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1. Concept of Training and Development 

Introduction 

Training and development are important functions of Human Resource Management (HRM). Every 

organisation needs employees who have the necessary knowledge, skills, and abilities to perform their 

jobs effectively. However, employees may not always possess all the skills required for their work. 

Therefore, organisations provide training to improve their present job performance and development 

to prepare them for future responsibilities. These activities help improve productivity, employee 

confidence, and the overall growth of the organisation. 

Meaning and Definitions 

Training: Training is a planned process of improving employees' knowledge, skills, attitudes, and 

abilities to perform a particular job effectively. It helps employees learn new techniques, understand 

work procedures, and perform their duties with greater accuracy and efficiency. 

Development: Development is a continuous process of improving employees' overall abilities, 

personality, decision-making skills, leadership qualities, and potential for future growth. It prepares 

employees to handle higher responsibilities and progress in their careers. 

In simple words, training focuses on the present job, whereas development focuses on future 

responsibilities and career growth. 

For example, teaching an employee to operate a computerised billing system is training, while 

preparing that employee to become a department manager is development. 

Nature and Characteristics of Training and Development 

1. Planned activity 

Training and development are not random activities. They are carefully planned by the organisation 

according to employees' needs and organisational objectives. The organisation decides what 

employees need to learn, how the training will be provided, and what results are expected. 

2. Continuous process 

Training and development are ongoing activities because technology, working methods, and business 

requirements keep changing. Employees must regularly update their knowledge and skills to remain 

effective in their jobs. For example, employees may need additional training whenever new software 

is introduced. 

3. Skill-oriented 

Training and development aim to improve employees' practical and professional skills. These include 

technical skills, communication skills, teamwork, problem-solving, and leadership abilities. 

Developing these skills enables employees to complete their work more effectively. 
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4. Goal-oriented 

Every training programme is conducted to achieve a specific objective. The objective may be to 

increase productivity, reduce mistakes, improve customer service, or develop leadership abilities. 

Therefore, training activities should be connected to the goals of the employee and the organisation. 

5. Employee-centred 

Training and development focus on improving employees' abilities and helping them perform better. 

They provide opportunities for employees to overcome weaknesses, gain confidence, and improve 

their job satisfaction. Employees also benefit through better career opportunities and professional 

growth. 

6. Applicable at all levels 

Training and development are required at every level of an organisation. Workers may need technical 

training, supervisors may need employee-management skills, and senior managers may need 

leadership and strategic decision-making skills. Thus, learning is important for both new and 

experienced employees. 

7. Future-oriented 

Although training often improves present job performance, development mainly prepares employees 

for future challenges and responsibilities. It helps employees become capable of handling promotions, 

managerial positions, and changing organisational needs. For example, a supervisor may receive 

leadership development to prepare for the role of a department manager. 

Difference Between Training and Development 

Basis Training Development 

Meaning Improves skills required for a particular 

job. 

Improves overall capabilities and potential. 

Focus Concentrates on the present job. Concentrates on future responsibilities. 

Purpose Improves current job performance. Prepares employees for career growth. 

Duration Usually short-term. Usually long-term. 

Scope Narrower and job-specific. Broader and more comprehensive. 

Methods Coaching, demonstrations, and job 

instruction. 

Mentoring, job rotation, and leadership 

programmes. 

Orientation Mainly job-oriented. Mainly career-oriented. 

Example Teaching a cashier to use billing software. Preparing a cashier to become a branch 

manager. 

Explanation: Training helps employees perform their existing duties efficiently, whereas 

development increases their ability to take on new and more complex responsibilities. Both are 

necessary for individual and organisational success. 
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Objectives of Training and Development 

1. To improve employees' knowledge and skills 

Training provides employees with the information and practical skills needed to perform their jobs. It 

helps them understand work procedures and learn better methods of completing tasks. 

2. To increase productivity and work efficiency 

Trained employees can complete their work faster and with fewer mistakes. This improves the amount 

and quality of work completed within a given period. 

3. To reduce mistakes, wastage, and accidents 

Training teaches employees the correct methods of performing their duties and handling equipment. 

As a result, it can reduce errors, material wastage, equipment damage, and workplace accidents. 

4. To familiarise employees with new technology and procedures 

Organisations regularly introduce new machines, software, and working methods. Training helps 

employees understand and use these changes properly, making it easier for the organisation to 

modernise its operations. 

5. To improve employee morale, confidence, and job satisfaction 

When employees receive proper training, they become more confident in their abilities. They may 

also feel valued by the organisation because it invests in their improvement, which can increase 

motivation and job satisfaction. 

6. To prepare employees for promotions and greater responsibilities 

Development programmes help employees acquire the skills required for higher positions. They 

prepare employees for supervisory, managerial, and leadership roles within the organisation. 

7. To develop leadership and managerial abilities 

Training and development help employees improve decision-making, planning, communication, 

problem-solving, and team-management skills. These abilities are particularly important for 

employees who manage teams or departments. 

8. To improve the quality of products and services 

Employees who understand proper work procedures are more likely to produce quality products and 

provide better services. This can reduce customer complaints and improve customer satisfaction. 

9. To reduce the need for constant supervision 

Well-trained employees understand their duties and can perform many tasks independently. This 

allows managers to spend less time correcting routine mistakes and more time on planning and other 

important responsibilities. 

10. To support organisational growth and competitiveness 

A skilled workforce helps an organisation introduce new products, improve services, adopt modern 

technology, and respond to competition. Training and development therefore contribute to long-term 

organisational success. 
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Principles of Training and Development 

1. Learning by doing 

Employees learn more effectively when they practise the tasks they are expected to perform. Practical 

exercises, demonstrations, and workplace experience help them understand how to apply theoretical 

knowledge. For example, employees learn machine operation more effectively when they practise 

using the machine under supervision. 

2. Motivation 

Employees learn better when they are interested in the training and understand its benefits. 

Organisations should explain how training can improve job performance, confidence, and career 

opportunities. Motivation encourages employees to participate actively. 

3. Feedback 

Feedback helps employees understand what they are doing correctly and where they need 

improvement. Trainers and supervisors should provide clear guidance and suggest ways to correct 

mistakes. This enables employees to improve their performance gradually. 

4. Practice and repetition 

Repeated practice helps employees remember what they have learned and perform tasks accurately. 

Skills that require precision, such as operating machinery or using accounting software, often improve 

through regular practice. 

5. Individual differences 

Employees differ in their educational background, experience, learning speed, and abilities. 

Therefore, training should be designed to meet different learning needs. Some employees may learn 

quickly through demonstrations, while others may need additional practice and explanation. 

6. Relevance 

Training content should be directly related to employees' jobs and actual workplace requirements. 

Relevant training helps employees understand the importance of learning and apply their new 

knowledge more easily. 

7. Follow-up 

Training should not end when the programme is completed. Supervisors should monitor employees' 

performance and provide additional guidance when necessary. Follow-up activities, such as coaching 

and refresher training, help employees apply and retain what they have learned. 

Components of Training and Development 

1. Technical skills training 

This component develops the specialised knowledge needed to perform a particular job. It may 

include operating machines, using computer software, maintaining equipment, or working with 

technical systems. 
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2. Communication and interpersonal skills training 

3. Safety and compliance training 

Safety training teaches employees how to prevent accidents, identify workplace hazards, and use 

equipment safely. Compliance training helps them understand organisational rules, legal 

requirements, ethical standards, and workplace policies. 

4. Supervisory and managerial training 

This component prepares supervisors and managers to plan work, allocate duties, monitor 

performance, motivate employees, and solve workplace problems. It helps them manage teams and 

achieve departmental objectives. 

5. Leadership development 

Leadership development improves employees' ability to guide teams, make decisions, motivate others, 

and manage change. It is particularly useful for employees who may take on senior or managerial 

positions in the future. 

6. Career and professional development 

This component helps employees improve their qualifications, professional knowledge, and long-term 

career prospects. It may include mentoring, professional courses, job rotation, and development plans. 

7. Digital and technology training 

Digital training helps employees use modern technologies, software, digital communication tools, and 

computerised systems. It enables them to adapt to technological changes and perform their duties 

more efficiently. 

Example 

Consider a bank that introduces a new digital banking system. The bank provides training to its 

employees so that they can operate the system, process transactions, and assist customers correctly. 

This is training because it improves their ability to perform their present jobs. 

The bank also identifies employees who may become future branch managers and provides them with 

leadership programmes, mentoring, and decision-making exercises. This is development because it 

prepares them for higher responsibilities. 

This example shows that training and development work together to improve present performance and 

prepare employees for future growth. 

Conclusion 

Training and development are essential functions of Human Resource Management. Training 

improves employees' knowledge and skills for their present jobs, while development prepares them 

for future responsibilities and career advancement. Through proper planning, continuous learning, 

practical experience, and employee support, organisations can improve productivity, work quality, 

employee satisfaction, and overall effectiveness. Therefore, training and development should be 

considered an important investment in human resources. 
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2. Importance of Training and Development 

Introduction 

Training and development are essential for the growth and success of modern organisations. 

Employees need proper knowledge, skills, and abilities to perform their jobs efficiently. As 

technology, business conditions, and customer expectations change, employees must continuously 

update their skills. Training helps employees perform their present jobs better, while development 

prepares them for future responsibilities. Therefore, training and development benefit both employees 

and the organisation by improving performance, productivity, and overall growth. 

Meaning 

Training and development refer to the planned efforts made by an organisation to improve employees' 

knowledge, skills, attitudes, and abilities and prepare them for future responsibilities. Training helps 

employees perform their current duties effectively, whereas development improves their overall 

capabilities and prepares them for career advancement. These activities help employees become more 

competent and enable organisations to achieve their objectives. 

Importance of Training and Development 

1. Increases productivity 

Training helps employees learn the correct and efficient methods of performing their jobs. When 

employees have the necessary skills and knowledge, they can complete their work faster and more 

accurately. This reduces delays and increases the amount of work completed within a given period. As 

a result, the organisation's overall productivity improves. 

2. Improves the quality of work 

Training teaches employees the proper procedures, techniques, and quality standards required for their 

jobs. It helps them identify mistakes and avoid errors while performing their duties. This reduces 

defective products, wastage of materials, and customer complaints. Therefore, training improves the 

quality of products and services offered by the organisation. 

3. Reduces accidents and risks 

Safety training teaches employees how to operate machinery, handle equipment, use protective 

devices, and follow workplace safety rules. It also helps them identify possible hazards and respond 

correctly during emergencies. As a result, workplace accidents, injuries, and damage to equipment can 

be reduced. This creates a safer working environment for employees. 

4. Helps in adopting new technology 

Modern organisations frequently introduce new machines, computer systems, software, and working 

methods. Employees may find it difficult to use these technologies without proper guidance. Training 

helps them understand and operate new systems effectively. It also reduces resistance to technological 

changes and enables the organisation to modernise its operations. 

5. Increases employee morale 

Employee morale refers to the confidence, enthusiasm, and positive attitude employees have towards 

their work and organisation. When an organisation provides training, employees feel that their 

improvement and career growth are valued. They become more confident in performing their duties 
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and may feel more satisfied with their jobs. This can improve motivation, commitment, and 

willingness to contribute to organisational success. 

6. Reduces supervision 

Trained employees understand their job responsibilities and know how to complete their tasks 

correctly. They can perform many duties independently without requiring constant instructions from 

supervisors. This saves managers' time and allows them to concentrate on planning, decision-making, 

and other important activities. Therefore, training can reduce the need for continuous supervision. 

7. Reduces employee turnover 

Employee turnover refers to the rate at which employees leave an organisation and are replaced by 

new employees. Organisations that provide training and development opportunities demonstrate their 

commitment to employee growth. Employees may feel more satisfied and see better career 

opportunities within the organisation. This can encourage them to remain with the organisation, 

reducing recruitment, selection, and replacement costs. 

8. Prepares employees for promotion 

Training and development help employees acquire the knowledge and abilities required for higher 

positions. For example, a worker may receive supervisory training before becoming a team leader, 

while a supervisor may receive management development before becoming a department manager. 

These programmes prepare employees to handle greater responsibilities and help organisations 

develop capable future leaders. 

9. Improves adaptability 

Adaptability means the ability to adjust to new situations, changes, and challenges. Training helps 

employees learn new procedures, understand updated policies, and respond to changes in technology 

and market conditions. Employees who continuously develop their skills can adjust more easily to 

new job requirements. This helps the organisation respond effectively to changing business needs. 

10. Improves customer satisfaction 

Well-trained employees understand products, services, and customer requirements more clearly. They 

can communicate politely, answer questions accurately, solve customer problems, and provide better 

service. When customers receive reliable and timely assistance, their confidence in the organisation 

increases. This can improve customer satisfaction, loyalty, and the organisation's reputation. 

11. Reduces operational costs 

Training helps employees perform their work correctly and use resources efficiently. It reduces 

mistakes, material wastage, repeated work, equipment damage, and unnecessary delays. Although 

training requires an initial investment, the improvements in efficiency may reduce operating expenses 

over time. Thus, effective training can help an organisation use its financial and physical resources 

more economically. 

12. Improves teamwork 

Teamwork involves employees working together to achieve common objectives. Training 

programmes in communication, cooperation, conflict resolution, and interpersonal skills help 

employees understand one another and coordinate their activities. They learn how to share 

information, solve problems collectively, and handle disagreements professionally. This improves 

relationships among employees and helps departments work together more effectively. 
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13. Supports organisational growth 

An organisation requires skilled and competent employees to expand its operations and remain 

competitive. Training improves employees' ability to handle increased workloads, adopt new 

technologies, and perform more complex tasks. Development programmes also prepare employees to 

manage new departments, projects, and business activities. Therefore, training and development 

support expansion, innovation, and long-term organisational success. 

14. Ensures compliance 

Compliance means following applicable laws, regulations, workplace rules, and organisational 

policies. Training helps employees understand their legal and ethical responsibilities, including 

workplace safety, data protection, professional conduct, and anti-harassment policies. Employees who 

understand these requirements are better equipped to avoid violations and follow proper procedures. 

This helps reduce legal risks and promotes responsible workplace behaviour. 

15. Develops human resources 

Human resources refer to the employees and their knowledge, skills, abilities, and potential within an 

organisation. Training and development strengthen these capabilities by providing employees with 

opportunities to learn and improve. As employees become more competent, the organisation can use 

their talents more effectively. This creates a stronger workforce and helps ensure that the organisation 

has capable employees for both present and future needs. 

Importance to Different Stakeholders 

Training and development benefit not only the organisation but also employees, managers, customers, 

and society. 

Stakeholder Explanation of benefits 

Employees They gain new skills, confidence, job satisfaction, and better career opportunities. 

Managers They can manage employees more effectively, improve departmental performance, and 

reduce the need for constant supervision. 

Organisation It benefits from higher productivity, improved quality, reduced wastage, and greater 

competitiveness. 

Customers They receive better-quality products, efficient service, and quicker solutions to their 

problems. 

Society A skilled workforce supports employment opportunities, economic development, and 

improved professional standards. 

Example 

Consider a manufacturing company that introduces automated machinery to improve production. The 

company provides training to its employees on how to operate the machinery, follow safety 

procedures, and identify technical problems. As a result, employees complete their work faster, 

production errors decrease, and workplace accidents may be reduced. Employees also gain new 

technical skills, which can improve their confidence and future career opportunities. This example 

shows how training benefits both employees and the organisation. 
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Conclusion 

Training and development are important investments in human resources rather than merely 

organisational expenses. They improve employee knowledge, skills, confidence, productivity, and job 

satisfaction. They also reduce errors and operational costs, improve customer service, prepare 

employees for promotion, and help organisations adapt to technological changes. Therefore, every 

organisation should provide suitable training and development opportunities to achieve long-term 

growth and success. 

 

3. Challenges of Training and Development 

Introduction 

Training and development are important functions of Human Resource Management because they 

improve employees' knowledge, skills, and job performance. However, organisations may face 

several difficulties while planning and conducting training programmes. These difficulties may arise 

due to high costs, lack of management support, employee resistance, shortage of qualified trainers, 

and rapid technological changes. If these challenges are not handled properly, training may fail to 

achieve its objectives and the organisation's resources may be wasted. 

Meaning 

Challenges of training and development refer to the problems or obstacles faced by an organisation 

while planning, conducting, and evaluating training programmes. These challenges may prevent 

employees from learning effectively and applying their new knowledge and skills at work. Therefore, 

organisations must identify these problems and take suitable measures to make training programmes 

successful. 

Major Challenges of Training and Development 

1. High cost of training 

Training programmes require money for trainers, training materials, equipment, software, classrooms, 

travel, and other facilities. Some programmes also require employees to spend time away from their 

regular duties. Small organisations may find it difficult to arrange sufficient funds for training. If the 

cost is too high, management may reduce the number of training programmes or avoid providing them 

altogether. 

2. Lack of management support 

The success of training depends greatly on the support of top management. If senior managers do not 

understand the importance of training, they may not provide sufficient funds, time, staff, or facilities. 

They may consider training an unnecessary expense instead of an investment in employees. As a 

result, training programmes may be poorly organised or cancelled, reducing opportunities for 

employee development. 

3. Resistance from employees 

Resistance from employees means their unwillingness or hesitation to participate in training 

programmes or accept new learning methods. Some employees may fear change because they are 

comfortable with their existing working methods. Others may believe that they already possess 

sufficient skills or worry that they will make mistakes and expose their weaknesses during training. 

Some may also fear that learning new technology could threaten their jobs. This resistance reduces 

employee participation and makes training less effective. 
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4. Difficulty in identifying training needs 

Before conducting training, an organisation must identify the exact knowledge and skills employees 

need to improve. However, it may be difficult to determine whether poor performance is caused by a 

lack of skills, insufficient resources, unclear instructions, or poor management. If the organisation 

identifies the wrong training needs, employees may receive training that does not solve their actual 

problems. Therefore, proper analysis is necessary to make training relevant and useful. 

5. Lack of qualified trainers 

Qualified trainers must possess subject knowledge, practical experience, communication skills, and 

the ability to explain concepts clearly. Some organisations may not have experienced trainers who can 

provide effective instruction. Even a knowledgeable person may struggle to teach others without 

suitable training methods. As a result, employees may not understand the content properly, and the 

expected learning outcomes may not be achieved. 

6. Rapid technological changes 

Technology changes rapidly, and employees must continuously update their knowledge and skills. 

New software, machines, digital systems, and production methods may make existing training 

materials outdated. Organisations must regularly revise their programmes and arrange additional 

training to keep employees up to date. This creates extra costs and requires continuous effort from 

both trainers and employees. 

7. Lack of employee interest 

Some employees may not show interest in training because they consider it boring, unnecessary, or 

unrelated to their jobs. Training that contains only theoretical explanations without practical activities 

may fail to attract their attention. Employees may also lose interest when they cannot see how the 

programme will benefit their careers. Low interest reduces participation, concentration, and the ability 

to remember and apply what has been learned. 

8. Time constraints 

Employees often have regular duties, workloads, and deadlines to meet. When they attend training, 

their normal work may be delayed or other employees may have to take on additional responsibilities. 

Managers may hesitate to release employees for training because they are concerned about reduced 

short-term productivity. Therefore, organisations must plan training schedules carefully so that 

learning can take place without seriously disrupting daily operations. 

9. Difficulty in measuring training effectiveness 

It is not always easy to determine whether a training programme has achieved its objectives. 

Employees may enjoy the programme and perform well in a test, but this does not necessarily mean 

their workplace performance has improved. Organisations must examine factors such as productivity, 

work quality, error rates, customer satisfaction, and cost savings. These results may take time to 

appear and may also be influenced by factors other than training, making evaluation difficult. 

10. Lack of practical application 

Employees may understand the concepts taught during training but may struggle to apply them in 

their actual jobs. This can happen when they lack suitable equipment, guidance from supervisors, 

opportunities to practise, or permission to use new methods. In some organisations, employees are 

expected to continue using old procedures even after receiving new training. Without practical 

application, the knowledge gained may gradually be forgotten. 
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11. Different learning abilities 

Employees differ in their educational background, experience, language skills, confidence, and speed 

of learning. Some employees may understand a topic quickly, while others may need more 

explanation and practice. If the same teaching method is used for everyone, some employees may find 

the training too difficult or too simple. Therefore, trainers must consider individual differences and 

use suitable teaching methods to support effective learning. 

