 15

	Outcome
	Key points
	Methods
	Resources

	· identify five features of an effective work team
	· introduction

· session overview

· definition of a team

· pros and cons of teams

· why teams are important

· key characteristics of an effective team (leadership, goals, decision making, good communicators, relationships, linkage and review)

· concept of ‘synergy'

· summary and review
	· lecturette

· brainstorming

· activity sheet

· discussion

· group activity, reading, video and briefing session

· experiential game

· discussion

· assessment case study
	· OHP + transparencies

· butcher’s paper

· handout on session outcomes

· whiteboard + markers

· activity sheet

· video player

· video ‘Apollo 13’ excerpt

· photocopied readings

· game materials

· pens and paper

· assessment sheet


Please note that other session plans may include some features not identified above, such as timing, references, notes on presentation etc.  To a large extent, this should reflect your personal style.  The session plan is not a script - it is a guide.
Training methods

Suitable training method/s selected, need to be appropriate for:

· learner characteristics

· the training outcomes

· available equipment and other resources.

Firstly, it is important to understand learning domains because they impact on the learner, training outcomes and choice of equipment and resources.

Learning domains
It is recognised that there are three learning domains, often referred to as the three H’s - Head, Heart and Hand.

Learning can be categorised as either:

· cognitive, knowledge-based (the head)

· affective, relating to the emotions and attitudes and values (the heart)

· psycho-motor, relating to the development of practical skills and manipulation of objects (the hand).

Teaching someone to lift a person, for example, would need to combine all three domains.  The learner needs to be aware of the associated health risks and the basic principles governing back care.  These are in the cognitive domain.  Equally, the learner needs to be aware of appropriate lifting techniques and the individuals rights to be informed and choose, which is in the affective domain.  Finally, the learner needs the appropriate psycho-motor skills to physically lift a person or operate an aid.

Learner characteristics

The learner characteristics involves identifying

· existing knowledge, skills and attributes

· trainee needs (including special needs such as English tuition, reasonable accommodation in terms of disabilities, child care, etc.)

· job/task activities

· work/home/community environment

· preferred learning style.

You may need to be mindful of training methods depending upon the target group.  For example, you would not use text-based material with a group of learners with visual impairments.  A valuable training hint is to use as much variety as possible, incorporating a wide range of media, so that you can both motivate the learner and stimulate the learner’s preferred learning style.

Remember, learning needs to:

· be relevant to the learner, eg. the content needs to be related to the learners workplace situation and their immediate roles and responsibilities

· be active, involving the learner, eg. provide opportunities for the learner to implement their learning in the workplace

· draw upon the learner’s experiences, eg. using existing knowledge and skills to build upon and make training relevant

· encourage participation by providing different learning environment and training strategies to cater for different learning styles.

These should be reflected in the training methods you use.

Training outcomes

Often the training outcomes themselves will suggest the training methods most appropriate.  For example, if you were training to increase effective team work (as in the session plan previously noted) the methods that you are likely to use need to be group-based to reflect the team approach, and focus on team building skills.  If you were training someone to use voice recognition software on a computer, you would need to use methods such as demonstrations and practical sessions. The following table shows the type of training outcomes with examples of training methods.  It matches learning domains with suggested training methods that are particularly useful to meet these type of outcomes.

	Type of outcome
	Example training methods

	Cognitive (knowledge)
	Group discussion

Group or individual exercises

Lectures/lecturettes

Forums

Films, videos, etc.

Case studies

Brainstorming

Written support material

	Affective (attitudes and values)
	Debates

Role plays

Demonstrations

Problem solving

Group discussion

Experiential games

	Psycho-motor (practical skills)
	Demonstration

Role plays

Practical sessions

Computer assisted instruction

Peer teaching

Site visits

Workshops

Simulations


Equipment and resources

Accurate resourcing of training is vital.  It would be a disaster to start developing a well-rounded training plan, only to discover halfway through that you have run out of resources.

You will need to consider all of the resources associated with the training, not just those that are immediately obvious.  This is important when planning what training methods you will be using.

Some of the possible resources are:

Human resources

· trainer’s time

· consultant’s fee

· time-off work for learner to attend course

· time for supervisor to provide on-the-job instruction

· additional staff to cover for those undertaking training.

