PLAN TRAINING

Document Training Session

There may well be a lot of training occurring on an ad hoc basis.  Training may not be formally planned, conducted or document.  However, the approach to training and 
the implications of the training reforms, mean that there is a need to formalize workplace training by planning and documenting training.

Part of the preparation for sound training is to plan and document the training sessions.  We will now look at how this can be done.

How to State Outcomes Clearly

Training needs which you have identifies may well be in general terms.  However, training outcomes need to be stated to include:

· an action which is observed or measurable;

· a standard which that action must reach;

· the conditions under which that action must be performed.

Action words should be precise, and describe the action you want to measure.  For example ‘know’ is unsuitable as it does not tell you what trainees need to do to demonstrate their competence.  He word ‘explain’, tells you that they must be able to tell you how something works or operates.  Other unacceptable words commonly used are: understand, be aware of, be able to, believe.  These do not tell you what behaviour you are to measure.

Standards relate to the level of performance of the trainee and con indicate the quality of the action, time taken, quantity (number of actions complete), speed, error rate allowed, and safety considerations.

Conditions can refer to the location, equipment, materials, and other conditions under which the performance will be measured.

How To Sequence A Training Session

Training should be set out in easily managed logical steps.  To achieve this, you may want to under 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?