12. Poor training infrastructure 

Effective training requires suitable classrooms, computers, internet access, equipment, learning 

materials, and other facilities. If these resources are unavailable or inadequate, employees may not 

receive proper instruction or practical experience. For example, online training may become difficult 

when the internet connection is unreliable, while technical training may be ineffective without the 

necessary machines. Poor infrastructure therefore reduces the quality of learning. 

13. Lack of follow-up 

Training should not end when the classroom session or online course is completed. Employees need 

feedback, guidance, supervision, and opportunities to practise their new skills. If the organisation does 

not provide follow-up support, employees may forget what they learned or return to their previous 

working habits. Refresher training, coaching, and regular performance reviews help employees retain 

knowledge and apply it effectively. 

14. Employee turnover 

Employee turnover occurs when employees leave an organisation and are replaced by new workers. 

An organisation may spend considerable money and time training its employees, but those employees 

may later leave for better salaries or career opportunities elsewhere. In such cases, the organisation 

may lose the benefits of its training investment and need to train replacement employees. Providing 

career opportunities, fair treatment, and a supportive work environment may help reduce this problem. 

15. Difficulty in adapting to organisational culture 

Organisational culture refers to the values, beliefs, attitudes, and working practices followed within an 

organisation. Employees may learn new skills during training but find it difficult to apply them if the 

workplace discourages change, innovation, or independent decision-making. For example, employees 

trained in modern problem-solving techniques may be unable to use them if managers refuse to 

consider their suggestions. Therefore, the organisation's culture and leadership should support the 

application of new knowledge. 

Measures to Overcome the Challenges of Training and Development 

1. Conduct proper training-needs analysis 

The organisation should identify employees' actual skill gaps before planning training. This ensures 

that programmes address real performance problems rather than wasting resources on unnecessary 

topics. 

2. Obtain support from senior management 

Top management should recognise the importance of training and provide the necessary funds, time, 

facilities, and encouragement. Their support helps make training a regular organisational activity. 
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3. Allocate a realistic training budget 

Organisations should estimate training expenses carefully and allocate funds according to priorities. 

Cost-effective methods, such as internal coaching and online learning, may be used where 

appropriate. 

4. Use qualified trainers and practical learning methods 

Trainers should have the necessary knowledge and teaching skills. Demonstrations, practical 

exercises, case studies, and supervised practice can help employees understand and apply what they 

learn. 

5. Explain the benefits of training to employees 

Employees should understand how training can improve their performance, confidence, and career 

opportunities. Encouragement and clear communication can reduce resistance and increase 

participation. 

6. Schedule training carefully 

Training should be arranged at suitable times to minimise disruption to normal work. Organisations 

can use staggered sessions or flexible learning schedules to ensure that operations continue smoothly. 

7. Use digital and blended learning 

Online courses, virtual classrooms, and digital learning materials can provide flexible and accessible 

training. Combining online learning with practical sessions can be particularly useful when employees 

need both theoretical knowledge and hands-on experience. 

8. Provide feedback, coaching, and refresher sessions 

Employees should receive regular feedback and guidance after training. Coaching and refresher 

programmes help them strengthen their knowledge, correct mistakes, and maintain their skills. 

9. Evaluate training using suitable performance measures 

Organisations should assess whether training improves employee knowledge, workplace behaviour, 

productivity, and work quality. Evaluation results help identify successful programmes and areas 

requiring improvement. 

10. Encourage managers to support new skills 

Supervisors should provide employees with opportunities to use their newly acquired knowledge. 

They should encourage improved working methods, offer practical support, and recognise employees 

who apply their training successfully. 

Example 

Consider a company that introduces new accounting software but provides employees with only a 

short theoretical training session. Employees struggle to use the software because they do not receive 

enough practical exercises, individual guidance, or follow-up support. Some employees may also 

resist the change because they are comfortable with the old system. As a result, mistakes increase and 

work is delayed. The company can overcome these problems by providing practical training, 

explaining the benefits of the new software, arranging coaching sessions, and evaluating employees' 

performance after training. 
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This example shows that training is successful only when it is properly planned, supported, 

implemented, and evaluated. 

Conclusion 

Training and development face several financial, organisational, technological, and employee-related 

challenges. High costs, lack of management support, resistance from employees, poor infrastructure, 

and insufficient follow-up can reduce training effectiveness. However, these problems can be 

overcome through proper planning, qualified trainers, employee motivation, suitable training 

methods, and continuous evaluation. Therefore, organisations should treat training and development 

as an important investment in improving employee competence and achieving long-term 

organisational success. 

 

 

4. Staff Function of Training and Development 

Introduction 

In Human Resource Management (HRM), the functions of an organisation are generally divided into 

two categories: line functions and staff functions. Line managers have direct authority over 

employees and are responsible for achieving the objectives of their departments. For example, a 

production manager is responsible for production activities, while a sales manager is responsible for 

achieving sales targets. 

Staff departments, on the other hand, provide specialised advice, guidance, and support to line 

managers. The Training and Development (T&D) department is generally considered a staff function 

because it helps employees improve their knowledge and skills by designing and organising training 

programmes. It supports different departments in developing competent employees and improving 

organisational performance. 

Meaning of Staff Function 

A staff function refers to an advisory and supportive activity performed by specialists who help line 

managers achieve organisational objectives. Staff specialists provide expert knowledge, 

recommendations, and services but generally do not have direct line authority over employees in other 

departments. 

The Training and Development department performs this function by identifying employees' training 

needs, designing suitable training programmes, selecting trainers, arranging learning facilities, and 

evaluating training results. It also advises managers on employee development and ways to improve 

workplace performance. 

For example, the T&D department may recommend communication-skills training for employees who 

experience difficulties dealing with customers. 

Meaning of Line Function 

A line function refers to activities that involve direct authority over employees and direct 

responsibility for achieving organisational objectives. Line managers assign work, supervise 

employees, monitor performance, and ensure that departmental targets are achieved. 

For example, a production manager supervises factory workers, maintains product quality, ensures 

that production schedules are followed, and takes responsibility for meeting production targets. 



 
14 P.S.MURTHY,MA,MBA  

In training and development, line managers identify actual workplace problems, send employees for 

training, and ensure that employees apply their newly acquired skills in their jobs. 

Difference: The staff function provides expert advice and support, whereas the line function involves 

direct supervision and responsibility for operational results. 

Why Training and Development Is a Staff Function 

1. Provides specialised knowledge 

The T&D department possesses specialised knowledge of training methods, learning techniques, 

instructional design, and employee development. It uses this expertise to select suitable training 

methods and prepare effective learning materials. This helps line managers improve employee 

performance without having to develop all the training expertise themselves. 

2. Advises line managers 

The T&D department helps line managers identify employees' skill gaps and decide what kind of 

training is required. It may recommend technical training, communication-skills training, or 

supervisory development according to the problems faced by a department. This guidance helps 

managers select training programmes that meet actual workplace needs. 

3. Designs training programmes 

The T&D department prepares the content and structure of training programmes. It decides what 

employees should learn, which methods should be used, how long the programme should last, and 

how learning will be assessed. Proper programme design ensures that training is organised and 

relevant to employees' jobs. 

4. Coordinates training activities 

Different departments may require different types of training. The T&D department coordinates these 

requirements and arranges trainers, schedules, equipment, venues, and learning materials. This 

coordination avoids unnecessary duplication of training activities and helps the organisation use its 

resources efficiently. 

5. Supports organisational policies 

The T&D department helps implement organisational policies relating to employee competence, 

workplace safety, leadership development, professional growth, and continuous learning. For 

example, if an organisation introduces a new safety policy, the T&D department may organise 

training to explain the policy and its correct application to employees. 

6. Evaluates training results 

After training, the T&D department examines whether employees have gained the required 

knowledge and skills. It may use tests, practical demonstrations, feedback forms, and performance 

reports to measure the results. Evaluation helps the organisation determine whether the training 

achieved its objectives and what improvements are needed. 

7. Maintains training records 

The T&D department maintains records of employee attendance, completed courses, assessment 

results, certifications, and development activities. These records help managers identify employees 

who have completed required training and those who need additional learning. They also support 

decisions about future training and career development. 
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8. Promotes continuous learning 

The T&D department encourages employees to improve their skills throughout their careers. It may 

organise refresher courses, workshops, mentoring, coaching, and digital learning programmes. 

Continuous learning helps employees adapt to technological changes, improve their performance, and 

prepare for future responsibilities. 

Relationship Between Line and Staff Functions 

Training and development cannot be successful through the T&D department alone. It requires 

cooperation between the T&D specialists and line managers because the staff department provides 

training expertise, while line managers understand the practical requirements of their departments and 

supervise employees directly. 

Training and Development Department Line Managers 

Identifies suitable training methods and learning 

resources. 

Identify actual workplace performance 

problems. 

Designs training programmes and prepares learning 

materials. 

Explain job requirements and departmental 

needs. 

Arranges trainers, facilities, and schedules. Release employees to attend training. 

Provides learning resources and guidance. Encourage employees to participate actively. 

Evaluates learning outcomes and training 

effectiveness. 

Observe employee performance after training. 

Advises on employee development opportunities. Help employees apply new skills in their daily 

work. 

Explanation: Both functions depend on each other. The T&D department may provide excellent 

training, but the programme will not achieve its full purpose if line managers do not encourage 

participation or allow employees to use their new skills. Similarly, line managers may recognise 

performance problems but need the expertise of the T&D department to arrange appropriate training. 

Therefore, cooperation between line and staff functions is necessary for effective employee 

development. 

Advantages of the Staff Function 

1. Provides expert guidance 

The T&D department provides specialised advice on training methods, learning needs, and employee 

development. This helps managers make better decisions about improving employee competence. 

2. Promotes uniform training standards 

A central T&D department can establish common training standards and procedures across the 

organisation. This helps ensure that employees in different departments receive consistent and 

appropriate training. 

3. Reduces duplication of training efforts 

The department coordinates training activities and avoids unnecessary repetition of similar 

programmes across departments. This saves time, money, and other organisational resources. 
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4. Improves coordination among departments 

The T&D department brings together the training requirements of different departments and plans 

programmes accordingly. This improves communication and ensures that learning activities support 

the needs of the organisation as a whole. 

5. Supports better utilisation of training resources 

By coordinating trainers, equipment, facilities, and budgets, the T&D department helps the 

organisation use its resources efficiently. This can reduce unnecessary expenditure and improve the 

value obtained from training programmes. 

6. Helps managers make informed decisions 

The T&D department provides information about employees' training needs, learning progress, and 

development opportunities. Managers can use this information when planning employee development 

and preparing employees for higher responsibilities. 

Limitations of the Staff Function 

1. Line managers may ignore recommendations 

Sometimes, line managers may not accept the recommendations of the T&D department because they 

are focused on immediate production targets or other operational priorities. As a result, employees 

may not receive the training they require. 

2. Limited understanding of practical problems 

T&D specialists may not always understand the specific difficulties employees face during daily 

operations. If they design programmes without consulting line managers, the training may not address 

actual workplace problems. 

3. Conflicts over budgets and priorities 

The T&D department may request additional funds or employee time for training, while line 

managers may prefer to spend resources on immediate departmental needs. Such disagreements can 

delay training programmes or reduce their effectiveness. 

4. Training may remain theoretical 

Even when employees receive good training, they may not apply their new skills if line managers do 

not provide support, equipment, or opportunities for practice. Therefore, the benefits of training may 

remain limited unless managers encourage employees to use what they have learned. 

Example 

Consider a manufacturing company that experiences frequent workplace accidents. The Training and 

Development department studies the problem and designs a safety-training programme covering the 

correct use of machinery, protective equipment, and emergency procedures. 

The production managers identify employees who need training, nominate them for the programme, 

arrange their attendance, and explain the specific safety problems in their departments. After the 

training, they monitor employees' working practices and ensure that safety procedures are followed. 

In this example, the T&D department performs the staff function by providing specialist knowledge, 

designing training, and evaluating learning. The production managers perform the line function by 

supervising employees and ensuring that safety standards are maintained during daily operations. 
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This shows that both functions must work together to achieve effective training and improved 

workplace safety. 

Conclusion 

The staff function of Training and Development plays an important role in Human Resource 

Management by providing expert advice, designing training programmes, coordinating learning 

activities, and evaluating training results. However, the T&D department cannot achieve its objectives 

independently because line managers are responsible for supervising employees and ensuring that 

newly acquired skills are applied at work. Therefore, effective cooperation between the staff 

department, line managers, and employees is essential for improving employee competence, 

productivity, and overall organisational performance. 

 

5. Status and Responsibilities of Training and Development Managers 

Introduction 

Training and Development (T&D) managers play an important role in Human Resource Management 

(HRM) by improving employees' knowledge, skills, abilities, and professional competence. They 

identify employees' learning needs and plan, organise, implement, and evaluate suitable training 

programmes. 

In modern organisations, the role of T&D managers goes beyond conducting training sessions. They 

also support leadership development, career growth, workforce planning, technological adaptation, 

and organisational change. Their main objective is to ensure that employees possess the skills required 

to achieve organisational goals and perform their jobs effectively. 

Meaning of a Training and Development Manager 

A Training and Development Manager is an HR professional responsible for identifying employees' 

training needs and developing programmes to improve their job performance, professional skills, and 

career growth. 

The manager studies employees' existing capabilities, identifies areas for improvement, selects 

appropriate training methods, and evaluates the results. They also coordinate with other departments 

to ensure that training activities meet the organisation's requirements. 

For example, when a company introduces new software, the T&D manager arranges training so that 

employees can use it correctly and efficiently. 

Status of Training and Development Managers 

The status of a T&D manager refers to their position, authority, responsibilities, and importance 

within the organisational structure. It explains where they fit within the organisation and how they 

contribute to its success. 

1. Position in the organisation 

T&D managers usually work within the Human Resources department. In smaller organisations, they 

may report directly to the HR manager, while in larger organisations, they may report to the HR 

director or a senior learning and development executive. 

Their position allows them to coordinate training activities across different departments and 

communicate with senior management regarding employee development needs. 
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2. Staff status 

T&D managers generally perform a staff function, which means that they provide specialised advice 

and support to line managers rather than directly controlling the daily operations of other departments. 

For example, a T&D manager may design a training programme for production workers, while the 

production manager supervises those workers and ensures that they apply the training on the job. 

3. Advisory authority 

T&D managers advise senior management and departmental managers on training requirements, 

employee skill gaps, development opportunities, and suitable learning methods. They may also 

recommend training budgets and policies to improve employee performance. 

Their advice helps management make informed decisions about developing employees and preparing 

them for future responsibilities. 

4. Managerial responsibility 

T&D managers are responsible for managing the resources required for training programmes. These 

include training staff, budgets, schedules, classrooms, equipment, external trainers, and digital 

learning systems. 

They ensure that training activities are properly organised, conducted within the available budget, and 

completed according to the planned schedule. 

5. Strategic importance 

T&D managers contribute to the long-term objectives of the organisation by ensuring that employees 

develop the skills required for future business needs. 

For example, if an organisation plans to introduce automation, the T&D manager identifies the 

technical skills employees will need and arranges suitable training in advance. This helps the 

organisation prepare for change and remain competitive. 

6. Coordination with other departments 

T&D managers work with departments such as production, finance, marketing, information 

technology, and operations to understand their training requirements. 

Each department has different job responsibilities and skill needs. By consulting departmental 

managers, the T&D manager can design suitable training programmes that address actual workplace 

problems and improve performance across the organisation. 

7. Professional status 

T&D managers require specialised knowledge of HRM, employee learning, training methods, 

communication, instructional design, and performance evaluation. 

Their professional knowledge helps them select appropriate training methods, guide trainers, assess 

learning outcomes, and recommend improvements. These specialised skills make them important 

contributors to employee development and organisational effectiveness. 
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8. Changing role 

Traditionally, training managers mainly arranged classroom sessions, lectures, and workshops. Today, 

their role has expanded to include digital learning, online training, talent development, leadership 

programmes, succession planning, and organisational change. 

They increasingly use technology and performance data to identify skill gaps, improve learning 

experiences, and prepare employees for changing job requirements. 

Responsibilities of Training and Development Managers 

1. Conducting training-needs analysis 

Training-needs analysis is the process of identifying the difference between employees' existing 

knowledge and skills and those required to perform their jobs effectively. 

T&D managers collect information through employee assessments, interviews, performance reports, 

observation, and discussions with supervisors. They use this information to determine who needs 

training and what areas should be improved. 

2. Setting training objectives 

After identifying training needs, T&D managers establish clear objectives describing what employees 

should learn or achieve through training. 

For example, the objective may be to improve computer skills, reduce production errors, improve 

customer service, or develop leadership abilities. Clear objectives help trainers focus on the required 

outcomes and make it easier to evaluate the programme. 

3. Preparing training plans 

T&D managers prepare annual or periodic training plans based on organisational goals, employee 

requirements, available resources, and the training budget. 

These plans specify the programmes to be conducted, the employees who will participate, the 

expected duration, the schedule, and the resources required. Proper planning helps avoid confusion 

and ensures that important training needs are addressed on time. 

4. Designing training programmes 

T&D managers design training programmes according to the learning needs and job responsibilities of 

employees. They decide the topics to be covered, the methods of instruction, the duration, the 

practical activities, and the assessment procedures. 

For example, technical employees may require demonstrations and practical exercises, whereas 

managers may benefit from case studies, discussions, and leadership simulations. 

5. Selecting trainers 

T&D managers select suitable people to conduct training programmes. They may use experienced 

employees and internal specialists or hire external trainers with the necessary expertise. 

They consider the trainer's subject knowledge, practical experience, communication skills, teaching 

ability, and cost. Selecting qualified trainers helps employees understand the subject and achieve the 

expected learning outcomes. 
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6. Preparing training budgets 

T&D managers estimate the expenses required to conduct training programmes. These expenses may 

include trainer fees, learning materials, equipment, software, travel, accommodation, facilities, and 

employee participation costs. 

They prepare a realistic budget and monitor expenditure to ensure that training resources are used 

efficiently. Proper budgeting helps the organisation control costs without neglecting important 

learning needs. 

7. Organising training programmes 

T&D managers make the practical arrangements required to conduct training. They schedule sessions, 

book classrooms, arrange equipment, prepare learning materials, coordinate with trainers, and provide 

access to online learning platforms where needed. 

They also inform employees about the programme and ensure that the necessary resources are 

available before training begins. 

8. Implementing training 

Implementation means putting the training plan into action. T&D managers coordinate with trainers, 

employees, and departmental managers to ensure that the programme runs according to the schedule. 

They monitor attendance, resolve organisational problems, check whether activities are proceeding 

properly, and make adjustments when necessary. Their role is to ensure that the planned learning 

activities are delivered effectively. 

9. Evaluating training effectiveness 

T&D managers evaluate whether the training programme has achieved its objectives. They may use 

tests, practical demonstrations, participant feedback, supervisor reports, and workplace performance 

indicators. 

For example, if the purpose of training is to reduce production errors, the manager may compare error 

rates before and after training. Evaluation helps determine the programme's value and identify areas 

for improvement. 

10. Maintaining training records 

T&D managers maintain records of employees' training attendance, completed courses, assessment 

results, certifications, and development plans. 

These records help management identify employees who have completed mandatory training and 

those who require additional learning. They also support decisions about future training, professional 

development, and skill requirements. 

11. Developing leadership and managerial skills 

T&D managers organise programmes to develop employees' leadership, decision-making, planning, 

communication, and team-management abilities. 

They may use mentoring, coaching, management workshops, and leadership development 

programmes. These activities prepare supervisors and managers to handle greater responsibilities and 

help the organisation develop future leaders. 
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12. Supporting career development 

T&D managers help employees identify the knowledge, skills, and qualifications needed to progress 

in their careers. They may recommend suitable courses, mentoring opportunities, job rotation, or 

professional development activities. 

This support helps employees prepare for promotions and new responsibilities. It can also improve 

employee motivation by showing them that the organisation provides opportunities for growth. 

13. Introducing new learning technologies 

T&D managers identify and introduce suitable technologies that make training more accessible and 

effective. These may include e-learning platforms, learning management systems, virtual classrooms, 

online assessments, and simulations. 