Financial costs

· tuition fees for attendance at training provider like TAFE

· text book costs or other support material

· travelling costs

· accommodation required, if any

· meals, refreshments

· venue hire.

Equipment

· any special equipment

· adaptive technology

· safety equipment

· videos, OHP, etc

· video camera

· tools, etc.

As funds will always be limited for training, you need to be sure that you have explored all of the options that are available.

For example:

· can equipment be borrowed, or the purchase shared with other organisations?  

· can travel costs be minimised by sharing of vehicles, or by better use of available technology (eg. video or teleconferencing)?

By preparing and documenting training, you will help to ensure that the organisation’s resources are used in an effective and systematic manner to achieve both individual and organisational needs.

Depending on the training outcome and learning domain, the equipment and resources you need will vary.  You need to select training methods with this in mind.  

You will also need to consider whether the resources or equipment are available, or funds are available to purchase them.

Practical learning

For learning to be effective, it must involve a mix of theory and practice.

Theory can be defined as a system of rules or principles, or a view of something to be done, or the method of doing it. 

Practice is skill gained by experience or exercise and generally involves placing the theory learned into a meaningful context.

It is important to involve both theory and practice in training, because theory tends to relate to concepts and knowledge, and practice tends to refer to the implementation of concepts and skills.  Training methods should also reflect both active and passive learning.  Active learning involves methods such as problem solving, questioning, group-based activities.  Passive learning methods include lecturette, reading, videos, etc.

The associated Learning Resources have been developed with this in mind.  Notes have been written which relate to the performance criteria of the individual unit of competency.
Provide opportunity to practise

You should provide a range of activities to give learners an opportunity to practise and to make mistakes. Perhaps you could reallocate tasks or responsibilities to allow time for practice. You could also negotiate a time for the learner to be away / -from their workstation to study or to complete activities that support their learning.

Think of ways that individuals or the team can practise. For example, if a team member has recently learnt how to use electronic presentation software, organise a session at the next staff meeting at which they can make a presentation. A useful technique is to ask a person who has just acquired a particular skill to demonstrate it to someone else.
Planning for practice

Sometimes it may be necessary to establish a practice environment.  For example:

· learning lifting techniques

· learning to manage conflict.

Practice opportunities are vital to the learning process as they give the person the chance to try out new skills in a controlled and safe environment.

Workplace activities have been developed so that the learner can practise what is learnt in their own workplace.

Practising skills means that when the individual returns to the work environment they will be more likely to use their new-found skills and techniques, as they have already overcome some of their fears in the practice environment.

For example:

When learning to shower and toilet individuals it is inappropriate for a learner to practice these skills on the people they provide care for.  Therefore role-plays and the use of a human model would be required for training and before learner’s use their skills in their workplace.

It is important to manage practice so that effectiveness is maximised. You should:

· prepare guidelines for the practice session - the practice to be undertaken, the standards expected to be achieved, and the way, if any, that the practice will be assessed

· plan the resources required - time, equipment, location etc.

· ensure the practice environment is safe and non-threatening

· prepare learners for the session, ensuring that they understand the relevance of practice to their learning.

	Learners need a mixture of both theory and practice in order for learning to be confirmed.  Exactly what the mixture is will depend upon the type of learner, the learning outcome and the need to enrich the learning environment.


Monitoring learner progress

Monitoring learner progress is crucial to confirming that training outcomes are being achieved.  Typically, this monitoring function is carried out by formal assessment. However a good trainer will be continuously monitoring the learner’s progress and providing feedback to the learner.  This way gaps in learning or competence can be identified and addressed as early as possible in the training process.

For example:

Observing a learner use communication aids with a person with a disability can indicate their level of competence.

Identifying development resources

Identifying the resources that are needed will help you plan a suitable learning and development program. At this stage of the planning, consider all the options and identify the most relevant for your training and development purposes. Remember, there will be a cost relation for all of these items, which may mean that you have to compromise for a more cost-effective solution.

Resources include the following.

· Time-consider the time taken to organise, promote and deliver the training and/or development. How much time is allocated to the training? Consider not only the training but also the practice session, the monitoring and evaluation. If you are doing in-house training think about the time the trainer and trainees are away 'from their normal responsibilities.