Such technologies allow employees to learn at flexible times and can reduce travel and classroom 

costs. However, the manager must ensure that the selected technology suits the employees' needs and 

the skills being taught. 

14. Ensuring compliance 

T&D managers coordinate training programmes required by organisational policies, workplace safety 

standards, legal requirements, and professional regulations. 

For example, they may arrange training on workplace safety, data protection, ethical conduct, or anti-

harassment policies. This helps employees understand their responsibilities and follow the rules 

applicable to their work. 

15. Reporting to management 

T&D managers prepare reports for senior management on training activities and results. These reports 

may include training expenditure, employee participation, assessment results, improvements in job 

performance, and areas where additional training is required. 

Such reports help management understand whether training resources are being used effectively and 

make informed decisions about future training investments. 

Skills Required by Training and Development Managers 

1. Communication and presentation skills 

T&D managers must explain concepts clearly, communicate with employees and senior managers, 

and present training plans effectively. Good communication also helps them understand employees' 

learning needs. 

2. Leadership and coordination skills 

They must guide trainers, coordinate with different departments, and encourage employees to 

participate in training. Leadership skills help them manage programmes and work effectively with 

different people. 

3. Planning and organisational skills 

Training programmes require careful scheduling, budgeting, resource allocation, and coordination. 

Organisational skills help T&D managers complete activities on time and avoid unnecessary delays. 



 
22 P.S.MURTHY,MA,MBA  

4. Knowledge of adult learning methods 

T&D managers should understand how adults learn and which methods are suitable for different 

employees. This helps them choose effective techniques such as demonstrations, discussions, 

coaching, practical exercises, and online learning. 

5. Analytical and problem-solving abilities 

They must analyse performance information, identify skill gaps, evaluate training results, and solve 

problems that arise during implementation. These abilities help ensure that training addresses actual 

organisational needs. 

6. Budgeting and resource-management skills 

T&D managers must estimate costs, control expenditure, and use trainers, equipment, facilities, and 

learning materials efficiently. These skills help them deliver effective training within the available 

budget. 

7. Digital learning and technology skills 

Knowledge of online learning platforms, digital tools, and training technologies helps T&D managers 

organise modern training programmes. It also enables them to support employees who need to 

develop new digital skills. 

8. Evaluation and reporting skills 

T&D managers must measure learning outcomes, interpret performance data, and prepare reports for 

management. These skills help them demonstrate the effectiveness of training and recommend 

improvements. 

Example 

Consider a manufacturing company that plans to introduce an automated production system. The 

T&D manager first identifies employees who lack the technical skills required to operate the new 

machinery. The manager then sets training objectives, prepares a schedule and budget, selects 

technical specialists, and organises practical training sessions. 

After the training, the manager evaluates employees' ability to operate the machinery safely and 

accurately. The manager also records the results and reports them to senior management. This 

example shows how a T&D manager performs planning, coordination, implementation, and 

evaluation to support organisational objectives. 

Conclusion 

Training and Development managers occupy an important position in Human Resource Management. 

They identify employee learning needs, design training programmes, manage resources, evaluate 

results, and support career and leadership development. Their responsibilities help connect employee 

learning with organisational objectives. Therefore, effective T&D managers contribute to a skilled, 

confident, adaptable, and productive workforce, supporting the long-term success of the organisation. 
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6. Training and Development Process and Its Phases 

Introduction 

The training and development process is a systematic sequence of activities through which an 

organisation identifies employee learning needs, designs appropriate programmes, delivers training, 

and evaluates results. 

A systematic process ensures that training is relevant, cost-effective, and aligned with organisational 

objectives. 

Meaning 

The training and development process refers to the planned stages followed by an organisation to 

identify performance gaps, provide learning opportunities, and measure the effectiveness of training. 

Phases of the training and development process 

Phase 1: Training Needs Assessment 

Identify skill gaps and learning requirements 

Phase 2: Setting Objectives 

Define expected learning outcomes 

Phase 3: Programme Design 

Select content, trainers, methods, and budget 

Phase 4: Implementation 

Conduct the training programme 

Phase 5: Evaluation and Follow-up 

Measure results and reinforce learning 

Phase 1: Training Needs Assessment (TNA) 

This is the first and most important phase. It identifies the gap between the employees' current 

performance and the performance required by the organisation. 

Training needs are commonly analysed at three levels: 

• Organisational analysis: Identifies the training needed to achieve organisational objectives. 

• Task analysis: Identifies the knowledge and skills required to perform a particular job. 

• Individual analysis: Identifies the training needs of specific employees. 

Methods include interviews, questionnaires, observation, performance appraisals, tests, and 

discussions with supervisors. 

Phase 2: Setting training objectives 

After identifying training needs, the organisation establishes clear and measurable objectives. 

Objectives may include: 

• Improving technical knowledge. 

• Reducing production errors. 

• Increasing customer satisfaction. 

• Improving communication and teamwork. 

• Developing leadership abilities. 

Objectives should state what employees are expected to know or do after training. 

Phase 3: Designing the training programme 
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At this stage, the organisation prepares the programme based on the identified needs and objectives. 

Important activities include: 

• Selecting the topics and course content. 

• Choosing internal or external trainers. 

• Selecting suitable training methods. 

• Deciding the duration and schedule. 

• Preparing the training budget. 

• Arranging equipment, materials, and facilities. 

• Determining assessment and evaluation methods. 

The programme should suit the employees' experience, learning needs, and job requirements. 

Phase 4: Implementation of training 

Implementation means delivering the planned training programme. 

Activities include: 

• Informing employees about the programme. 

• Arranging trainers and training facilities. 

• Conducting lectures, demonstrations, workshops, or practical exercises. 

• Providing learning materials. 

• Encouraging participation and interaction. 

• Monitoring attendance and learning progress. 

Training may take place at the workplace, in a classroom, online, or through a combination of 

methods. 

Phase 5: Evaluation of training 

Evaluation determines whether the training programme achieved its objectives. 

A commonly used framework is the Kirkpatrick Four-Level Model: 

1. Reaction: How did participants respond to the training? 

2. Learning: What knowledge or skills did they acquire? 

3. Behaviour: Are they applying the learning at work? 

4. Results: Did the programme improve organisational outcomes, such as quality, productivity, or 

customer satisfaction? 

Evaluation methods include feedback forms, tests, demonstrations, supervisor reports, performance 

indicators, and cost-benefit analysis. 

Phase 6: Follow-up and improvement 

Some organisations treat follow-up as a separate phase after evaluation. 

It includes: 

• Providing coaching and mentoring. 

• Monitoring performance after training. 

• Conducting refresher sessions. 

• Correcting difficulties in applying new skills. 

• Updating training materials. 

• Using evaluation results to improve future programmes. 

 

Importance of following a systematic process 

• Ensures training meets actual employee needs. 
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• Reduces unnecessary expenditure. 

• Improves learning outcomes. 

• Connects training with organisational goals. 

• Makes training results measurable. 

• Encourages continuous improvement. 

Example 

A retail organisation observes that employees make frequent billing errors. It identifies gaps in 

software knowledge, sets an objective of improving billing accuracy, designs practical software 

training, conducts the programme, and evaluates error rates after training. Follow-up coaching is 

provided where required. 

Conclusion 

The training and development process is a continuous cycle of assessment, planning, implementation, 

evaluation, and improvement. Following these phases helps organisations develop competent 

employees and obtain better results from training investments. 

7. Different Training Programmes 

Introduction 

Training programmes are designed to improve employees' knowledge, skills, attitudes, and job 

performance. Different employees require different types of training depending on their job roles, 

experience, responsibilities, and career goals. 

Training programmes can be classified according to their purpose, method of delivery, and the level 

of employees for whom they are designed. 

Meaning 

A training programme is a planned series of learning activities designed to develop specific 

competencies and improve employee performance. 

Types of training programmes 

A. On-the-job training 

On-the-job training is provided at the actual workplace while employees perform their duties. 

Employees learn through practical experience, guidance, and observation. 

Methods of on-the-job training: 

1. Coaching: An experienced manager or employee guides a trainee, provides feedback, and helps 

improve performance. 

2. Job instruction training: The trainer explains the job, demonstrates each step, allows the trainee 

to practise, and checks performance. 

3. Job rotation: Employees are moved between different jobs or departments to develop broader 

knowledge and skills. 

4. Apprenticeship training: Trainees learn a skilled occupation through practical work combined 

with structured instruction, often over an extended period. 

5. Understudy method: An employee works under an experienced manager to learn the duties and 

responsibilities of that position. 

Advantages: Practical learning, immediate feedback, direct job relevance, and relatively low 

additional training costs. 
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Limitations: Work may be disrupted, mistakes can occur during practice, and learning quality may 

depend on the trainer. 

B. Off-the-job training 

Off-the-job training takes place away from the employee's regular work duties. It allows employees to 

concentrate on learning without the immediate pressure of normal production. 

Methods of off-the-job training: 

1. Lectures: Trainers explain concepts, procedures, and information to a group of employees. 

2. Conferences and discussions: Employees exchange ideas, discuss problems, and learn from 

different perspectives. 

3. Case studies: Trainees analyse a real or hypothetical business problem and suggest solutions. 

4. Role-playing: Employees act out situations such as customer complaints, negotiations, interviews, 

or conflict resolution. 

5. Simulation: Employees practise in an environment that imitates actual work conditions without 

exposing the organisation to the full risks of real operations. 

6. Vestibule training: Employees practise on equipment similar to actual workplace equipment in a 

separate training area. 

7. Management games: Trainees make business decisions in simulated competitive situations. 

Advantages: Provides concentrated learning, supports group interaction, and allows practice in a 

controlled environment. 

Limitations: May be expensive, may require employees to leave their regular duties, and may not 

fully reproduce real workplace conditions. 

C. Orientation or induction training 

Orientation training is provided to newly recruited employees. 

It familiarises them with: 

• The organisation's history and objectives. 

• Rules, policies, and procedures. 

• Job duties and reporting relationships. 

• Workplace facilities and safety requirements. 

• Employee benefits and organisational culture. 

Purpose: To help new employees adjust quickly and understand what is expected of them. 

D. Technical training 

Technical training develops the specialised knowledge required to perform a job. 

Examples include training in accounting software, machine operation, computer programming, 

equipment maintenance, and data analysis. 

Purpose: To improve technical competence, accuracy, and operational efficiency. 

E. Safety training 

Safety training teaches employees how to prevent accidents, identify hazards, use protective 

equipment, and follow emergency procedures. 

Examples include fire safety, first aid, safe machine operation, and emergency evacuation. 

Purpose: To protect employees and reduce workplace risks. 
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F. Supervisory training 

Supervisory training prepares first-line supervisors to manage employees and coordinate daily 

activities. 

It covers: 

• Communication and leadership. 

• Work allocation and scheduling. 

• Performance monitoring. 

• Employee motivation. 

• Conflict resolution. 

• Safety and discipline. 

Purpose: To develop effective supervisors who can guide employees and achieve departmental 

targets. 

G. Management development training 

Management development prepares managers for greater responsibility and more complex 

organisational decisions. 

Common methods include management workshops, case studies, business simulations, job rotation, 

mentoring, and executive education. 

Purpose: To develop planning, decision-making, leadership, problem-solving, and strategic thinking. 

H. Soft skills training 

Soft skills training improves interpersonal and professional abilities. 

It includes: 

• Communication skills. 

• Teamwork. 

• Time management. 

• Negotiation. 

• Emotional intelligence. 

• Problem-solving. 

• Conflict management. 

Purpose: To improve working relationships and professional effectiveness. 

I. Refresher training 

Refresher training updates employees' existing knowledge and skills. It is particularly useful when 

procedures, technology, regulations, or safety standards change. 

Purpose: To maintain competence and prevent employees' knowledge from becoming outdated. 

J. E-learning and digital training 

E-learning uses digital platforms, online courses, recorded lectures, virtual classrooms, and learning 

management systems. 

Advantages: Flexible timing, wider access, self-paced learning, and reduced travel requirements. 

Limitations: Requires suitable technology and internet access, and some practical skills are difficult 

to teach entirely online. 

K. Compliance training 

Compliance training educates employees about laws, regulations, ethical standards, and organisational 

policies. 
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Examples include anti-harassment training, data protection, workplace ethics, and industry-specific 

compliance. 

Purpose: To encourage lawful, ethical, and responsible behaviour. 

L. Leadership development programmes 

These programmes prepare employees to lead teams, manage change, motivate others, make 

decisions, and handle organisational challenges. 

Methods include executive coaching, mentoring, leadership workshops, and developmental 

assignments. 

Purpose: To build a pipeline of capable future leaders. 

4. Comparison of major training methods 

Basis On-the-job Off-the-job 

Location Actual workplace Separate learning setting 

Learning Through practical work Through structured learning 

Trainer Supervisor or experienced employee Trainer, instructor, or specialist 

Cost Often lower additional cost May involve higher additional cost 

Work disruption Work and learning occur together Employees may be away from duties 

Examples Coaching, job rotation Lectures, case studies, simulations 

5. Factors influencing the selection of training programmes 

• Nature of the job. 

• Training needs and employee experience. 

• Training budget. 

• Number of employees to be trained. 

• Time available. 

• Availability of trainers and facilities. 

• Required learning outcomes. 

• Need for practical experience. 

• Safety and operational requirements. 

6. Conclusion 

Different training programmes serve different organisational needs. On-the-job methods develop 

practical competence, off-the-job methods provide structured learning, and specialised programmes 

improve technical, managerial, interpersonal, and safety-related skills. Organisations should select 

programmes based on identified training needs and expected outcomes. 
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8. Training Agencies in India 

 Introduction 

Training agencies play a significant role in developing the skills, knowledge, and professional 

competence of employees, managers, entrepreneurs, and workers in India. They provide technical 

education, vocational training, management development, entrepreneurship training, and specialised 

professional programmes. 

These agencies include government institutions, autonomous bodies, public-sector training 

organisations, universities, private institutions, and industry associations. 

Meaning of training agencies 

Training agencies are organisations or institutions that design and provide training programmes to 

improve the professional knowledge, technical skills, managerial abilities, and employability of 

individuals. 

Objectives of training agencies 

1. To improve technical and professional skills. 

2. To develop managerial and leadership abilities. 

3. To increase productivity and efficiency. 

4. To prepare individuals for employment and self-employment. 

5. To promote entrepreneurship and small-business development. 

6. To support industrial and economic development. 

7. To provide specialised training in different sectors. 

8. To update workers' knowledge in response to technological changes. 

9. To improve the quality of vocational and professional education. 

10. To support lifelong learning and career development. 

 

Major training agencies in India 

A. National Institute of Training for Standardisation (NITS) 

NITS functions under the Bureau of Indian Standards (BIS). 

Main functions: 

• Provides training related to standardisation and quality management. 

• Conducts programmes on standards, conformity assessment, and quality systems. 

• Develops awareness of Indian Standards and their application in industry. 

Importance: It supports quality improvement and the adoption of standards in organisations. 

B. National Productivity Council (NPC) 

NPC is an autonomous organisation established with support from the Government of India to 

promote productivity and efficiency. 

Main functions: 

• Conducts productivity-related training and consultancy. 

• Provides programmes on quality management and operational efficiency. 

• Supports process improvement and management development. 

• Promotes better utilisation of resources and modern management practices. 

Importance: It helps organisations improve productivity, competitiveness, and operational 

performance. 

C. National Institute of Personnel Management (NIPM) 

NIPM is a professional body concerned with personnel management and human resource 

management. 
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Main functions: 

• Promotes professional development in HRM and industrial relations. 

• Organises seminars, workshops, and professional learning programmes. 

• Encourages the exchange of knowledge among HR professionals. 

• Promotes research and good practices in personnel management. 

Importance: It contributes to the professional development of HR managers and practitioners. 

D. Indian Institute of Management (IIMs) 

The Indian Institutes of Management are leading institutions for management education and executive 

development. 

Main functions: 

• Provide management education and executive programmes. 

• Conduct leadership and management development courses. 

• Offer learning in finance, marketing, HRM, strategy, and operations. 

• Provide research and consultancy services. 

Importance: They help develop competent managers, executives, entrepreneurs, and organisational 

leaders. 

E. National Skill Development Corporation (NSDC) 

NSDC is a public-private partnership institution working under the skill-development framework of 

the Government of India. 

Main functions: 

• Supports vocational and industry-relevant skill development. 

• Works with training partners and industry stakeholders. 

• Promotes employability-oriented training initiatives. 

• Supports skill-development ecosystems and related programmes. 

Importance: It helps bridge skill gaps and supports workforce readiness. 

F. Directorate General of Training (DGT) 

DGT functions under the Ministry of Skill Development and Entrepreneurship. 

Main functions: 

• Oversees major vocational training initiatives. 

• Supports the Craftsmen Training Scheme through Industrial Training Institutes and related 

institutions. 

• Supports apprenticeship-related training frameworks. 

• Develops vocational training standards and curricula. 

Importance: It plays a key role in developing technical and vocational skills for employment. 

G. National Institute for Entrepreneurship and Small Business Development (NIESBUD) 

NIESBUD is an institution under the Ministry of Skill Development and Entrepreneurship. 

Main functions: 

• Provides entrepreneurship development training. 

• Conducts training-of-trainers programmes. 

• Supports the development of small businesses and entrepreneurs. 

• Provides guidance in business planning, enterprise management, and entrepreneurial skills. 

Importance: It encourages self-employment, entrepreneurship, and the development of small 

enterprises. 
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H. Entrepreneurship Development Institute of India (EDII) 

EDII is an institution based in Ahmedabad that focuses on entrepreneurship education, training, 

research, and institution building. 

Main functions: 

• Conducts entrepreneurship development programmes. 

• Provides training in business planning and enterprise management. 

• Offers programmes for aspiring and existing entrepreneurs. 

• Supports entrepreneurship research and capacity building. 

Importance: It promotes enterprise creation and helps individuals develop entrepreneurial 

capabilities. 

I. Administrative Training Institutes (ATIs) 

ATIs are state-level institutions that provide training to government officials and public-service 

personnel. 

Main functions: 

• Conduct induction training for government employees. 

• Provide management and administrative training. 

• Develop leadership, decision-making, and public-service skills. 

• Offer refresher programmes for serving officials. 

Importance: They improve administrative efficiency and the quality of public services. 

J. National Institute of Rural Development and Panchayati Raj (NIRDPR) 

NIRDPR is an institution under the Ministry of Rural Development. 

Main functions: 

• Provides training and research in rural development. 

• Conducts programmes for rural development officials and Panchayati Raj functionaries. 

• Supports capacity building in local governance. 

• Develops knowledge relating to rural livelihoods and development administration. 

Importance: It improves the skills of personnel involved in rural development and local governance. 

K. Indian Society for Training and Development (ISTD) 

ISTD is a professional organisation concerned with training, learning, and human resource 

development. 

Main functions: 

• Promotes professional development in training and development. 

• Organises workshops, seminars, and conferences. 

• Encourages research and knowledge sharing in HRD. 

• Provides opportunities for training professionals to exchange ideas and practices. 

Importance: It strengthens the professional capabilities of trainers and HR development specialists. 

L. National Institute of Technical Teachers Training and Research (NITTTR) 

NITTTR institutions provide training and development support for teachers and technical education 

personnel. 

Main functions: 

• Train teachers and instructors in technical education. 

• Develop teaching methods and instructional materials. 

• Provide faculty development programmes. 

• Support curriculum development and educational research. 

Importance: They improve the quality of technical education and vocational instruction. 
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5. Classification of training agencies 

Type of agency Examples Main focus 

Government skill-development bodies DGT, NSDC Vocational skills and employability 

Productivity and quality bodies NPC, NITS Productivity, standards, quality 

Management institutions IIMs Management and executive development 

HR professional bodies NIPM, ISTD HRM and training professionalism 

Entrepreneurship institutions NIESBUD, EDII Enterprise creation and development 

Public administration institutions ATIs, NIRDPR Government and rural development training 

Technical education institutions NITTTR Faculty and technical instructor development 

Importance of training agencies in India 

• Develop skilled manpower for different industries. 

• Improve employability and vocational competence. 

• Help organisations adopt modern management practices. 

• Support entrepreneurship and self-employment. 

• Improve the productivity and quality of the workforce. 

• Develop managers, trainers, and public officials. 