· The budget-what are all the costs involved? What is your allocated training budget? What will be the cost of human resources-will you use in-house experts, draw on colleagues, hire a consultant or engage a guest speaker? Will there be venue costs-will you use the organisation's training rooms, a meeting room at the workplace, the learner's own workstation or an off-site venue? Remember that it is often considered desirable to take staff away from their usual working environment.

· Support resources-what are the available training equipment and facilities, e.g. training room, video, whiteboards, audio-visual equipment, computers and stationery?

· Miscellaneous-consider the options for participants during breaks, e.g. morning tea, lunch, afternoon tea; snack food, sit-down, buffet; self-catering or catering firm.

List of other resources that may be required:
· overhead projector

· videos

· VCR

· video camera

· whiteboard/chalkboard

· handouts and other printed resources

· slides and photographs

· audio recordings

· tools required for demonstrations and practical sessions

· materials required for demonstrations and practical sessions

· computers and computer files, disks, etc.

· computer projection equipment

· paper, pens, etc

· props

· maps

· exhibits

· books and magazines

· transport for field visits

· video-conferencing

· specialised equipment for learners with special needs such as a voice recognition computer

· specific equipment for training purposes such as machines to be demonstrated.
Resourcing arrangements 
Concrete arrangements need to be implemented to ensure that the required resources are provided.  If your training process has been documented well, this will help this process.

Resourcing will involve providing the funds, consulting the appropriate people and managing the logistics of the resources.

Funding

Resources can be costly.  The organisation sponsoring the training will need to provide a commitment to this funding.  However, they will need to know up-front what level of commitment is required.

The level of resources required should be fully costed at the outset so that the required funding can be identified and supported.

Consultation

You will need to consult with appropriate people within the organisation to confirm that required resources will be available, and that their use has been approved.

Normally, this will involve approval by senior management and it will often require consultation with other areas of your organisation who may have “ownership” over a particular resource.  All of this needs to be considered.

Unions may also have an interest in how the training relates to the employee’s existing job classifications.

Any copies of sample documents, case histories, care plans, individual profiles, skill development programs, etc. must only be used if confidentiality protocols have been followed.  Consultation with relevant people within an organisation may ensure that any such resources used for training is not in breach of client confidentiality.

Logistics

‘Logistics’ involves making sure that things are where they are supposed to be at the time required.  You will need to consider all of the variables that could impact on the provision of resources.

For example:

· guest speakers should be contacted well in advance and confirmed closer to the time they are required

· resources that require consumable components (eg printer cartridges, petrol etc) need to be filled-up and spare supplies should be available

· electrical and mechanical equipment is in working order and is ‘booked’ (if required)

· the appropriate associated Learning Resources have been ordered and copies made if necessary

· venues are confirmed

· learners are confirmed.

The training environment

When arranging a suitable training environment, you will need to consider both the physical environment and the social environment.

Practical experience in the workplace will be essential to the development of a learner’s skills, knowledge level of competence.  However it is essential that the rights of people are upheld at all times, by informing them of any training plans and gaining permission before completing any training activities in the workplace.

Physical environment

The physical environment needs to be comfortable, safe and accessible.  Some points to think about include:

· temperature

· noise

· light

· size of room

· ergonomics

· room layout and spacing

· food

· use/placement of resources

· access for learners with special needs (eg. wheelchair access)

· all Occupational Health and Safety standards are adhered to.

Notifying the right people

Notify learners

Learners should be notified of training arrangements well in advance, so that they can make any personal and work arrangements that may be required.  In the case of formally structured training sessions, they should be notified of:

· nature and purpose of the training

· starting and finishing times

· dates

· location

· pre-session requirements if any (eg, reading)

· what the learner needs to bring

· what the catering arrangements are.

You should also confirm whether they have any special needs that can be accommodated during the training.

Notify supervisors

As a courtesy, and also to ensure the smooth operation of the organisation, the learner’s supervisor should also be given as much notice as possible of the:

· names of the learners 

· times and dates of training

· purpose of the training

· location

· input required by the supervisor (if any)

· post-training follow-up (if any).