• Support technological adaptation and industrial growth. 

• Promote lifelong learning and professional development. 

Conclusion 

Training agencies in India contribute to human resource development by providing vocational, 

technical, managerial, entrepreneurial, and professional training. Institutions such as DGT, NSDC, 

NPC, IIMs, NIESBUD, EDII, NIPM, and ISTD serve different learning needs and support the 

development of a skilled and productive workforce. 

 

Important Questions  

1. Explain the concept, meaning and importance of Training and Development in an organisation. 

2. Discuss the various challenges faced by organisations in implementing Training and Development 

programmes. 

3. Explain Training and Development as a staff function. Discuss its role and importance in an 

organisation. 

4. Explain the status, roles and responsibilities of Training and Development Managers in an 

organisation. 

5. Discuss the various responsibilities and functions of a Training and Development Manager. 

6. Explain the Training and Development process in detail with a suitable diagram. 

7. Discuss the different phases of the Training and Development process. 
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8. Explain the various steps involved in designing and implementing an effective Training and 

Development programme. 

9. What are the different types of Training and Development programmes? Explain with suitable 

examples. 

10. Discuss the importance of different training programmes in improving employee knowledge, 

skills and performance. 

11. Explain the role and importance of training agencies in India. 

12. Discuss the major government and private training agencies in India and explain their functions. 

13. Explain how training agencies in India contribute to employee skill development and 

organisational growth. 

14. Discuss the role of Training and Development Managers in identifying training needs, designing 

programmes and evaluating training effectiveness. 

15. Explain the relationship between Training and Development, employee performance and 

organisational effectiveness. 
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UNIT- II 

 

 

Training need assessment (TNA) : organizational analysis - requirement analysis - analysis of 

task, knowledge, skill and ability-person analysis- designing the programme-steps, 

sequences, syllabus, modular approach, flexibility-methods of TNA.  

 
 

Training Needs Assessment (TNA) 

Below, I have expanded each side heading into simple, understandable paragraphs so that you can 

write them clearly in your examination. I have also kept the language easy to remember. 

1. Meaning and Definition 

Training Needs Assessment (TNA) is a systematic process of identifying the gap between the existing 

knowledge, skills and abilities of employees and the knowledge, skills and abilities required to 

perform their jobs effectively. 

In simple words, TNA helps an organisation understand what employees already know, what they 

need to learn and what type of training should be provided to improve their performance. 

It helps an organisation identify: 

• What training is required? – It identifies the specific knowledge and skills employees need to 

improve their job performance. 

• Who needs training? – It identifies the employees or departments that require additional training. 

• Why is training required? – It determines the reasons for poor performance, lack of skills or 

changes in job requirements. 

• When should training be provided? – It identifies the appropriate time to conduct training 

programmes. 

• How should training be delivered? – It helps select suitable training methods, such as classroom 

training, online training, workshops and practical demonstrations. 

Definition: Training Needs Assessment is the process of identifying the training requirements of 

employees by analysing organisational goals, job requirements and individual performance. 

 

 

Objectives of TNA 

Objectives of TNA refer to the main purposes for which an organisation conducts a training needs 

assessment. 

1. To Identify the Training Needs of Employees 

The main objective of TNA is to identify the areas where employees lack sufficient knowledge and 

skills. It helps management understand which employees require training and what type of training 

should be provided. 

2. To Improve Employee Knowledge, Skills and Abilities 

TNA identifies the competencies employees need to develop. Based on these requirements, 

organisations provide suitable training to improve their knowledge, practical skills and abilities. 
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3. To Improve Organisational Productivity 

When employees receive proper training, they can perform their duties more efficiently and complete 

their work within the given time. This helps increase the overall productivity of the organisation. 

4. To Reduce Employee Errors and Workplace Accidents 

Lack of knowledge and skills may lead to mistakes and workplace accidents. TNA identifies these 

weaknesses and helps organisations provide safety and technical training to reduce errors and 

accidents. 

5. To Improve the Quality of Products and Services 

Training helps employees understand quality standards and proper work procedures. As a result, 

employees can produce better-quality products and provide improved services to customers. 

6. To Identify Performance Gaps 

TNA compares the actual performance of employees with the expected performance standards. It 

identifies the differences between them and helps management take corrective action through training 

wherever necessary. 

7. To Prepare Employees for Future Responsibilities 

Organisations introduce new technology, job roles and responsibilities from time to time. TNA helps 

identify the additional skills employees need to handle future challenges and higher positions. 

8. To Ensure Effective Utilisation of Organisational Resources 

TNA helps organisations provide training only where it is required. This prevents unnecessary 

expenditure and ensures proper utilisation of money, time, trainers and other resources. 

 

Importance of TNA 

Importance of TNA refers to the benefits an organisation receives by identifying employee training 

requirements before conducting training programmes. 

1. Improves Performance 

TNA identifies the weaknesses of employees and helps provide appropriate training. Through 

training, employees develop better knowledge and skills, which enables them to perform their duties 

more effectively. 

2. Identifies Skill Gaps 

Every job requires specific knowledge and skills. TNA compares the existing skills of employees with 

the skills required for their jobs. It identifies the areas where employees need improvement and helps 

management arrange suitable training. 

3. Reduces Training Costs 

Without TNA, organisations may spend money on unnecessary training programmes. TNA ensures 

that training is provided only to employees who actually need it. This saves organisational money, 

time and resources. 
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4. Increases Productivity 

Well-trained employees can complete their work faster and more accurately. They can also handle 

difficult tasks with greater confidence. This improves individual efficiency and increases the overall 

productivity of the organisation. 

5. Improves Employee Satisfaction 

When employees receive training according to their actual needs, they feel more confident and 

comfortable in performing their jobs. Training also provides opportunities for personal and 

professional development, which increases employee satisfaction. 

6. Supports Organisational Goals 

Every organisation has specific goals, such as increasing sales, improving quality and expanding its 

business. TNA identifies the skills employees need to achieve these goals and ensures that training 

programmes support organisational development. 

7. Improves Quality 

TNA identifies the areas where employees need improvement in maintaining quality standards. Proper 

training helps employees follow correct procedures, avoid mistakes and produce better-quality 

products and services. 

 

Three Levels of Training Needs Assessment 

Training Needs Assessment is generally conducted at three important levels. They are Organisational 

Analysis, Task Analysis and Person Analysis. 

1. Organisational Analysis – Where and Why Is Training Needed? 

Organisational Analysis is the process of studying the overall organisation to identify its training 

requirements. It examines organisational goals, policies, resources, technology and working 

environment. 

It helps management understand which departments or areas require training to achieve organisational 

objectives. 

Example: A company introduces new computer software. Organisational analysis identifies that 

employees need technical training to use the new software effectively. 

2. Task Analysis – What Knowledge and Skills Are Required? 

Task Analysis refers to the process of examining a particular job to identify the duties, responsibilities 

and skills required to perform it successfully. 

It studies the activities involved in a job and determines what knowledge, skills and abilities 

employees must possess to complete those activities. 

Example: A bank cashier must have knowledge of banking procedures, cash-handling skills, 

computer skills and customer service skills. 

3. Person Analysis – Who Needs Training? 

Person Analysis is the process of examining individual employees to identify who requires training 

and in which areas they need improvement. 
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It compares the actual performance of employees with the expected performance standards and 

identifies individual weaknesses and training requirements. 

Example: A company evaluates its sales employees and finds that some employees have good 

product knowledge but poor communication skills. The company provides communication skills 

training to those employees. 

 

 

Steps in Training Needs Assessment 

Steps in TNA refer to the systematic activities followed by an organisation to identify employee 

training requirements and prepare suitable training programmes. 

1. Identify Organisational Objectives 

The first step is to understand the goals and objectives of the organisation. Management must identify 

what the organisation wants to achieve, such as increasing productivity, improving quality or 

introducing new technology. 

Training requirements should be connected with these organisational objectives. 

2. Analyse the Current Performance of Employees 

In this step, the organisation examines the existing performance of employees. It collects information 

through performance appraisals, interviews, observation and skill tests to understand how effectively 

employees are performing their duties. 

3. Identify the Gap Between Expected and Actual Performance 

After analysing employee performance, the organisation compares actual performance with the 

expected performance standards. 

The difference between these two levels is called the performance gap. This gap helps identify the 

areas where employees need improvement. 

4. Determine the Causes of Performance Gaps 

Management must identify the reasons behind poor employee performance. The causes may include 

lack of knowledge, insufficient skills, outdated technology, lack of motivation or inadequate 

resources. 

It is important to understand whether training can solve the problem before arranging a training 

programme. 

5. Identify Employees Who Require Training 

In this step, the organisation identifies the employees or departments that require training. It examines 

individual performance, job responsibilities and existing competencies to select the employees who 

need improvement. 

6. Select Appropriate Training Methods 

After identifying the training needs, management selects suitable methods to provide training. These 

methods may include classroom lectures, workshops, demonstrations, role-playing, online training 

and on-the-job training. 

The method should be selected according to the training objectives and employee requirements. 
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7. Prepare a Training Programme 

In this step, the organisation develops a proper training programme. It decides the training objectives, 

syllabus, topics, trainers, duration, schedule and training materials. 

A well-planned programme ensures that employees receive the required knowledge and skills in a 

systematic manner. 

8. Evaluate the Effectiveness of Training 

The final step is to evaluate whether the training programme has achieved its objectives. The 

organisation examines employee learning, performance improvement and workplace results. 

Feedback, tests and performance reports can be used to measure training effectiveness. 

Example of Training Needs Assessment 

Example: Digital Banking Training in a Bank 

A bank introduces new digital banking software to improve its customer services. However, some 

employees are making mistakes while using the software and are unable to guide customers properly. 

The bank conducts Training Needs Assessment to identify the problem. 

1. Identification of the problem: The bank notices that employees are facing difficulties while using 

digital banking software. 

2. Analysis of training needs: Management examines employee knowledge and identifies a lack of 

technical knowledge. 

3. Identification of employees: Employees who are unable to operate the software effectively are 

selected for training. 

4. Selection of training methods: The bank arranges practical demonstrations, computer-based training 

and workshops. 

5. Implementation of training: Employees are trained in digital transactions, software operations and 

customer support. 

6. Evaluation: The bank checks whether employees can use the software correctly and serve customers 

effectively after training. 

As a result, employee efficiency improves, mistakes are reduced and customer satisfaction increases. 

Conclusion 

Training Needs Assessment is an essential part of Human Resource Development. It helps 

organisations identify the gap between existing and required employee competencies. It also helps 

management provide appropriate training to the right employees at the right time. Therefore, TNA 

improves employee performance, increases productivity, reduces training costs and helps 

organisations achieve their objectives. 
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2. Organisational Analysis 

Meaning 

Organisational Analysis is the first level of Training Needs Assessment (TNA). It is the process of 

examining an organisation's goals, objectives, strategies, resources, working environment and overall 

performance to identify where training is required. 

It helps management understand whether employees have the necessary knowledge and skills to 

achieve organisational goals. It also identifies the departments or areas where training is needed to 

improve organisational performance. 

Definition: Organisational Analysis is the systematic examination of an organisation to identify areas 

where training can improve overall effectiveness and performance. 

Objectives of Organisational Analysis 

The objectives of Organisational Analysis refer to the main purposes of examining an organisation to 

identify its training requirements. 

1. To Identify the Training Requirements of the Organisation 

The main objective is to identify the areas and departments where employees require training. It helps 

management understand what type of training is necessary to improve employee performance and 

organisational efficiency. 

2. To Understand Organisational Goals and Objectives 

Every organisation has certain goals, such as increasing profits, improving productivity, expanding 

business and providing better customer service. Organisational analysis studies these goals and 

identifies the training required to achieve them. 

3. To Identify Performance Problems 

Organisational analysis helps identify problems that affect overall performance, such as low 

productivity, poor quality, employee errors and customer complaints. By identifying these problems, 

management can determine whether employee training is required to improve performance. 

4. To Determine the Availability of Resources for Training 

Before conducting training programmes, an organisation must examine the availability of financial, 

human and physical resources. It helps management understand whether sufficient money, trainers, 

equipment and facilities are available to conduct training effectively. 

5. To Examine Organisational Culture and Work Environment 

Organisational analysis studies the values, beliefs, rules and working relationships followed in an 

organisation. It helps management understand whether the working environment encourages 

employees to learn new skills and participate in training programmes. 

6. To Ensure Training Supports Business Strategies 

Training programmes should be designed according to the organisation's business plans and 

strategies. Organisational analysis ensures that employee training contributes to achieving business 

targets, improving customer satisfaction and increasing organisational growth. 
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7. To Identify Future Skill Requirements 

Organisations face changes in technology, competition and customer expectations. Organisational 

analysis helps predict the skills employees will need in the future and prepares them through suitable 

training programmes. 

Important Factors Considered in Organisational Analysis 

Important factors refer to the different areas that management examines while identifying 

organisational training requirements. 

1. Organisational Goals and Objectives 

Organisational goals and objectives refer to the targets that an organisation wants to achieve in the 

future. These goals determine the type of knowledge and skills employees need to develop. 

Management examines the organisation's plans and identifies whether employees require additional 

training to achieve those goals. 

Example: If a company plans to introduce advanced technology to increase production, employees 

need technical training to operate the new machines. 

2. Organisational Resources 

Organisational resources refer to the money, people, equipment and facilities available in an 

organisation. Management examines these resources before planning training programmes. 

The main types of resources are: 

• Financial Resources: These include the money and budget available for conducting training 

programmes, paying trainers and purchasing training materials. 

• Human Resources: These include employees, trainers, managers and experts who are involved in 

organising and conducting training. 

• Physical Resources: These include classrooms, computers, projectors, machines, training centres and 

other equipment required for training. 

Example: Before conducting computer training, an organisation must check whether it has sufficient 

computers, trainers and financial resources. 

3. Organisational Climate 

Organisational climate refers to the overall working environment and the relationships between 

employees, managers and supervisors within an organisation. 

It includes communication, teamwork, leadership style, employee motivation and management 

support. A positive working environment encourages employees to learn new skills and participate in 

training programmes. 

On the other hand, a poor working environment may reduce employee interest in training. 

Example: If managers encourage employees to attend training and support their development, 

employees will be more interested in learning. 

4. Organisational Culture 

Organisational culture refers to the common values, beliefs, attitudes, rules and practices followed by 

employees in an organisation. 
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It influences how employees behave, communicate and perform their duties. Management must 

understand the organisational culture before designing training programmes so that training activities 

are suitable for the organisation. 

Example: An organisation that gives importance to teamwork may conduct team-building and 

communication skills training for its employees. 

5. Technological Changes 

Technological changes refer to the introduction of new machines, software, equipment and modern 

technologies in an organisation. 

When new technology is introduced, employees may not have sufficient knowledge to operate it. 

Therefore, management must identify the technical training requirements and arrange suitable 

programmes. 

Example: The introduction of artificial intelligence, automation, digital payment systems and new 

computer software requires employees to develop new technical skills. 

6. Performance Standards 

Performance standards refer to the expected level of quality, quantity, accuracy and efficiency that 

employees must achieve while performing their jobs. 

Organisational analysis examines whether employees and departments are achieving these standards. 

If actual performance is below the expected level, management investigates the reasons and identifies 

whether training can improve performance. 

Example: If a manufacturing company expects employees to produce 500 units per day but 

employees produce only 350 units due to a lack of technical knowledge, the company may arrange 

technical training. 

7. External Environment 

External environment refers to the factors outside the organisation that influence its activities and 

performance. 

These factors include competition, government policies, customer expectations, market conditions and 

changes in technology. 

Management studies these external factors to understand future challenges and identify the additional 

skills employees need to handle them. 

Example: When government introduces new tax regulations, an organisation may provide taxation 

training to its accounting employees. 

Process of Organisational Analysis 

The process of Organisational Analysis refers to the systematic steps followed by management to 

examine organisational requirements and identify training needs. 

1. Understand Organisational Goals 

The first step is to understand the goals and objectives of the organisation. Management identifies 

what the organisation wants to achieve, such as increasing sales, improving productivity, expanding 

business or introducing new technology. 

This helps determine the type of training employees require. 
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2. Study Organisational Policies and Strategies 

In this step, management examines the rules, policies, plans and strategies followed by the 

organisation. It helps understand how employee training can support organisational plans and business 

objectives. 

3. Analyse the Present Performance of the Organisation 

Management examines the current performance of the organisation by studying productivity, sales, 

quality, customer satisfaction and employee efficiency. 

This helps identify whether the organisation is achieving its expected targets or facing performance 

problems. 

4. Identify Organisational Problems 

After analysing performance, management identifies the problems affecting organisational 

effectiveness. These may include low productivity, poor customer service, employee mistakes, 

outdated technology and lack of technical knowledge. 

Management determines whether these problems can be solved through training. 

5. Examine Available Resources 

In this step, management examines the availability of financial resources, trainers, employees, 

equipment and training facilities. 

It helps determine whether the organisation has sufficient resources to conduct the required training 

programmes. 

6. Identify Future Training Requirements 

Management studies future organisational plans, technological developments and market changes to 

identify the skills employees will need in the future. 

This helps prepare employees for new responsibilities and future challenges. 

7. Prioritise Training Needs 

The final step is to arrange training requirements according to their importance and urgency. 

Management gives priority to training needs that have a greater impact on organisational 

performance, safety and achievement of business objectives. 

This ensures that important training programmes are conducted first. 

Methods Used in Organisational Analysis 

Methods of Organisational Analysis refer to the different techniques used by management to collect 

information about organisational performance, resources and training requirements. 

1. Organisational Records and Reports 

Management examines organisational documents such as annual reports, financial statements, 

production records and departmental reports. These documents provide information about the 

organisation's performance, problems and future requirements. 
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2. Employee Performance Reports 

Employee performance reports provide information about the efficiency, productivity and work 

quality of employees. Management studies these reports to identify areas where employees need 

improvement and additional training. 

3. Management Discussions 

Management discussions involve meetings between senior managers, department heads and 

supervisors to discuss organisational problems and training requirements. 

These discussions help identify the skills employees need to achieve organisational objectives. 

4. Interviews with Senior Managers 

Interviews are conducted with senior managers to understand organisational goals, future plans, 

employee performance problems and training requirements. 

Managers can provide valuable information about the skills needed in different departments. 

5. SWOT Analysis 

SWOT analysis is a technique used to examine the internal and external position of an organisation. 

• Strengths: Internal advantages of the organisation. 

• Weaknesses: Internal problems or limitations. 

• Opportunities: External factors that can support organisational growth. 

• Threats: External factors that may create challenges. 

SWOT analysis helps identify areas where employee training can improve organisational strengths 

and overcome weaknesses. 

6. Customer Feedback 

Customer feedback refers to the opinions, suggestions and complaints given by customers regarding 

the organisation's products and services. 

Management analyses customer feedback to identify problems such as poor communication, delayed 

services and lack of product knowledge. Based on these findings, suitable employee training can be 

provided. 

7. Productivity Analysis 

Productivity analysis refers to the examination of the relationship between the resources used and the 

output produced by the organisation. 

It helps identify whether employees and departments are working efficiently. Low productivity may 

indicate a need for technical, operational or management training. 

Example of Organisational Analysis 

Example: Training in a Manufacturing Company 

A manufacturing company plans to introduce automated machines to increase production and improve 

product quality. 

However, the management realises that existing employees do not have sufficient technical 

knowledge to operate the new machines. 
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The company conducts Organisational Analysis in the following manner: 

1. Identification of organisational goals: The company wants to increase production and improve 

product quality. 

2. Examination of resources: Management checks the availability of money, trainers, machines and 

training facilities. 

3. Analysis of technological changes: The company identifies that employees need knowledge of 

automated machines. 

4. Identification of performance requirements: Management determines the technical skills required 

to operate the machines safely. 

5. Identification of training needs: It identifies employees who require technical training. 

6. Training implementation: The company arranges practical demonstrations and technical workshops. 

7. Evaluation: Management checks whether employees can operate the machines safely and efficiently 

after training. 

As a result, employees develop technical skills, production improves and machine-related errors are 

reduced. 

Advantages of Organisational Analysis 

Advantages refer to the benefits an organisation receives by examining its overall goals, resources, 

performance and training requirements. 