Notify other parties

Other people that might need to be advised of the training session include:

· human resource section

· other team members

· mentor

· management

· finance section.

Carefully managed notification of the learners, their supervisors and other appropriate people can pay dividends by increasing commitment  to training.  If you manage the process well, the learner can feel confident that their presence is acknowledged and will benefit the organisation as well as themselves.

Section 2 – Delivering  training

This Learning Focus will provide the opportunity for you to learn how to deliver training.

You will focus on:

· Preparing learners

· Instructing learners

· Providing opportunities for practice

· Confirming the learner has reached the required standard of performance.

Preparing learners for training?

Preparing learners is important to the success of training.  Areas that need to be addressed are:

· training objectives

· sequence of training

· recognition of prior learning

· application of training

· possible barriers

· assessment.

Training objectives are explained

The learner needs to understand what they will be learning during the training session.  The objectives of the training need to be stated in a clear and concise manner.

The trainer should impart a good understanding of the following to the learners:

· the performance, that is, what the learner is expected to be able to do

· the conditions, which describes any conditions that apply to the learning situation in which the performance is achieved

· the standards or levels of achievement required to be considered competent.

It is important that opportunity for discussion is included to check learners’ understanding and hear their own expectations.  All of these points are explained in detail in the associated Learning Resources.

Sequence of training is discussed

For training to be effective, it needs to be sequenced in a logical way.  For learners to gain a complete appreciation of the training process, they need to be advised of the nature and purpose of this sequence.

The issues that should be discussed with the learners  include:

· session outcomes

· outline of the session (topics to be covered)

· context of the session (in relation to other training)

· what is expected of the learners

· types of learning activities

· assessment events

· post-session activities.

Recognise prior learning

This is a very important process.  Recognition of Prior Learning (RPL) will mean that learners will have differing entrance and exit points.

Support with language, literacy and numeracy

In order to complete the Learning Resource some learners may need support with language, reading and writing or using numbers.  Talk with the learner to determine if they need assistance.

You can assist the learner to identify what difficulty they may have in understanding the language or reading the text.  Find out also if the learner will need any assistance with writing tasks or tasks that will require numeracy skills.

Tell the learner that they will need to describe to you the type of assistance they think they might need so that you can organise the best support available.  Work with the learner to identify the best kinds of strategies and support they will need in order to complete the Learning Resource.  Assure the learner that every effort will be made to provide the most appropriate assistance.

Some learners may find it difficult to admit that they need support.  Be sensitive to this.  Strategies that can help you as a trainer to support the learner and to identify the help that they may need are:

· ensuring initial conversations take place in a private area

· making it clear to the learner that all conversations are confidential

· endeavouring to develop a rapport with the learner and an atmosphere of trust.
Support with other requirements

Some people may also have other requirements for which they will need assistance and support.  These requirements may be:

· limited mobility

· hearing impairment

· visual impairment.

Ask the learner to describe to you the type of assistance they may need so that you can organise the best support possible.

Trainer’s checklist

Below is a checklist to help you provide support with language, literacy, numeracy and special requirements:

	
	Tick when completed

	Have I determined whether a learner needs assistance and support with:

· language, literacy, numeracy

· any special requirements
	(

	Have I supported the learner in identifying what type of support they may need?
	(

	Have I assisted the learner in determining the best possible strategies to enhance their learning?
	(

	Have I maintained confidentiality?
	(

	Have I investigated what assistance is available for the learner?
	(


The assessment process 

As mentioned above, learners should be told up-front what will be expected of them in terms of assessment.  This will include:

· what is assessable

· how the assessment related to training outcomes (knowledge, skills and attitudes)

· what the assessable tasks are

· when they will be administered

· what standards of achievement are expected.
Learners should also be encouraged to identify any prior learning they have that is relevant.  This may mean that they do not need to complete all of the training, or can be recognised as already competent.

A systematic approach to training

Most formal training sessions will have three segments: 

· introduction - telling learners what they are going to do

· body - actively involving learners in the learning to assist in acquiring the knowledge, whilst discovering meaning and application

· conclusion - where you tell the learners what they have done.

There are no set formats for training, as training should be adapted to the learner’s characteristics, the trainer’s personal style, availability of resources and other factors.  However, a systematic approach provides an excellent framework to maximise learning.