1. Helps Achieve Organisational Objectives 

Organisational analysis identifies the skills employees need to achieve business goals. It helps 

management prepare suitable training programmes that support organisational plans and improve 

overall performance. 

2. Identifies Future Training Requirements 

It helps organisations understand future challenges caused by technological changes, competition and 

market developments. As a result, employees can be trained in advance to handle new responsibilities. 

3. Improves Organisational Productivity 

By identifying employee weaknesses and training requirements, organisational analysis helps improve 

work efficiency. Proper training enables employees to complete tasks accurately and increase overall 

productivity. 

4. Helps in Effective Allocation of Training Budgets 

Organisational analysis identifies the areas where training is actually required. This helps 

management allocate the training budget properly and avoid unnecessary expenditure on irrelevant 

training programmes. 

5. Supports Organisational Development 

It helps organisations develop employee competencies according to future business requirements. It 

also supports technological development, organisational growth and improvement in working 

methods. 

6. Improves Employee Efficiency 

Organisational analysis identifies the skills employees need to improve their job performance. 

Suitable training helps employees gain confidence, reduce mistakes and perform their duties more 

effectively. 
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8. Conclusion 

Organisational Analysis is an important first level of Training Needs Assessment. It helps an 

organisation examine its goals, strategies, resources, working environment and overall performance to 

identify training requirements. It ensures that training programmes are connected with organisational 

goals and future development. Therefore, Organisational Analysis improves employee efficiency, 

increases productivity and contributes to the long-term success of the organisation. 

 

 

3. Requirement Analysis 

The following notes explain every side heading in simple and understandable language. Each point is 

expanded into 2–4 sentences so that you can write it directly in your examination. 

Meaning 

Requirement Analysis is the process of identifying the knowledge, skills, abilities and competencies 

required by employees to perform their jobs successfully. 

It helps an organisation understand what employees must know and what skills they must possess to 

complete their job responsibilities effectively. It also compares the existing competencies of 

employees with the competencies required for their jobs and identifies the differences between them. 

In Training Needs Assessment (TNA), Requirement Analysis helps management determine what 

employees need to learn to meet job requirements and organisational expectations. 

Definition: Requirement Analysis is the systematic process of identifying the knowledge, skills, 

abilities and competencies required to perform a particular job effectively. 

Objectives of Requirement Analysis 

Objectives of Requirement Analysis refer to the main purposes of identifying the knowledge and 

skills employees need to perform their jobs successfully. 

1. To Identify Job-Related Training Requirements 

The main objective is to identify the specific training required for different jobs in an organisation. It 

helps management understand what employees need to learn to perform their duties effectively and 

improve their work performance. 

2. To Determine the Skills Required for Each Position 

Every job requires different types of skills and knowledge. Requirement Analysis identifies the 

specific skills needed for each position so that employees can perform their responsibilities 

successfully. 

Example: An accountant requires accounting knowledge, whereas a sales executive requires 

communication and negotiation skills. 

3. To Identify Competency Gaps 

Competency gaps refer to the differences between the existing competencies of employees and the 

competencies required for their jobs. Requirement Analysis identifies these gaps and helps 

management arrange suitable training to improve employee capabilities. 
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4. To Establish Performance Standards 

Performance standards refer to the expected level of quality, accuracy, efficiency and productivity that 

employees must achieve. Requirement Analysis helps establish these standards so that employee 

performance can be measured and compared with job expectations. 

5. To Understand the Training Requirements of Different Departments 

Different departments perform different activities and require different competencies. Requirement 

Analysis helps management identify the training needs of departments such as finance, marketing, 

production, sales and human resources. 

Example: The marketing department may require digital marketing training, whereas the finance 

department may require accounting software training. 

6. To Develop Suitable Training Content 

Requirement Analysis helps identify the topics and subjects that should be included in a training 

programme. It ensures that training content is related to actual job responsibilities and employee 

learning requirements. 

Example: If employees lack computer knowledge, the training programme may include computer 

basics, software applications and data management. 

7. To Improve Employee Performance 

When employees receive training according to their job requirements, they can perform their duties 

more accurately and efficiently. This improves their confidence, productivity and overall contribution 

to the organisation. 

Major Elements of Requirement Analysis 

Major elements refer to the important factors examined while identifying the competencies required 

for a particular job. 

1. Job Requirements 

Job requirements refer to the duties, responsibilities and activities that an employee must perform in a 

particular position. 

Requirement Analysis examines the nature of the job and identifies what employees are expected to 

do. It helps management understand the qualifications, knowledge and skills required to perform the 

job successfully. 

Example: A sales executive must communicate with customers, explain products, negotiate prices, 

maintain customer relationships and achieve sales targets. 

2. Knowledge Requirements 

Knowledge refers to the theoretical and practical information that an employee must understand to 

perform a particular job effectively. 

It includes information about job procedures, organisational policies, rules, technology and 

professional concepts. Employees must possess the necessary knowledge to understand their 

responsibilities and make correct decisions. 

Example: An accountant must have knowledge of accounting principles, taxation, financial reporting 

and accounting software. 
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3. Skill Requirements 

Skills refer to the learned abilities that enable employees to perform specific activities or tasks 

effectively. 

These skills are developed through education, practice, experience and training. Requirement 

Analysis identifies the practical skills employees need to complete their job responsibilities. 

Examples: 

• Communication skills. 

• Computer skills. 

• Leadership skills. 

• Technical skills. 

• Problem-solving skills. 

• Time-management skills. 

Example: A customer service executive must have communication, listening and complaint-handling 

skills to deal with customers effectively. 

4. Ability Requirements 

Abilities refer to the natural or developed mental and physical capabilities of an individual to perform 

different activities. 

They help employees understand information, solve problems, make decisions and handle job 

responsibilities. Requirement Analysis identifies the abilities needed to perform a particular job 

successfully. 

Examples: 

• Analytical ability. 

• Numerical ability. 

• Decision-making ability. 

• Logical reasoning. 

• Memory. 

• Physical ability. 

Example: An accountant requires numerical and analytical abilities to examine financial information 

and prepare accurate reports. 

5. Competency Requirements 

Competencies refer to the combination of knowledge, skills, abilities and behaviours required for 

successful job performance. 

They represent the overall capabilities an employee must possess to perform a particular role 

effectively. Requirement Analysis identifies the important competencies needed for each job position. 

Example: A manager requires leadership, communication, decision-making, problem-solving and 

team-management competencies to manage employees successfully. 

6. Performance Standards 

Performance standards refer to the expected level of performance that employees must achieve while 

carrying out their job responsibilities. 

They help organisations measure the quality, quantity, accuracy and time taken to complete work. 

Requirement Analysis identifies these standards so that employees understand what is expected from 

them. 

Example: A customer service employee may be expected to resolve customer complaints within the 

organisation's prescribed time while maintaining service quality. 



 
48 P.S.MURTHY,MA,MBA  

Steps in Requirement Analysis 

Steps in Requirement Analysis refer to the systematic activities followed by an organisation to 

identify job requirements and determine the competencies employees need. 

1. Identify the Job Position 

The first step is to select the particular job or position that needs to be analysed. Management 

identifies the job title, department and responsibilities to understand the purpose of the analysis. 

Example: Selecting the position of sales executive for requirement analysis. 

2. Collect Information About Job Responsibilities 

After selecting the job, management collects detailed information about the duties and responsibilities 

associated with that position. Information can be collected through job descriptions, interviews, 

questionnaires and observation. 

This helps management understand the activities employees must perform regularly. 

3. Identify Required Knowledge and Skills 

In this step, management identifies the knowledge and practical skills necessary to perform the job 

successfully. It determines what employees must know and what they must be able to do to complete 

their responsibilities effectively. 

Example: A sales executive requires product knowledge, communication skills and negotiation skills. 

4. Determine Expected Performance Standards 

Management establishes the performance standards employees are expected to achieve. These 

standards may relate to work quality, productivity, accuracy, customer satisfaction and time 

management. 

They provide a basis for evaluating employee performance. 

5. Assess Existing Employee Competencies 

In this step, the organisation evaluates the current knowledge, skills and abilities of employees. It uses 

performance appraisals, interviews, skill tests and observation to understand the existing competency 

levels of employees. 

6. Identify Competency Gaps 

After assessing existing competencies, management compares them with the competencies required 

for the job. The differences between the two are identified as competency gaps. 

These gaps help determine which areas require training and improvement. 

7. Prioritise Training Requirements 

Not all training requirements have the same level of importance. Management arranges the identified 

training needs according to their urgency and impact on job performance. 

Training related to safety, essential technical skills and major performance problems may receive 

higher priority. 
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8. Prepare Training Recommendations 

The final step is to recommend suitable training programmes to overcome the identified competency 

gaps. Management decides the training topics, methods, duration and resources required. 

These recommendations help develop effective training programmes according to job requirements. 

Methods of Requirement Analysis 

Methods of Requirement Analysis refer to the different techniques used to collect information about 

job duties, responsibilities and required employee competencies. 

1. Job Analysis 

Job Analysis is the process of studying a particular job to understand its duties, responsibilities and 

requirements. It helps identify the knowledge, skills and abilities employees need to perform that job 

effectively. 

Example: Studying the responsibilities of an HR manager to identify the required HR knowledge and 

management skills. 

2. Job Descriptions 

A job description is a written document that explains the duties, responsibilities and activities 

associated with a particular job position. 

It helps management understand what employees are expected to do and identify the training required 

to perform those duties. 

Example: A job description of an accountant includes preparing financial statements, maintaining 

accounts and handling tax records. 

3. Job Specifications 

Job specification refers to a document that describes the qualifications, knowledge, skills, experience 

and abilities required for a particular job. 

It helps organisations identify the competencies employees must possess to perform their work 

successfully. 

Example: An accountant may require a degree in commerce, accounting knowledge, numerical 

ability and computer skills. 

4. Interviews with Supervisors 

Interviews are conducted with supervisors and managers to collect information about employee 

performance and job requirements. 

Supervisors understand the daily activities of employees and can identify the areas where additional 

knowledge and skills are required. 

Example: A sales supervisor may explain that employees need better negotiation and customer-

handling skills. 

5. Questionnaires 

Questionnaires are structured sets of questions distributed among employees to collect information 

about their job responsibilities, existing skills and training requirements. 
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This method helps organisations collect information from a large number of employees in a short 

period. 

Example: Asking employees to identify the technical skills they need to improve. 

6. Observation 

Observation involves directly watching employees while they perform their regular job activities. It 

helps management understand the actual work process, employee skills and difficulties faced during 

job performance. 

Example: Observing factory workers while operating machines to identify their technical training 

needs. 

7. Performance Appraisal 

Performance appraisal is the process of evaluating employee performance against predetermined 

standards. It helps management identify employee strengths, weaknesses and areas requiring 

improvement. 

Example: If an employee is unable to achieve sales targets due to poor communication skills, 

management may provide communication training. 

8. Competency Mapping 

Competency mapping is the process of identifying and comparing the competencies required for a job 

with the competencies possessed by an employee. 

It helps organisations identify skill gaps and prepare suitable employee development programmes. 

Example: Comparing the leadership and decision-making competencies required for a managerial 

position with the existing competencies of an employee. 

Example of Requirement Analysis 

Example: Training for Customer Care Executives 

A company recruits customer care executives to handle customer enquiries, provide product 

information and resolve customer complaints. 

Before conducting training, the organisation performs Requirement Analysis to identify the 

competencies needed for the job. 

1. Identification of job requirements: Management identifies the responsibilities of customer care 

executives, such as answering calls, explaining products and resolving complaints. 

2. Identification of knowledge requirements: Employees need knowledge of company products, 

services, policies and procedures. 

3. Identification of skill requirements: Employees need communication, listening, computer and 

complaint-handling skills. 

4. Identification of ability requirements: Employees need patience, problem-solving ability and 

decision-making ability. 

5. Establishment of performance standards: Employees are expected to respond politely, provide 

accurate information and resolve complaints within the prescribed time. 

6. Identification of competency gaps: Management discovers that some employees lack 

communication and complaint-handling skills. 

7. Training programme preparation: The company arranges communication skills training, product 

knowledge sessions and practical customer-handling exercises. 
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As a result, employees develop the required competencies, improve their performance and provide 

better customer service. 

Importance of Requirement Analysis 

Importance of Requirement Analysis refers to the benefits an organisation receives by identifying the 

knowledge, skills and abilities required for different jobs. 

1. Helps Identify Specific Training Needs 

Requirement Analysis identifies the exact knowledge and skills employees need to develop for their 

particular jobs. It helps management avoid general and unnecessary training and provide training 

according to actual job requirements. 

2. Improves Job Performance 

When employees receive training based on their job requirements, they can perform their duties more 

effectively. They develop better knowledge, practical skills and confidence, which improves their 

overall work performance. 

3. Reduces Workplace Errors 

Lack of proper knowledge and skills may lead to mistakes while performing job activities. 

Requirement Analysis identifies these weaknesses and helps organisations provide suitable training to 

reduce errors and improve work accuracy. 

4. Ensures Employees Have Required Competencies 

Every job requires certain knowledge, skills, abilities and behaviours. Requirement Analysis identifies 

these competencies and helps management ensure that employees develop the capabilities necessary 

for successful job performance. 

5. Helps Develop Job-Specific Training Programmes 

Requirement Analysis provides information about the actual duties and competencies required for 

different jobs. Based on this information, organisations can prepare training programmes that focus on 

specific job-related topics and practical activities. 

6. Improves Customer Satisfaction 

When employees have the required knowledge and skills, they can provide accurate information, 

respond to customer enquiries and resolve complaints effectively. This improves service quality, 

builds customer trust and increases customer satisfaction. 

8. Conclusion 

Requirement Analysis is an important part of Training Needs Assessment because it identifies the 

knowledge, skills, abilities and competencies necessary for successful job performance. It helps 

organisations understand job requirements, identify competency gaps and prepare suitable training 

programmes. Therefore, Requirement Analysis improves employee efficiency, reduces workplace 

errors and supports the achievement of organisational objectives. 
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Quick Revision – Important Side Headings 

Main heading Points to remember 

Meaning Identifies required knowledge, skills, abilities and competencies 

Objectives 7 objectives 

Major elements Job, knowledge, skill, ability, competency and performance standards 

Steps 8 steps 

Methods 8 methods 

Example Training for customer care executives 

Importance 6 benefits 

Conclusion Develops job-related competencies 

. 

4. Task Analysis 

Meaning 

Task Analysis is the process of examining a particular job in detail to identify the tasks, duties, 

responsibilities, knowledge, skills and abilities required to perform that job successfully. 

It focuses mainly on the job rather than the individual employee. It helps organisations understand 

what activities are involved in a particular job, how those activities should be performed and what 

competencies are necessary to complete them effectively. 

Task Analysis is an important part of Training Needs Assessment (TNA) because it helps 

management identify the skills and knowledge required for each job and prepare suitable training 

programmes. 

It also helps organisations improve employee efficiency, reduce mistakes and maintain proper work 

standards. 

Example: In a bank, a cashier performs activities such as receiving deposits, processing withdrawals, 

handling cash and maintaining financial records. Task analysis identifies the knowledge and skills 

required to perform these activities correctly. 

Definition: Task Analysis is a systematic study of the activities involved in a job to determine the 

knowledge, skills and abilities required to perform those activities effectively. 

Objectives of Task Analysis 

1. To Identify the Duties and Responsibilities of a Job 

The main objective of task analysis is to identify all the duties and responsibilities associated with a 

particular job. 

It helps management understand what activities an employee must perform regularly and what 

responsibilities they must fulfil. This provides clarity about the nature and requirements of the job. 

Example: The duties of a bank cashier include receiving deposits, processing withdrawals, handling 

cash and maintaining transaction records. 
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2. To Determine the Skills Required to Perform Each Task 

Different jobs require different skills to complete work effectively. Task analysis helps identify the 

specific skills employees need to perform each activity successfully. 

It helps management understand whether employees require technical, communication, computer, 

problem-solving or other job-related skills. 

Example: A bank cashier requires computer skills, cash-handling skills, numerical skills and 

customer communication skills. 

3. To Identify Training Requirements 

Task analysis helps organisations identify the areas where employees lack the required knowledge and 

skills to perform their duties. 

By studying job activities, management can understand which tasks require additional training and 

what type of training should be provided. 

Example: If bank employees are unable to use new banking software, the organisation may arrange 

computer and banking software training. 

4. To Establish Job Performance Standards 

Task analysis helps organisations establish clear standards for measuring employee performance. 

These standards explain the expected quality, quantity, accuracy and time required to complete 

different job activities. 

It helps employees understand the level of performance expected from them and allows managers to 

evaluate their work. 

Example: A cashier is expected to process customer transactions accurately, maintain proper records 

and complete transactions within a reasonable time. 

5. To Improve Employee Efficiency 

Task analysis identifies the correct methods and procedures required to perform different job 

activities. 

When employees understand their duties and receive proper training, they can complete tasks more 

quickly and accurately. This improves their efficiency and productivity. 

Example: Training bank employees to use automated banking software helps them process 

transactions faster and reduce unnecessary delays. 

6. To Reduce Mistakes and Accidents 

Task analysis helps identify activities that may involve errors, risks or workplace accidents. 

It helps management understand the precautions, procedures and skills required to perform such 

activities safely. Proper training can then be provided to reduce mistakes and accidents. 

Example: In a manufacturing company, task analysis identifies the safety procedures required for 

operating heavy machinery. Employees are trained to use machines safely. 

7. To Develop Job-Related Training Programmes 

Task analysis provides detailed information about the activities and competencies required for each 

job. 
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Based on this information, organisations can prepare training programmes that are directly related to 

employees' job responsibilities instead of providing general and unnecessary training. 

Example: A hospital prepares separate training programmes for nurses, doctors and administrative 

staff according to their specific job responsibilities. 

 

Elements of Task Analysis 

1. Identification of Tasks 

Identification of tasks is the first element of task analysis. It involves finding out all the activities that 

an employee must perform as part of a particular job. 

Management studies the job and prepares a list of major tasks and activities. This helps organisations 

understand the complete nature of the job. 

Example: The main tasks of a bank cashier include: 

• Receiving deposits from customers. 

• Processing cash withdrawals. 

• Checking customer account details. 

• Maintaining transaction records. 

• Handling customer enquiries. 

2. Task Description 

Task description means explaining each identified task in detail, including the activities involved, 

responsibilities, procedures and expected results. 

It provides a clear understanding of how each task should be performed and what employees are 

expected to achieve. 

A proper task description helps employees understand their duties and perform their work according 

to organisational requirements. 

Example: The task of receiving deposits in a bank involves accepting cash or cheques, verifying 

deposit details, entering transaction information into the banking system and providing a receipt to the 

customer. 

3. Knowledge Requirements 

Knowledge requirements refer to the theoretical information, facts, rules and concepts that employees 

must understand to perform their job activities successfully. 

Every job requires certain knowledge depending on its nature and responsibilities. Task analysis 

identifies the specific subject knowledge employees need to perform their duties correctly. 

This helps organisations determine the theoretical training required for employees. 

Example: A bank cashier should have knowledge of banking rules, financial transactions, account 

procedures and cash-handling regulations. 

4. Skill Requirements 

Skill requirements refer to the practical abilities and techniques employees need to perform different 

job activities effectively. 

Task analysis identifies the specific skills required to complete each task accurately and efficiently. 
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These may include technical skills, communication skills, computer skills, problem-solving skills and 

teamwork skills. 

Example: A bank cashier requires: 

• Computer operating skills to use banking software. 

• Cash-handling skills to manage money accurately. 

• Communication skills to interact with customers. 

• Numerical skills to perform financial calculations. 

5. Ability Requirements 

Ability requirements refer to the physical and mental capabilities necessary for employees to perform 

their job activities successfully. 

Task analysis identifies the abilities required to handle different responsibilities and workplace 

situations. 

These abilities may include concentration, memory, physical strength, logical thinking, numerical 

ability and decision-making. 

Example: A bank cashier requires concentration to avoid mistakes, numerical ability to calculate 

transactions and decision-making ability to handle certain customer-related situations. 

6. Performance Standards 

Performance standards refer to the expected level of quality, quantity, accuracy and time within which 

employees should complete their job activities. 

These standards help organisations measure whether employees are performing their duties according 

to the required expectations. 

They also provide a basis for performance evaluation and identifying areas where employees need 

improvement. 

Example: A bank cashier should process transactions accurately, maintain proper financial records 

and follow the bank's transaction procedures. 

7. Training Requirements 

Training requirements refer to the specific training and development activities needed to help 

employees perform their job tasks effectively. 

After identifying the tasks, knowledge, skills and abilities required, management examines whether 

employees possess the necessary competencies. 

If any gaps are identified, suitable training programmes are designed to improve employee 

performance. 

Example: If bank cashiers lack knowledge of new banking software, the organisation provides 

software training and practical demonstrations. 

Steps in Task Analysis 

1. Select the Job to Be Analysed 

The first step is to select the particular job or position that needs to be examined. 

Management identifies the job based on organisational requirements, performance problems, changes 

in technology or the need for employee training. 
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The selected job should be clearly defined so that the analysis can focus on its specific duties and 

responsibilities. 

Example: A hospital selects the nursing job for task analysis to understand the activities and 

competencies required by nurses. 

 

 

 

2. Collect Information About Job Activities 

After selecting the job, management collects detailed information about the activities performed by 

employees. 

Information can be collected through direct observation, interviews, questionnaires, job descriptions 

and discussions with supervisors. 

This helps management understand the actual nature of the job. 

Example: Hospital management collects information from nurses and supervisors about patient care, 

administering medicines and maintaining medical records. 

3. Identify the Major Tasks Involved 

In this step, management identifies the major activities and responsibilities associated with the 

selected job. 

The tasks are listed according to their importance, frequency and relationship with job performance. 

This provides a clear picture of what employees are expected to do. 

Example: The major tasks of a nurse include monitoring patients, administering medicines, assisting 

doctors and maintaining patient records. 

4. Break Down Tasks into Smaller Activities 

After identifying the major tasks, each task is divided into smaller activities or steps. 

This helps management understand how each task is performed and what specific actions are required 

to complete it successfully. 

It also makes it easier to identify the skills and knowledge needed for individual activities. 

Example: The task of administering medicines can be divided into checking the prescription, 

verifying the patient's identity, preparing the medicine, administering it and recording the details. 

5. Identify the Knowledge Required 

Management identifies the theoretical knowledge employees must possess to perform the identified 

tasks correctly. 

This includes subject knowledge, rules, procedures, technical information and organisational policies. 

Identifying knowledge requirements helps determine the theoretical content that should be included in 

employee training programmes. 

Example: Nurses require knowledge of medicines, medical terminology, patient care procedures and 

hospital safety rules. 
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6. Identify the Skills and Abilities Required 

In this step, management identifies the practical skills and physical or mental abilities necessary for 

performing each task. 

Skills explain how employees should perform activities, while abilities explain the capabilities 

required to handle those activities. 

This information helps organisations understand the competencies needed for successful job 

performance. 

Example: Nurses require communication skills, observation skills, practical medical skills, 

concentration and emergency response abilities. 

7. Establish Performance Standards 

After identifying the required competencies, management establishes standards for measuring 

successful job performance. 

These standards explain how accurately, efficiently and safely employees should perform their tasks. 

They provide a basis for evaluating employee performance and identifying areas that require 

improvement. 

Example: Nurses are expected to administer medicines according to medical instructions, maintain 

accurate patient records and follow hospital safety procedures. 

8. Compare Required Competencies with Existing Competencies 

In this step, management compares the knowledge, skills and abilities required for the job with the 

competencies currently possessed by employees. 

This comparison helps identify differences between expected performance and actual employee 

capabilities. 

Such differences are known as competency gaps. 

Example: A hospital discovers that some nurses have sufficient medical knowledge but lack the 

practical skills required to operate newly introduced medical equipment. 

9. Identify Training Needs 

After identifying competency gaps, management determines the type of training required to improve 

employee performance. 

Training needs are identified according to the seriousness of the gaps and the importance of the tasks 

involved. 

This ensures that training is provided in the areas where employees need improvement. 

Example: If nurses lack emergency response skills, the hospital identifies the need for emergency 

care and first-aid training. 

10. Prepare Suitable Training Recommendations 

The final step is to recommend suitable training programmes based on the identified training 

requirements. 

Management selects appropriate training methods, materials, trainers and schedules to improve 

employees' knowledge and skills. 
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The training recommendations should be directly related to the job requirements and organisational 

objectives. 

Example: The hospital arranges practical demonstrations, emergency simulations and medical 

equipment training to improve nurses' job performance. 

Methods of Task Analysis 

1. Direct Observation 

Direct observation is a method in which supervisors, managers or trainers watch employees while 

they perform their regular job activities. 

By observing employees, management can understand how tasks are performed, what procedures are 

followed and what difficulties employees face. 

This method provides first-hand information about actual workplace activities and helps identify 

practical training requirements. 

Example: A supervisor observes factory workers operating machines to identify whether they follow 

the correct operating and safety procedures. 

2. Interviews 

The interview method involves conducting direct conversations with employees, supervisors and 

managers to collect information about job activities and responsibilities. 

Questions are asked about the tasks performed, difficulties faced, skills required and procedures 

followed during work. 

Interviews provide detailed information and allow management to clarify doubts by asking additional 

questions. 

Example: A manager interviews hospital nurses to understand their daily responsibilities and identify 

the skills required for patient care. 

3. Questionnaires 

The questionnaire method involves distributing a structured set of questions among employees to 

collect information about their job activities and responsibilities. 

Employees provide details about the tasks they perform, the difficulties they face and the skills they 

need to complete their work. 

This method is useful when an organisation has a large number of employees because information can 

be collected from many people within a short period. 

Example: A company distributes questionnaires among office employees to understand their daily 

activities and the computer skills required to perform them. 

4. Job Analysis 

Job analysis is a systematic process of studying a particular job to identify its duties, responsibilities, 

working conditions and required qualifications. 

Management examines job descriptions and job specifications to understand the nature of the job and 

the competencies required to perform it. 

This information helps identify the tasks involved and the training needed to improve employee 

performance. 
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Example: A company studies the job description of an accountant to identify responsibilities such as 

preparing financial statements, maintaining records and managing accounts. 

5. Work Sampling 

Work sampling is a method of examining how employees spend their working time by observing and 

recording their activities at selected intervals. 

It helps management understand how much time employees spend on different tasks and identify 

activities that require improvement. 

This method is useful for identifying time wastage, workload distribution and opportunities for better 

work efficiency. 

Example: A supervisor observes an office employee at different intervals and records the time spent 

on data entry, customer enquiries, report preparation and other activities. 

6. Critical Incident Technique 

The Critical Incident Technique is a method of identifying important workplace incidents that show 

particularly effective or ineffective employee performance. 

Management collects information about specific situations in which employees performed 

exceptionally well or made serious mistakes. 

These incidents are analysed to understand the behaviours, skills and knowledge responsible for 

successful or unsuccessful performance. 

This helps organisations identify specific training requirements and develop practical training 

activities. 

Example: In a hospital, management studies incidents where nurses successfully handled emergency 

situations and incidents where delays occurred due to improper procedures. Based on this information, 

the hospital arranges emergency response training. 

Example of Task Analysis 

Example: Task Analysis of Nurses in a Hospital 

In a hospital, nurses are responsible for providing patient care and assisting doctors in medical 

activities. 

Task analysis helps identify the major duties and competencies required for nurses. 

Major Tasks Required Competencies 

Administering medicines Medical knowledge and accuracy 

Monitoring patients Observation and concentration 

Maintaining medical records Computer and documentation skills 

Assisting doctors Communication and teamwork 

Handling emergencies Decision-making and emergency response abilities 

Explanation: 

1. Administering Medicines: Nurses must understand prescriptions, medicine dosages and proper 

procedures for administering medicines. 
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2. Monitoring Patients: Nurses must observe patients' health conditions and identify changes that 

require medical attention. 

3. Maintaining Medical Records: Nurses must record patient information accurately and maintain 

proper documentation. 

4. Assisting Doctors: Nurses must communicate effectively and cooperate with doctors during medical 

procedures. 

5. Handling Emergencies: Nurses must remain calm, respond quickly and follow appropriate 

emergency procedures. 

Based on this analysis, the hospital identifies the knowledge, skills and abilities required by nurses 

and prepares suitable training programmes to improve their performance. 

Advantages of Task Analysis 

1. Improves Job Performance 

Task analysis helps employees understand their duties, responsibilities and correct working 

procedures. When employees receive proper training based on job requirements, they can perform 

their activities more efficiently and accurately. 

2. Identifies Specific Training Requirements 

It helps management identify the exact knowledge, skills and abilities required for each job. This 

makes it easier to determine which employees need training and what type of training should be 

provided. 

3. Reduces Workplace Errors 

Task analysis identifies the correct methods and procedures for completing job activities. Training 

based on these requirements helps employees avoid mistakes and perform their work correctly. 

4. Improves Safety 

It helps identify dangerous activities, workplace risks and safety requirements associated with 

different jobs. Organisations can provide suitable safety training to reduce accidents and protect 

employees. 

5. Helps Develop Job-Specific Training Materials 

Task analysis provides detailed information about job activities and required competencies. This helps 

trainers prepare relevant training manuals, presentations, practical exercises and demonstrations 

according to specific job requirements. 

6. Establishes Clear Performance Standards 

Task analysis helps organisations define the expected quality, quantity, accuracy and time required to 

complete job activities. These standards guide employees and help managers evaluate their 

performance effectively. 

Conclusion 

Task Analysis is an important stage of Training Needs Assessment because it focuses on identifying 

the activities, duties and responsibilities involved in a particular job. It also determines the knowledge, 

skills and abilities required to perform those activities successfully. By conducting task analysis, 

organisations can identify competency gaps, prepare job-specific training programmes, improve 
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employee efficiency and reduce workplace errors. Therefore, task analysis plays an important role in 

effective training programme design and overall organisational development. 

 

 

 

 

 

 

5. Knowledge, Skills and Abilities (KSA) Analysis 

Meaning 

KSA Analysis refers to the process of identifying and assessing the Knowledge, Skills and Abilities 

required by employees to perform their jobs successfully and efficiently. 

It helps organisations understand three important things: what employees must know, what they must 

be able to do and what capabilities they must possess to perform their job responsibilities. 

KSA Analysis is an important part of Human Resource Management because it helps organisations 

identify employee competencies, find skill gaps, select suitable candidates and design effective 

training programmes. 

It also helps management place the right employees in the right jobs and improve their overall 

performance. 

Example: A marketing manager should have knowledge of marketing principles, skills in 

communication and negotiation, and abilities such as analytical thinking and decision-making. 

Knowledge 

Knowledge refers to the information, facts, principles, theories and concepts that an employee must 

understand to perform a particular job effectively. 

It represents what a person knows about a subject or area of work. Employees gain knowledge 

through education, training, reading, observation and work experience. 

Knowledge helps employees understand their job responsibilities, follow organisational procedures 

and make correct decisions. 

Examples: 

• Knowledge of Accounting Principles: Employees working in the accounts department should 

understand accounting rules, financial statements and bookkeeping procedures. 

• Knowledge of Company Policies: Employees should understand organisational rules, regulations, 

procedures and workplace policies. 

• Knowledge of Computer Applications: Employees should know how to use software such as MS 

Word, MS Excel and other applications required for their jobs. 

• Knowledge of Marketing Techniques: Marketing employees should understand advertising, selling, 

branding and promotional activities. 

• Knowledge of Safety Procedures: Factory employees should understand workplace safety rules, 

emergency procedures and equipment handling instructions. 

Importance of Knowledge 

1. Helps Employees Understand Their Responsibilities 
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Knowledge helps employees understand their job duties, responsibilities and work procedures. When 

employees have proper knowledge, they know what tasks they must perform and how to perform 

them correctly. 

2. Improves Decision-Making 

Employees with sufficient knowledge can understand workplace situations, analyse available 

information and make appropriate decisions. It helps them solve problems and avoid unnecessary 

mistakes. 

 

3. Reduces Mistakes 

Proper knowledge helps employees understand the correct methods and procedures for completing 

their work. This reduces errors, misunderstandings and incorrect work practices. 

4. Increases Job Confidence 

Employees who possess sufficient knowledge feel more confident while performing their duties. They 

can handle work responsibilities independently and complete tasks without depending too much on 

others. 

Skills 

Skills refer to the learned abilities that enable employees to perform specific tasks or activities 

effectively and efficiently. 

Skills represent what a person can do in practical situations. They are generally developed through 

education, training, practice and work experience. 

Employees need different types of skills depending on their job responsibilities. Good skills help 

employees complete their work accurately, solve problems and achieve organisational objectives. 

Examples: 

• Communication Skills: The ability to share information clearly through speaking, writing and 

listening. 

• Leadership Skills: The ability to guide, motivate and manage a group of employees towards 

achieving common goals. 

• Technical Skills: The ability to use machines, tools, equipment and specialised software. 

• Computer Skills: The ability to operate computers and use different applications for completing 

work. 

• Problem-Solving Skills: The ability to identify problems, analyse situations and find suitable 

solutions. 

• Time-Management Skills: The ability to plan activities, set priorities and complete work within the 

given time. 

Types of Skills 

1. Technical Skills 

Technical skills refer to the practical knowledge and abilities required to operate machines, 

equipment, tools and software related to a particular job. 

These skills are especially important in technical, engineering, manufacturing and computer-related 

jobs. 

Example: A computer operator should know how to use computer applications, while a machine 

operator should know how to operate and maintain industrial machines. 
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2. Human Skills 

Human skills refer to the ability to communicate, cooperate and maintain good relationships with 

other people in the workplace. 

These skills help employees work effectively in teams, understand others' opinions, handle conflicts 

and maintain positive relationships. 

Example: A team leader should be able to communicate with team members, motivate employees and 

solve workplace conflicts. 

3. Conceptual Skills 

Conceptual skills refer to the ability to understand complex situations, analyse different factors and 

see how various activities are connected within an organisation. 

These skills help managers understand organisational problems and make decisions that support long-

term goals. 

Example: A senior manager should understand how marketing, finance, production and human 

resources work together to achieve organisational objectives. 

4. Managerial Skills 

Managerial skills refer to the abilities required to plan, organise, direct, coordinate and control 

organisational activities. 

These skills help managers manage employees, allocate resources, solve problems and achieve 

organisational targets. 

Example: A department manager should be able to prepare work schedules, assign duties, monitor 

employee performance and manage departmental activities. 

Importance of Skills 

1. Improves Productivity 

Employees with good skills can complete their tasks more effectively and produce better results 

within a given period. This increases individual and organisational productivity. 

2. Increases Work Efficiency 

Skills help employees perform their duties with greater speed, accuracy and confidence. They can 

complete tasks using appropriate methods and avoid unnecessary delays. 

3. Improves Quality 

Employees with proper skills can maintain work standards and reduce mistakes. This improves the 

quality of products and services offered by the organisation. 

4. Helps Employees Handle Challenging Situations 

Skilled employees can face unexpected problems, understand difficult situations and find suitable 

solutions. This helps them perform effectively even under pressure. 

3. Abilities 

Abilities refer to the natural or developed physical and mental capabilities of an individual to perform 

different activities successfully. 

They represent what a person is capable of doing. Abilities help employees understand information, 

analyse situations, solve problems and perform physical or mental tasks. 
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Some abilities may be natural, while others can be improved through education, practice, experience 

and development activities. 

Organisations assess employee abilities to understand their potential and determine whether they are 

suitable for particular job responsibilities. 

Examples: 

• Analytical Ability: The ability to examine information, understand facts and draw logical 

conclusions. 

• Numerical Ability: The ability to understand numbers, perform calculations and interpret numerical 

information. 

• Logical Reasoning: The ability to think logically, identify relationships and reach reasonable 

conclusions. 

• Physical Strength: The physical capacity to perform tasks that require strength, stamina and physical 

effort. 

• Memory: The ability to remember information, instructions, procedures and important details. 

• Decision-Making Ability: The ability to evaluate different alternatives and select the most 

appropriate course of action. 

Importance of Abilities 

1. Helps Identify Employee Potential 

Assessing abilities helps management understand the natural strengths and capabilities of employees. 

It helps identify employees who have the potential to perform higher-level responsibilities. 

2. Supports Proper Job Placement 

Different jobs require different physical and mental abilities. Assessing employee abilities helps 

organisations place suitable individuals in appropriate positions according to their capabilities. 

3. Improves Work Performance 

Employees who possess the abilities required for their jobs can understand tasks, handle 

responsibilities and complete work effectively. This improves their overall job performance. 

4. Helps Identify Individual Development Requirements 

Ability assessment helps management understand the areas where employees need further 

development. Based on the results, suitable training and development programmes can be provided. 

Difference Between Knowledge, Skills and Abilities 

Knowledge, skills and abilities are three important components of employee competency. Although 

they are closely related, they have different meanings. 

Basis Knowledge Skills Abilities 

Meaning What a person knows What a person can do What a person is capable of doing 

Nature Information and understanding Practical capability Mental or physical capacity 

Development Education and learning Practice and training Experience and development 

Focus Understanding concepts Performing tasks Having the capacity to perform 

Example Accounting knowledge Preparing accounts Numerical ability 

Simple explanation with an example: 
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Consider an employee working in an accounts department. 

• Knowledge: The employee understands accounting principles and financial rules. 

• Skills: The employee can prepare financial statements and maintain accounts. 

• Abilities: The employee has numerical ability, logical thinking and analytical ability. 

Therefore, knowledge explains what an employee knows, skills explain what an employee can do and 

abilities explain what an employee is capable of doing. 

Steps in KSA Analysis 

1. Identify the Job 

The first step is to identify the particular job or position for which KSA analysis is required. 

Management should clearly understand the nature of the job, its purpose and the responsibilities 

associated with it. 

This helps determine the specific competencies required for successful job performance. 

Example: An organisation identifies the marketing manager position for KSA analysis. 

2. Study Job Responsibilities 

After identifying the job, management studies the duties, responsibilities and activities performed by 

the employee. 

This includes understanding daily tasks, decision-making responsibilities, reporting relationships and 

performance expectations. 

Job descriptions and job specifications can be used to collect this information. 

Example: A marketing manager is responsible for planning marketing activities, managing 

promotional campaigns, analysing markets and supervising the marketing team. 

3. Identify Required Knowledge 

In this step, management identifies the information, concepts, principles and subject knowledge that 

an employee must possess to perform the job successfully. 

The required knowledge should be directly related to the job responsibilities and organisational 

requirements. 

Example: A marketing manager should have knowledge of marketing principles, consumer 

behaviour, market research, advertising and branding. 

4. Identify Required Skills 

Management identifies the practical skills required to perform the different job activities effectively. 

These skills may include technical skills, communication skills, leadership skills, computer skills and 

problem-solving skills. 

Identifying the required skills helps the organisation understand what employees must be able to do in 

their jobs. 

Example: A marketing manager requires communication, negotiation, presentation, teamwork and 

planning skills. 
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5. Identify Required Abilities 

In this step, management identifies the mental and physical capabilities necessary to perform the job 

effectively. 

These abilities may include analytical thinking, numerical ability, creativity, logical reasoning, 

memory and decision-making ability. 

Example: A marketing manager requires analytical ability to understand market trends, creativity to 

develop promotional ideas and decision-making ability to select suitable marketing strategies. 

6. Assess Employees' Existing KSA 

After identifying the required KSA, management evaluates the existing knowledge, skills and abilities 

of employees. 

This can be done through interviews, observation, performance appraisal, skill tests and other 

assessment methods. 

The purpose is to understand what employees already know and what they can perform. 

Example: The organisation conducts an assessment to check whether its marketing manager has 

sufficient marketing knowledge, communication skills and analytical abilities. 

7. Identify Competency Gaps 

A competency gap refers to the difference between the KSA required for a job and the KSA currently 

possessed by an employee. 

Management compares the required competencies with the employee's existing competencies to 

identify areas that need improvement. 

This helps determine the exact training and development requirements. 

Example: If a marketing manager has good marketing knowledge but lacks negotiation skills, the 

organisation identifies negotiation as a competency gap. 

8. Design Training Programmes 

After identifying competency gaps, the organisation designs suitable training programmes to improve 

employees' knowledge, skills and abilities. 

Training content, methods, schedules and learning materials are selected according to the identified 

requirements. 

The programme should focus on improving the specific competencies that employees lack. 