The systematic approach to training involves conducting training through a number of sequential steps.  The following steps should be implemented:

· explanation

· demonstration

· review

· learner explanation

· learner demonstration

· feedback.

Providing feedback to learners

The purpose of feedback is to provide constructive information to the learner about their performance and behaviour to help them learn and develop.  Feedback should be related to the content of the training and the methods used to implement the training.

Feedback is a vital part of the training process.  It can be either formal or informal.  It is almost always appropriate to give feedback to the trainee.  Of course, it needs to be provided in a suitable manner, and couched in a way that makes immediate sense to the learner.

Feedback should be an ongoing process for both the learner and the trainer.  Effective learning occurs when both parties share information with each other.  Encouraging feedback from the learners  is as important as providing it to the learners.

Feedback is also vital to the development of positive learner/trainer relationships. 

	· clear and concise - focusing on behaviour, not the person and should be given in manageable doses

· open and honest - focusing on descriptions rather than judgements

· empathic - realising that you are dealing with perceptions and learner self-esteem

· consistent - focusing on actions that learners  are able to change

· relevant - based on a specific situation rather than the abstract

· respectful - being mindful of learner confidentiality

· easy to understand.




Learners evaluating their own performance

As learners are central to the learning process, they should be actively involved in the evaluating their own performance and diagnosing it for improvement. 

Learner self-evaluation involves:

· learners taking responsibility for their own learning, both in terms of process and progress

· learners monitoring and making judgements about their work performance, not just a technique for testing performance

· learners being self-reflective

· critical thought by the learner in regard to appropriate standards of work and application of the standards to their own work.

Involving the learner will lead to a more cooperative relationship between the learner and the trainer principally concerned with actively involving learners  in the learning process.

Learner self-checks can be seen to have many positive attributes for both learners and trainers in aiding achievement of organisational and individual objectives.  Perceived benefits include:

· equity in assessment

· responsibility of individuals is reflected in assessment

· individual motivation and interest value is enhanced

· learners take control of their own learning by being actively involved in:

· accessing information

· decision making

· participating in assessment action

· judging their level of competence.

This process of involving the learner is inherent in the way the associated Learning Resources have been developed.

Providing opportunities for practice

Practice opportunities are essential in the learning process as they allow learners to try out new skills in the training environment and in the workplace. Frequent opportunities to practice information and apply new skills reinforces learning.

Some examples of how opportunities for practice can be provided include:

· an individual learner skills presentation to the group

· group skills presentation - learners form a team to present/practice skills

· a skills practice (simulation) to allow practice in a controlled environment.

Practice opportunities are vital to the learning process, as they give the learner the chance to try out new skills in a controlled and "safe" environment.

Practising skills means that when the learner returns to the work environment, they will be more likely to use their new-found skills and techniques, as they have already overcome some of their fears in the practice environment.

Types of practice methods

There are many skills based activities which allow the person to practice new skills.  These include:

An individual skills presentation

This involves the learner demonstrating how to do an activity by breaking the skill into identifiable stages and listing each part of the skill they are demonstrating in point form.  The learner doing the individual skills presentation also writes down any important points to remember which relates to the stage they are demonstrating.

This can make both the training and the learning much easier.  It also gives the learner the chance to practice how to teach someone else a task.

A group skills presentation

This is when two or three learners work together to develop a way of training people in a skill.  Each person in the group has a certain responsibility or they share the responsibilities for each part of the presentation.  At the end of the presentation, the learners’ give feedback on how they worked together to plan the presentation.  Many activities in the workplace are based on individuals working together as a team.  This approach allows real work situations to be demonstrated.

A skills practice

This is simulated situation that allows learners to practice in a controlled environment, whilst still developing the skills required of the learning outcome.
Practice opportunities need to be managed. You should:

· prepare guidelines for the practice session - the practice to be undertaken, the standards expected to be achieved, and the way, if any, that the practice will be assessed

· plan the resources required - time, equipment, location etc.

· Ensure that  the practice environment is safe and non-threatening

· prepare learners for the session, ensuring that they understand the relevance of practice to their learning.
You should also ensure that there are opportunities to practice in the workplace.  This could be supervised through some form of mentoring or peer support system.