Example: If employees lack presentation and negotiation skills, the organisation arranges 

communication and negotiation skills training. 

9. Evaluate Improvement After Training 

The final step is to evaluate whether the training programme has successfully improved employees' 

knowledge, skills and abilities. 

Management can conduct tests, practical assessments, performance reviews and workplace 

observations to measure improvement. 

The evaluation helps determine whether employees have achieved the expected competency levels 

and whether additional training is required. 
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Example: After negotiation training, management observes marketing employees during customer 

negotiations to check whether their performance has improved. 

Example of KSA Analysis 

Example: KSA Analysis for a Marketing Manager 

A marketing manager is responsible for promoting products, understanding customer requirements, 

managing marketing activities and achieving sales targets. 

The organisation identifies the following KSA requirements: 

Component Requirements 

Knowledge Marketing principles, consumer behaviour, market research and advertising 

Skills Communication, negotiation, presentation, leadership and planning 

Abilities Analytical thinking, creativity, numerical ability and decision-making 

Explanation: 

Knowledge: The marketing manager should understand marketing principles, customer behaviour 

and advertising techniques to develop effective marketing strategies. 

Skills: The manager should have communication, negotiation and presentation skills to interact with 

customers and guide the marketing team. 

Abilities: The manager should possess analytical thinking, creativity and decision-making abilities to 

study market conditions and select suitable marketing strategies. 

Based on the KSA assessment, the organisation identifies the areas where the marketing manager 

needs improvement and provides appropriate training. 

Conclusion 

KSA Analysis is an important process in Human Resource Management that helps organisations 

identify the Knowledge, Skills and Abilities required for different jobs. Knowledge refers to what 

employees know, skills refer to what they can do and abilities refer to what they are capable of doing. 

KSA analysis helps identify competency gaps, select suitable employees, design effective training 

programmes and improve job performance. Therefore, it plays an important role in recruitment, 

employee development, training and overall organisational success. 

 

 

6. Person Analysis 

Meaning 

Person Analysis means checking individual employees to find out who needs training and what skills 

or knowledge they need to improve. 

It focuses on the individual employee rather than the organisation or the job. 

Objectives of Person Analysis 

1. Identify employees who need training: To find out which employees require training to improve 

their work. 
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2. Evaluate individual employee performance: To check how well each employee is performing 

their duties. 

3. Identify individual skill gaps: To find out which skills employees are lacking and need to 

develop. 

4. Understand employee strengths and weaknesses: To identify what employees are good at and 

where they need improvement. 

5. Provide training according to individual needs: To give suitable training based on each 

employee's requirements. 

6. Improve employee productivity: To help employees work better, faster and more efficiently. 

7. Support career development: To help employees improve their abilities and grow in their careers. 

Factors Considered in Person Analysis 

1. Employee Performance 

It means checking how well an employee performs their work. The organisation compares actual 

work with expected standards to find areas that need improvement. 

2. Knowledge Level 

It means checking how much an employee knows about their job. The organisation identifies whether 

the employee has enough knowledge to perform the work correctly. 

3. Skills Level 

It means checking the practical skills of an employee. It helps identify which skills are good and 

which skills need more training. 

4. Abilities 

It means checking the mental and physical capabilities of an employee. These abilities help employees 

perform their duties effectively. 

5. Attitude and Motivation 

It means checking the employee's behaviour, interest and willingness to work and learn new things. 

Positive attitudes and motivation help employees perform better. 

6. Experience 

It means checking the employee's previous work experience and training. It helps the organisation 

understand what the employee has already learned and what further training is needed. 

Methods of Person Analysis 

1. Performance Appraisal 

It means evaluating an employee's work and comparing it with the expected performance standards. It 

helps identify good performance and areas that need improvement. 

2. Interviews 

It means asking employees questions about their work problems, difficulties and training needs. It 

helps managers understand individual requirements. 
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3. Questionnaires 

It means collecting information from employees through written questions. It helps understand their 

knowledge, skills and training requirements. 

4. Skill Tests 

It means testing employees' practical abilities by giving them work-related tasks. It helps identify 

whether they have the required skills. 

5. Observation 

It means watching employees while they perform their actual work. It helps managers identify their 

mistakes, strengths and weaknesses. 

6. Self-Assessment 

It means allowing employees to check their own performance, strengths and weaknesses. It helps 

employees understand where they need improvement. 

7. 360-Degree Feedback 

It means collecting feedback about an employee from different people, such as managers, colleagues, 

subordinates and supervisors. It gives a complete picture of employee performance. 

Steps in Person Analysis 

 

1. Identify employees to be assessed: Select the employees whose performance needs to be checked. 

2. Establish individual performance standards: Set clear standards for how employees should 

perform their work. 

3. Collect employee performance information: Gather details about employees' work and 

performance. 

4. Assess existing knowledge and skills: Check what employees already know and what skills they 

have. 

5. Compare actual and expected performance: Compare employees' present performance with the 

required performance. 

6. Identify individual competency gaps: Find out the difference between employees' existing 

abilities and required abilities. 

7. Determine whether training is required: Decide whether employees need training to improve 

their performance. 

8. Recommend suitable training programmes: Suggest the right training according to each 

employee's needs. 

9. Evaluate employee improvement after training: Check whether employees' performance has 

improved after receiving training. 

Example 

A company checks the performance of its sales employees. It finds that some employees have good 

product knowledge but poor communication and negotiation skills. 

So, the company provides communication and sales training to those employees to improve their 

performance. 
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Advantages of Person Analysis 

 

1. Identifies employees who require training: Helps find out which employees need training. 

2. Provides individualised training: Gives training according to the needs of each employee. 

3. Improves employee performance: Helps employees perform their work better. 

4. Identifies strengths and weaknesses: Helps understand employees' strong and weak areas. 

5. Helps in career development: Supports employees in improving their skills and getting better 

career opportunities. 

6. Increases employee confidence: Training helps employees feel more confident in their work. 

7. Reduces unnecessary training expenditure: Avoids spending money on training employees who 

do not need it. 

 

 

 

 

Conclusion 

Person Analysis is an important part of Training Needs Assessment. It identifies which employees 

need training and what improvements they require. It helps provide the right training to the right 

employees and improves their performance. 

Easy revision – Remember these side headings 

Side heading Simple meaning 

Meaning What is Person Analysis? 

Objectives Why is it needed? 

Factors What things are checked in employees? 

Methods How is employee information collected? 

Steps How is Person Analysis done? 

Example Practical situation 

Advantages What are the benefits? 

Conclusion Final summary 
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7. Designing the Training Programme 

Meaning 

Designing a Training Programme means planning how to train employees, what they should learn, 

who will teach them and how the training will be conducted. 

It helps employees improve their knowledge, skills and abilities to perform their jobs effectively. 

Objectives of Training Programme Design 

1. Improve employee knowledge and skills: To help employees learn new things and develop their 

working skills. 

2. Achieve organisational goals: To train employees so that they can help the organisation achieve 

its targets. 

3. Improve employee productivity: To help employees complete more work in less time with better 

results. 

4. Provide structured learning: To arrange training in a proper order so employees can learn easily. 

5. Develop employee competencies: To improve employees' knowledge, skills and abilities required 

for their jobs. 

6. Improve the quality of work: To help employees perform their duties accurately and produce 

better results. 

7. Prepare employees for future responsibilities: To develop employees' skills so they can handle 

higher positions and new duties in the future. 

Important Elements of Training Programme Design 

1. Identification of Training Needs 

It means finding out what training employees require to perform their jobs better. The organisation 

identifies the gap between existing and required knowledge and skills. 

2. Setting Training Objectives 

It means deciding what employees should learn after completing the training. Objectives should be 

clear so that training results can be measured. 

Example: Employees should learn how to operate new accounting software. 

3. Selection of Training Content 

It means selecting the topics and information that should be taught during training. The content must 

be related to employees' job requirements. 

Example: Communication skills, technical knowledge, leadership and safety procedures. 

4. Selection of Training Methods 

It means choosing the best way to provide training to employees. The method should depend on the 

type of job and training requirements. 

Examples: 

• Lectures: Trainers explain topics to employees. 

• Demonstrations: Showing employees how to perform a task. 

• Group Discussions: Employees share ideas and opinions. 

• Case Studies: Studying real or imaginary situations to solve problems. 

• Role-playing: Employees act out different workplace situations. 

• On-the-Job Training: Employees learn while doing actual work. 

• E-learning: Employees learn through computers and the internet. 
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5. Selection of Trainers 

It means choosing qualified and experienced persons to provide training. Good trainers explain topics 

clearly and help employees understand the subject. 

6. Selection of Training Materials 

It means preparing the materials required for training. These materials help employees understand and 

remember the lessons easily. 

Examples: Books, manuals, presentations, videos, handbooks and practical exercises. 

7. Training Schedule 

It means deciding the date, time, duration and place of training. A proper schedule helps employees 

attend training without disturbing their regular work. 

8. Evaluation of Training 

It means checking whether the training programme has achieved its objectives. It helps the 

organisation understand whether employees have learned and improved their performance. 

Steps in Designing a Training Programme 

 

1. Identify Training Needs: Find out what knowledge and skills employees need to improve. 

2. Set Training Objectives: Decide what employees should learn from the programme. 

3. Prepare Training Content: Select the topics and materials that should be taught. 

4. Choose Training Methods: Select suitable methods such as lectures, demonstrations and practical 

training. 

5. Select Trainers: Choose qualified and experienced persons to teach employees. 

6. Decide Duration and Schedule: Fix the training dates, timings, duration and location. 

7. Implement the Programme: Conduct the training according to the prepared plan. 

8. Evaluate the Programme: Check whether employees have learned and improved after training. 

Principles of Effective Training Programme Design 

 

1. Training should be based on actual needs: Training must be provided according to the real 

requirements of employees. 

2. Objectives should be clear and measurable: Training goals must be easy to understand and 

evaluate. 

3. Content should be job-related: Training topics should be useful for employees' actual work. 

4. Training methods should be appropriate: The organisation should choose suitable methods 

according to the type of training. 

5. Employees should actively participate: Employees should take part in discussions, activities and 

practical exercises. 

6. Training should provide practical experience: Employees should get opportunities to practise 

what they learn. 

7. Feedback should be provided regularly: Trainers should give suggestions to employees about 

their performance and improvement. 

8. Learning should be evaluated: The organisation should check whether employees have achieved 

the training objectives. 

Example 

A company introduces new HR management software. Employees do not know how to use it. 
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So, the company prepares a training programme covering: 

• Introduction to the software. 

• Entering employee details. 

• Processing salaries. 

• Preparing reports. 

After training, the company checks whether employees can use the software properly. 

Conclusion 

Designing a Training Programme is an important part of Human Resource Development. It helps 

organisations plan proper training, improve employee knowledge and skills and increase overall work 

performance. 

Easy Revision – Remember These Side Headings 

Side heading Simple meaning 

Meaning What is training programme design? 

Objectives Why is training designed? 

Elements What things are needed to design training? 

Steps How is a training programme prepared? 

Principles What rules should be followed? 

Example Practical situation 

Conclusion Final summary 

Important exam tip: Remember these three differences: 

• Objectives = Why training is needed. 

• Elements = What is required to design training. 

• Steps = How to design and conduct training. 

These three are important headings for preparing a good exam answer. 
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8. Steps and Sequence in Training Programme Design 

Meaning 

Steps and Sequence refer to the systematic arrangement of training activities and learning content in a 

proper and logical order. It means planning the training programme step by step so that employees can 

understand and learn effectively. 

A good training programme starts with basic knowledge and gradually moves towards advanced 

topics and practical activities. This helps employees gain knowledge, develop skills and improve their 

performance without confusion. 

For example, in computer training, employees should first learn basic computer operations before 

learning advanced software applications. 

Steps in Training Programme Design 

1. Identify Training Needs 

Identifying training needs is the first and most important step in designing a training programme. It 

means finding out the areas where employees lack knowledge, skills or abilities and need 

improvement. 

Management should identify the difference between the employees' present performance and the 

expected performance. This helps the organisation understand what type of training is required. 

Training needs can be identified through employee performance reports, interviews, observation, 

customer feedback and discussions with supervisors. 

Example: If employees are unable to communicate properly with customers, the organisation may 

arrange communication skills training. 

2. Define Learning Objectives 

Learning objectives refer to the specific goals that an organisation wants to achieve through training. 

They explain what employees should know or be able to do after completing the training programme. 

Objectives should be clear, specific and measurable. Proper objectives help trainers plan the training 

content and select suitable training methods. They also help management evaluate whether the 

training programme has achieved its purpose. 

Example: After completing computer training, employees should be able to prepare documents, 

create spreadsheets and send emails independently. 

3. Identify Target Participants 

Identifying target participants means deciding which employees or departments should attend the 

training programme. 

Not all employees require the same type of training. Training should be provided according to the job 

responsibilities, experience, skills and needs of employees. 

Management should identify whether the training is required for new employees, existing employees, 

supervisors, managers or a particular department. 

Example: New employees may receive induction training, while sales employees may receive 

customer handling and selling skills training. 
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4. Develop Training Content 

Developing training content means preparing the topics, information, materials and activities that will 

be taught during the training programme. 

The content should be relevant to the employees' job requirements and training objectives. It should 

be arranged from simple topics to difficult topics so that employees can understand the subject easily. 

Training content may include textbooks, presentations, videos, case studies, practical exercises, 

demonstrations and group discussions. 

Example: In customer service training, the content may include communication skills, customer 

complaints handling, problem-solving and customer satisfaction. 

5. Select Training Methods 

Selecting training methods means choosing the most suitable techniques for delivering training to 

employees. 

Different training methods are used depending on the nature of the job, learning objectives, number of 

participants and available resources. 

Some common training methods include: 

• Lecture method: The trainer explains information and concepts to employees. 

• Demonstration method: The trainer shows employees how to perform a particular task. 

• Role-playing: Employees act out different workplace situations to develop practical skills. 

• Group discussion: Employees share ideas and learn from one another. 

• On-the-job training: Employees learn by performing actual job duties under the guidance of 

experienced workers. 

Example: Employees working in a manufacturing company may receive practical training through 

demonstrations and on-the-job training. 

6. Arrange Training Resources 

Arranging training resources means making all the necessary facilities and materials available before 

conducting the training programme. 

Proper resources help trainers conduct training smoothly and make learning more effective. 

The organisation should arrange: 

• Qualified and experienced trainers. 

• Classrooms or training centres. 

• Computers and projectors. 

• Training manuals and study materials. 

• Equipment and other required tools. 

• Necessary financial resources. 

Example: For computer training, the organisation should arrange computers, internet facilities, 

software, trainers and a suitable training room. 

7. Prepare Training Schedule 

Preparing a training schedule means deciding the dates, timings, duration and timetable of the training 

programme. 

A proper schedule ensures that training activities are organised without disturbing the regular work of 

employees. 
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Management should decide the starting date, ending date, daily training hours, break times and topics 

to be covered in each session. 

The schedule should be convenient for both employees and trainers. 

Example: An organisation may arrange a five-day training programme from 10 AM to 1 PM for its 

new employees. 

8. Conduct Training 

Conducting training means actually implementing the training programme according to the planned 

schedule and objectives. 

During this stage, trainers explain the topics, provide practical demonstrations, conduct activities and 

encourage employees to participate. 

Employees should be given opportunities to ask questions, share ideas and practise the skills they 

have learned. 

The trainer should ensure that all participants understand the topics properly. 

Example: During sales training, employees may be taught how to communicate with customers, 

explain products and handle customer objections through practical activities. 

9. Evaluate Training 

Evaluating training means measuring the effectiveness and success of the training programme. 

It helps management understand whether employees have gained the required knowledge and skills 

after completing the training. 

Training effectiveness can be evaluated through written tests, practical examinations, employee 

feedback, observation and performance reports. 

Evaluation also helps identify weaknesses in the training programme and make improvements for 

future training. 

Example: After computer training, employees may be asked to prepare a spreadsheet to check 

whether they have learned the required skills. 

 

Sequence of Training Activities 

The sequence of training activities refers to the order in which different learning activities are 

conducted during the training programme. A proper sequence helps employees understand the subject 

step by step, starting from basic knowledge and moving towards advanced learning. 

1. Introduction 

Introduction is the first stage of the training activity. In this stage, the trainer explains the purpose, 

importance and objectives of the training programme. 

Employees are informed about what they are going to learn and how the training will help them 

improve their job performance. 

This stage creates interest among employees and prepares them mentally for the training. 

Example: Before starting computer training, the trainer explains the importance of computer 

knowledge in daily office work. 
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2. Basic Knowledge 

Basic knowledge refers to providing fundamental information and concepts related to the training 

subject. 

At this stage, the trainer explains the basic principles, definitions, rules and procedures that employees 

must understand before learning advanced topics. 

This creates a strong foundation for further learning and reduces confusion. 

Example: In computer training, employees first learn about computer parts, keyboard functions, 

mouse operations and basic computer operations. 

3. Skill Development 

Skill development means teaching employees the practical abilities and techniques required to 

perform their jobs effectively. 

At this stage, employees learn how to apply the knowledge they have gained. The trainer provides 

guidance, instructions and demonstrations to help employees develop the required skills. 

It improves employees' confidence, accuracy and efficiency. 

Example: In computer training, employees learn how to type documents, use spreadsheets and 

prepare presentations. 

4. Practical Application 

Practical application means giving employees opportunities to use their knowledge and skills in real 

or simulated work situations. 

Employees perform exercises, demonstrations, activities and practical tasks to gain experience. 

This stage helps employees understand how theoretical knowledge can be applied in actual workplace 

situations. It also improves their problem-solving ability. 

Example: Employees are asked to prepare a report using spreadsheet software after learning its basic 

functions. 

5. Advanced Learning 

Advanced learning refers to teaching complex topics, advanced techniques and higher-level problem-

solving skills after employees have understood the basic concepts. 

At this stage, employees gain deeper knowledge and learn how to handle difficult tasks 

independently. 

It helps employees improve their professional abilities and prepare for greater responsibilities. 

Example: In computer training, employees learn advanced spreadsheet functions, data analysis and 

automation techniques. 

6. Assessment 

Assessment means checking the knowledge, skills and abilities employees have gained through the 

training programme. 

It helps the trainer understand whether employees have achieved the learning objectives. 
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Assessment can be conducted through written tests, practical examinations, assignments, 

demonstrations and question-and-answer sessions. 

It also identifies areas where employees require additional training. 

Example: After computer training, employees may be asked to create a document, prepare a 

spreadsheet and give a presentation. 

7. Feedback and Follow-up 

Feedback and follow-up refer to collecting opinions about the training programme and checking 

employees' performance after the training. 

The trainer collects feedback from employees regarding the quality of training, teaching methods, 

learning materials and difficulties faced during the programme. 

Follow-up activities help management check whether employees are applying their newly learned 

skills in their actual work. 

If any problems are identified, additional guidance or further training can be provided. 

Example: After completing customer service training, management observes employees while 

handling customers to check whether their communication skills have improved. 

 

Importance of Proper Sequence 

1. Makes Learning Systematic 

A proper sequence arranges training activities in an organised manner. Employees can learn each 

topic step by step without missing important information. 

2. Helps Employees Understand Basic Concepts First 

Training starts with simple and fundamental concepts before moving to difficult topics. This creates a 

strong foundation and makes advanced learning easier. 

3. Improves Learning Efficiency 

When training activities are arranged in a logical order, employees can understand and remember 

information more effectively. It saves time and improves the overall learning process. 

4. Avoids Confusion 

Teaching advanced topics without explaining the basics may confuse employees. Proper sequencing 

helps employees understand each topic clearly before moving to the next one. 

5. Increases Employee Participation 

When training is organised properly and topics are easy to understand, employees become more 

interested and actively participate in discussions and practical activities. 

6. Helps Achieve Training Objectives 

A systematic sequence ensures that all important topics and activities are covered. This helps 

employees develop the required knowledge and skills and achieve the training objectives. 
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7. Makes Evaluation Easier 

Proper sequencing makes it easier for trainers to assess employees' learning at different stages. They 

can identify whether employees have understood the basic and advanced topics. 

Example of Proper Sequence in Computer Training 

In computer training, employees should learn topics in the following order: 

Basic Computer Knowledge: Understanding computer parts, keyboard, mouse and basic operations. 