The role of the trainer during practice

The trainer has several significant roles to perform during a practice session:
· an organiser, setting-up the practice opportunities

· a positive role model, particularly in relation to correct behaviour (safety etc) and appropriate skills

· an observer - to monitor the performance of learners  effectively

· a judge (who is not judgmental) to provide constructive comments and to correct mistakes

· to relate practice to real-world applications, ensuring transfer of learning

· to be flexible and open to creative viewpoints.

The trainer can assist learners by:

· providing for early success in the training

· reinforcing appropriate behaviour - support learners performing skills correctly

· remedying errors as soon as possible

· involving learners  and applying the new skills.

Determining learner readiness

A trainer or mentor can help determine whether a learner is ready for assessment in a number of different ways:

· informally, the trainer can monitor the learners readiness by observing what they actually do on the job and relate it to what they are expected to do.  This can be achieved by observing the learner as they practice tasks

· obtaining feedback from other support workers and any relevant person in the organisation who can make a judgement about his or her performance or skill level

· asking for feedback from the learner themselves on how they perform and in the self-assessment exercise in the Learning Guide related to that particular unit of competency and if they feel they are now confident enough to be assessed.

Section 3 – Review the training and development program 
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Once you have developed your learning program, it is time to review the draft with key stakeholders and make revisions to your plan if required, prior to implementation. It is important for quality purposes to document this review. This Learning Topic will cover the review process.

Review criteria 

The learning program needs to be reviewed against criteria that key stakeholders deem appropriate. Quality criteria to measure in a review process may stipulate that the learning program:

· content and structure addresses all aspects required by the units of competency or other benchmarks

· sequence provides effective and manageable blocks of learning

· activities are interesting, relevant and appropriate to outcomes and learner characteristics

· assessment points, methods and tools are appropriate and effective

· effectively addresses equity needs 

· identifies risk areas and contingencies.

Evaluation tools

Collaborate with your key stakeholders to determine a suitable method to gather the above feedback. It is recommended that an evaluation tool be used to gather the feedback. Examples of evaluation tools include:

· a questionnaire—with open or closed questions

· a mapping tool

· a checklist

· a focus group discussion

· a structured interview.
You or your colleagues may have performed evaluations already for learning programs or within another context. Share current experience amongst the group and identify the pros and cons of different evaluation tools. You may wish to research evaluation tools and find examples to discuss with your group.

Reviewers

Once you have determined the evaluation tool and the criteria to be used to evaluate the learning program, you need to confirm who will be involved in the review process. Who will you gather feedback from?

Depending on the criteria, you may wish to gather feedback from some of the following key stakeholders about the draft learning program:

· managers, employers, supervisors, team leaders

· participants, employees, learners

· technical and subject experts including language, literacy, numeracy and OHS specialists

· government regulatory bodies

· industry, union, employee representatives

· employer bodies

· training providers, human resource departments

· training and/or assessment partners

· trainers, facilitators, assessors.

Adjusting a learning program

After undertaking the review process, there may be a number of recommendations made by reviewers. The designer of the program, together with the client or other appropriate personnel, needs to determine what adjustments should be made to the learning program to reflect the review outcomes. The recommendations need to be analysed to determine whether or not making changes would improve the program. The designer and review panel also need to determine if the time and cost required to adjust the program is feasible.

Final approval

Once adjustments are made, the designer needs to gain final approval for the learning program from the appropriate personnel. Depending on your practice environment, this may be a:

· program manager

· head of department

· senior teacher

· apprenticeship or traineeship supervisor

· training coordinator, manager 

· human resource manager.

Documenting the learning program

It is important to record the design and review processes for the learning program.

Consider providing samples of processes your practice environment uses to review learning programs. Evidence may include:

· plans, agendas, or minutes that indicate review of program content, resource materials, and delivery and assessment methods

· revisions made to a learning program indicating action taken to improve quality.
You may have already gathered this type of evidence in your resource kit. If not, you can begin now. 

You also need to retain the learning program documentation in an accessible form. This could be electronic or hard copy. As it is updated, be sure to follow your practice environment’s version control and document security processes.
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