Operating System: Learning how to start, shut down and manage files on a computer. 

Software Applications: Learning how to use MS Word, Excel and PowerPoint. 

Practical Exercises: Preparing documents, spreadsheets and presentations. 

Advanced Functions: Learning advanced software features and data management. 

Assessment: Conducting practical tests to check employees' computer skills. 

Feedback and Follow-up: Collecting feedback and checking employees' performance at work. 

This sequence helps employees move from basic computer knowledge to advanced computer skills in 

a systematic manner. 

Conclusion 

Proper steps and sequence are essential for effective training programme design. The steps help 

management plan and organise the training programme, while the sequence ensures that learning 

activities are conducted in a logical order. Starting from basic knowledge and gradually moving 

towards advanced learning helps employees understand concepts easily, develop practical skills and 

improve their job performance. Therefore, a properly designed training programme helps achieve 

organisational goals and improves overall employee efficiency. 
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9. Syllabus Development in Training Programme 

Meaning 

A syllabus is a structured outline of the subjects, topics, activities and learning content that will be 

covered in a training programme. It explains what employees will learn during the training and how 

the topics will be organised. 

Syllabus development refers to the process of selecting, organising and arranging training topics 

according to the training objectives, employee requirements and organisational needs. 

A properly developed syllabus provides a clear direction to both trainers and employees. It ensures 

that all important topics are covered within the available time and helps employees gain the required 

knowledge and skills. 

Example: In a communication skills training programme, the syllabus may include verbal 

communication, non-verbal communication, listening skills, presentation skills and group discussions. 

Objectives of Syllabus Development 

1. To Provide a Clear Direction for Training 

A syllabus provides a clear plan of what should be taught during the training programme. It guides 

trainers about the topics to be covered and helps employees understand what they are expected to 

learn. This prevents unnecessary confusion and keeps the training focused on its objectives. 

 

2. To Organise Training Topics Systematically 

Syllabus development helps arrange training topics in a proper and logical order. Basic topics are 

introduced first, followed by advanced topics. This makes learning easier and helps employees 

understand the subject step by step. 

3. To Ensure All Important Topics Are Covered 

A well-prepared syllabus ensures that all essential topics related to the training programme are 

included. It prevents trainers from missing important information and helps employees gain complete 

knowledge of the subject. 

4. To Avoid Unnecessary Content 

Syllabus development helps trainers select only relevant topics that are useful for employees and their 

job responsibilities. Unnecessary or unrelated information is avoided. This saves time and allows 

employees to concentrate on important learning activities. 

5. To Improve Learning Outcomes 

A properly designed syllabus helps employees acquire the required knowledge, skills and abilities. 

When topics are arranged according to learning objectives, employees can understand the content 

more effectively and apply their learning in the workplace. 

6. To Make Training Evaluation Easier 

A syllabus provides information about what has been taught and what employees are expected to 

learn. Based on this, trainers can conduct tests, assignments and practical activities to measure 

learning progress and training effectiveness. 
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7. To Ensure Training Meets Organisational Needs 

Syllabus development ensures that training content is related to the goals and requirements of the 

organisation. It helps employees develop skills that are useful for improving productivity, work 

quality and overall organisational performance. 

Elements of a Training Syllabus 

1. Title of the Programme 

The title of the programme refers to the name given to the training programme. It clearly identifies the 

subject or area in which employees will receive training. 

The title should be simple, meaningful and related to the purpose of the training. It helps employees 

and trainers understand the main focus of the programme. 

Example: Leadership Development Programme, Computer Skills Training Programme and 

Communication Skills Training Programme. 

2. Training Objectives 

Training objectives refer to the specific goals and learning outcomes that the training programme aims 

to achieve. 

They explain what employees should know, understand or be able to perform after completing the 

training. Objectives should be clear, specific and measurable so that trainers can evaluate the success 

of the programme. 

Example: In communication skills training, the objective may be to improve employees' speaking, 

listening and presentation abilities. 

3. Introduction 

The introduction provides basic information about the subject and explains why the training 

programme is important. 

It gives employees an overview of the training topic and creates interest in learning. It also explains 

how the training content is related to their job responsibilities and professional development. 

Example: In leadership training, the introduction explains the meaning of leadership, its importance 

and the role of leaders in managing employees. 

4. Course Content 

Course content refers to the main subjects, topics and subtopics that will be covered during the 

training programme. 

It is one of the most important elements of a syllabus because it explains exactly what will be taught. 

The content should be selected according to employee needs and training objectives. 

Topics should be arranged in a logical sequence, starting from basic concepts and moving towards 

advanced topics. 

Example: In communication skills training, course content may include: 

• Meaning and importance of communication. 

• Verbal communication. 

• Non-verbal communication. 

• Listening skills. 

• Presentation skills. 

• Group discussions. 
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• Handling communication problems. 

5. Training Methods 

Training methods refer to the techniques used by trainers to deliver the training content to employees. 

The methods should be selected according to the nature of the subject, number of participants and 

learning objectives. Suitable training methods make learning interesting and effective. 

Common training methods include: 

• Lecture method: The trainer explains the subject and provides information to employees. 

• Discussion method: Employees share their ideas and opinions about different topics. 

• Demonstration method: The trainer shows how to perform a particular task or activity. 

• Role-playing method: Employees act out different situations to develop practical skills. 

• Practical exercises: Employees perform activities to apply the knowledge they have learned. 

Example: In communication skills training, role-playing and group discussions can be used to 

improve employees' communication abilities. 

6. Duration 

Duration refers to the total time required to complete the training programme or individual topics 

included in the syllabus. 

It helps trainers plan the number of days, hours and sessions required for each topic. The duration 

should be decided according to the complexity of the subject and the learning needs of employees. 

Proper time allocation ensures that all topics are covered without rushing the training programme. 

Example: A communication skills training programme may be conducted for five days, with two 

hours of training each day. 

7. Learning Materials 

Learning materials refer to the resources and study materials used to support the training process. 

These materials help employees understand the topics more clearly and provide additional 

information for learning and practice. 

Learning materials may include: 

• Textbooks and reference books. 

• Training manuals and handouts. 

• PowerPoint presentations. 

• Educational videos. 

• Charts and diagrams. 

• Case studies and practical worksheets. 

• Online learning resources. 

Example: In computer training, employees may be provided with computer manuals, presentation 

slides and practical worksheets. 

8. Assessment Methods 

Assessment methods refer to the techniques used to measure employees' knowledge, skills and 

understanding after or during training. 

They help trainers determine whether employees have achieved the expected learning objectives. 

Assessment also identifies areas where employees need further improvement. 
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Common assessment methods include: 

• Written tests: To check theoretical knowledge. 

• Assignments: To measure understanding of the subject. 

• Practical exercises: To test the ability to perform specific tasks. 

• Oral tests: To check communication and subject knowledge. 

• Performance evaluation: To observe employees' work performance after training. 

Example: After communication skills training, employees may be asked to deliver a short 

presentation to assess their speaking and presentation skills. 

 

 

 

Steps in Syllabus Development 

1. Identify Training Needs 

The first step is to identify the knowledge and skills that employees need to improve. Management 

should understand the problems employees face while performing their duties and determine what 

type of training is required. 

Training needs can be identified through performance reports, employee feedback, interviews and 

discussions with supervisors. 

Example: If employees have difficulty communicating with customers, the organisation may develop 

a communication skills syllabus. 

2. Define Training Objectives 

After identifying training needs, the next step is to establish clear training objectives. These objectives 

explain what employees should achieve after completing the programme. 

Objectives should be specific, measurable and related to organisational requirements. They help 

trainers select suitable topics and teaching methods. 

Example: The objective of communication training may be to improve employees' speaking, listening 

and presentation skills. 

3. Identify the Target Participants 

This step involves deciding which employees or departments will participate in the training 

programme. 

Different employees may have different learning requirements depending on their job roles, 

experience and responsibilities. Therefore, the syllabus should be prepared according to the 

knowledge and skill levels of the target participants. 

Example: Sales employees may require customer communication training, while managers may 

require leadership and decision-making training. 

4. Select Relevant Topics 

In this step, trainers select the subjects and topics that should be included in the syllabus. 

The selected topics must be directly related to training objectives and employee requirements. 

Important topics should receive more attention, while unnecessary information should be avoided. 

Example: A communication skills syllabus may include verbal communication, body language, 

listening skills and presentation skills. 
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5. Arrange Topics in a Logical Sequence 

After selecting the topics, they should be arranged in a proper order to make learning systematic. 

Basic topics should be taught first, followed by more difficult and advanced topics. This helps 

employees understand the subject easily and gradually develop their knowledge and skills. 

Example: In computer training, basic computer operations should be taught before advanced software 

applications. 

6. Decide the Duration of Each Topic 

In this step, the time required for teaching each topic is decided. 

Trainers should consider the importance and difficulty of each topic while allocating time. Practical 

topics may require more time than simple theoretical topics. 

Proper time allocation ensures that the entire syllabus is completed within the planned training period. 

Example: A trainer may allocate one hour for the introduction to communication and two hours for 

practical presentation exercises. 

7. Select Teaching Methods 

This step involves choosing appropriate teaching methods for delivering each topic. 

The methods should be selected according to the nature of the subject and the learning abilities of 

employees. A combination of theoretical and practical methods can make the training more effective. 

Example: Lectures may be used to explain communication concepts, while role-playing and group 

discussions may be used to develop practical communication skills. 

8. Prepare Learning Materials 

After selecting the topics and teaching methods, trainers should prepare the necessary learning 

materials. 

These materials provide additional information and help employees understand the training content. 

They should be simple, relevant and easy to understand. 

Example: Trainers may prepare PowerPoint presentations, handouts, training manuals, videos and 

practical exercises for communication skills training. 

9. Develop Assessment Techniques 

In this step, trainers decide how employees' learning and performance will be measured. 

Assessment techniques should be connected to the training objectives. They help determine whether 

employees have gained the expected knowledge and skills. 

Example: A written test, group discussion and individual presentation may be used to evaluate 

employees after communication training. 

10. Review and Update the Syllabus 

The final step is to review the syllabus and make necessary changes or improvements. 

Trainers and management should check whether all important topics are included, whether the content 

is relevant and whether the objectives can be achieved within the available time. 
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The syllabus should also be updated whenever there are changes in technology, job requirements or 

organisational needs. 

Example: If new communication tools are introduced in the workplace, the organisation should 

update its communication training syllabus to include those tools. 

Example of a Training Syllabus 

Programme: Communication Skills Training 

A communication skills training programme is designed to improve employees' ability to 

communicate effectively with customers, colleagues and managers. 

Module Topics covered 

Module 1 Introduction to communication 

Module 2 Verbal communication 

Module 3 Non-verbal communication 

Module 4 Listening skills 

Module 5 Presentation skills 

Module 6 Group discussion 

Module 7 Feedback and assessment 

Explanation of the modules: 

Module 1 – Introduction to Communication: Employees learn the meaning, types and importance 

of communication in the workplace. 

Module 2 – Verbal Communication: Employees learn how to communicate clearly and effectively 

through spoken words. 

Module 3 – Non-verbal Communication: Employees learn about body language, facial expressions, 

eye contact and gestures. 

Module 4 – Listening Skills: Employees learn how to listen carefully, understand information and 

respond appropriately. 

Module 5 – Presentation Skills: Employees learn how to present information confidently in front of 

others. 

Module 6 – Group Discussion: Employees participate in group discussions to improve teamwork, 

confidence and communication abilities. 

Module 7 – Feedback and Assessment: Employees' communication skills are evaluated through 

presentations, discussions and feedback. 

 

Importance of Syllabus Development 

1. Provides a Clear Learning Direction 

A syllabus gives a clear idea about what employees will learn during the training programme. It 

guides both trainers and participants and ensures that everyone understands the purpose and direction 

of the training. 

2. Ensures Systematic Coverage of Topics 

A properly developed syllabus arranges all topics in a logical order. It ensures that important subjects 

are covered one by one without missing any essential information. 
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3. Helps Trainers Prepare Effectively 

A syllabus helps trainers understand what topics they need to teach and which methods and materials 

are required. It allows them to prepare lessons, presentations and practical activities in advance. 

4. Saves Time and Resources 

A well-planned syllabus avoids unnecessary topics and activities. It helps organisations use available 

time, money, trainers and learning materials effectively. 

5. Improves Employee Understanding 

When topics are arranged from simple to complex, employees can understand the subject more easily. 

It improves their knowledge, confidence and ability to apply what they have learned. 

6. Makes Training Measurable 

A syllabus clearly defines the topics and learning objectives. This makes it easier for trainers to 

conduct assessments and measure whether employees have achieved the expected learning outcomes. 

Conclusion 

Syllabus development is an important part of training programme design. It involves selecting, 

organising and arranging training topics according to employee needs and organisational objectives. A 

well-prepared syllabus provides a clear learning direction, helps trainers conduct training effectively 

and ensures systematic coverage of all important topics. Therefore, proper syllabus development 

improves employee knowledge, skills and overall work performance. 
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10. Modular Approach in Training 

Meaning 

The Modular Approach is a method of organising a training programme by dividing the entire training 

content into small, separate and interconnected units called modules. Each module focuses on a 

particular topic, skill or area of knowledge. 

Instead of teaching all the topics together, the organisation divides the training programme into 

smaller parts. Employees learn one module at a time and gradually move to the next module. 

Each module has its own objectives, learning materials, activities and assessment methods. This 

makes training easier to understand, manage and evaluate. 

The modular approach also provides flexibility because employees can learn according to their 

individual needs, abilities and job requirements. 

Example: A computer training programme can be divided into different modules such as basic 

computer knowledge, MS Word, MS Excel, MS PowerPoint, internet and email. Employees learn 

each module separately. 

Definition: Modular training is a systematic training method in which the entire training programme 

is divided into smaller learning units, each having specific objectives and content. 

Features of Modular Approach 

1. Training is Divided into Separate Modules 

The main feature of the modular approach is that the entire training programme is divided into small 

and separate units called modules. Each module covers a particular topic or subject. 

This makes the training programme more organised and allows employees to concentrate on one topic 

at a time. 

Example: A computer training programme may be divided into MS Word, MS Excel and MS 

PowerPoint modules. 

2. Each Module Has Specific Objectives 

Every module is designed with specific learning objectives. These objectives explain what employees 

are expected to learn or achieve after completing that particular module. 

Clear objectives help trainers plan the content and evaluate employee performance. 

Example: The objective of the MS Excel module is to help employees prepare spreadsheets, perform 

calculations and organise data. 

3. Modules Focus on Particular Skills or Knowledge 

Each module concentrates on developing a particular skill or providing knowledge about a specific 

subject. This allows employees to gain specialised knowledge in different areas. 

It also helps organisations provide training according to the job requirements of employees. 

Example: In management training, one module may focus on leadership skills, another on decision-

making and another on communication skills. 

4. Modules Can Be Completed Independently 

One important feature of modular training is that certain modules can be completed separately without 

completing the entire programme. This provides flexibility to employees. 



 
88 P.S.MURTHY,MA,MBA  

Employees who already have knowledge of a particular topic may not need to repeat that module. 

However, some advanced modules may require completion of basic modules first. 

Example: An employee who already knows MS Word may directly attend the MS Excel module if 

the training structure allows it. 

5. Learning Takes Place Step by Step 

In the modular approach, employees learn one topic at a time. The training generally starts with basic 

concepts and gradually moves towards advanced topics. 

This step-by-step learning process helps employees understand the subject clearly and reduces 

confusion. 

Example: In computer training, employees first learn basic computer operations, followed by 

software applications and advanced functions. 

6. Progress Can Be Assessed After Each Module 

After completing each module, employees' knowledge and skills can be evaluated through tests, 

assignments and practical exercises. 

This helps trainers identify whether employees have understood the topic or require additional 

training. 

Example: After completing the MS Word module, employees may be asked to prepare a document to 

test their practical knowledge. 

7. Modules Can Be Updated Easily 

Another important feature is that individual modules can be modified or updated whenever necessary 

without changing the entire training programme. 

This is useful when there are changes in technology, work procedures or organisational requirements. 

Example: If new features are introduced in MS Excel, the organisation can update only the MS Excel 

module instead of redesigning the complete computer training programme. 

 

Steps in Modular Training 

1. Identify Training Needs 

The first step is to identify the knowledge, skills and abilities that employees need to develop through 

training. 

Management should study employee performance, job requirements and areas where improvement is 

necessary. This helps the organisation decide what topics should be included in the training modules. 

Example: If employees lack computer knowledge, the organisation may introduce basic computer 

and software training modules. 

2. Divide the Content into Modules 

After identifying training needs, the entire training content is divided into smaller units called 

modules. 

Each module should focus on a particular topic, skill or competency. The content should be divided 

according to the importance and nature of the subject. 

This makes learning simple, organised and manageable. 
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Example: A computer training programme may be divided into basic computer knowledge, MS 

Word, MS Excel, MS PowerPoint and internet usage. 

3. Set Objectives for Each Module 

In this step, specific learning objectives are established for every module. 

These objectives explain what employees should know or be able to perform after completing each 

module. They help trainers select suitable content and teaching methods. 

Example: The objective of the MS PowerPoint module is to help employees prepare professional 

presentations using slides, images and charts. 

4. Prepare Learning Materials 

After setting the objectives, trainers prepare the necessary learning materials for each module. 

These materials help employees understand the subject and practise the skills taught during training. 

Learning materials may include textbooks, notes, presentations, videos, manuals, worksheets and 

practical exercises. 

Example: For the MS Excel module, trainers may prepare Excel manuals, sample spreadsheets, 

practice exercises and video demonstrations. 

5. Arrange Modules in Sequence 

The modules should be arranged in a proper and logical order so that employees can learn effectively. 

Basic modules should generally be completed before advanced modules. This ensures that employees 

develop the necessary foundation before moving to more difficult topics. 

Example: In computer training, basic computer knowledge should be taught before MS Word, MS 

Excel and other advanced applications. 

6. Conduct Training 

Conducting training means delivering the modules to employees according to the prepared training 

plan. 

Trainers explain the topics, demonstrate practical activities and encourage employees to participate in 

discussions and exercises. 

Different teaching methods such as lectures, demonstrations, practical exercises and group discussions 

can be used. 

Example: During the MS Word module, the trainer demonstrates how to create, edit, format and save 

documents. 

7. Assess Each Module 

After completing each module, trainers evaluate employees' knowledge and practical skills. 

Assessment helps determine whether employees have achieved the learning objectives of that module. 

It also identifies areas where additional guidance is required. 

Assessment can be conducted through written tests, assignments, practical examinations and 

demonstrations. 

Example: After the MS Excel module, employees may be asked to prepare a spreadsheet using 

formulas and calculations. 
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8. Provide Feedback 

Feedback is the process of informing employees about their learning progress, strengths and 

weaknesses after completing each module. 

Trainers should explain the mistakes made by employees and suggest ways to improve their 

performance. 

If employees face difficulties, additional practice or guidance should be provided before moving to 

advanced modules. 

Example: If an employee has difficulty using Excel formulas, the trainer provides additional 

exercises and explains the topic again. 

Example of Modular Approach in Computer Training 

A computer training programme can be divided into the following modules: 

Computer Training Programme 

Module 1 

Basic Computer Knowledge 

Introduction to computers, keyboard, mouse and basic operations. 

Module 2 

MS Word 

Creating, editing and formatting documents. 

Module 3 

MS Excel 

Preparing spreadsheets, calculations and data management. 

Module 4 

MS PowerPoint 

Preparing slides and professional presentations. 

Module 5 

Internet and Email 

Using the internet, browsing websites and sending emails. 

Module 6 

Practical Assessment 

Testing employees' computer knowledge and practical skills. 

Explanation: 

• Module 1 – Basic Computer Knowledge: Employees learn about computer parts and basic computer 

operations. 

• Module 2 – MS Word: Employees learn to create, edit and format documents. 

• Module 3 – MS Excel: Employees learn to prepare spreadsheets and perform calculations. 

• Module 4 – MS PowerPoint: Employees learn to prepare slides and presentations. 
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• Module 5 – Internet and Email: Employees learn to browse the internet and communicate through 

email. 

• Module 6 – Practical Assessment: Employees perform practical tasks to evaluate their computer 

knowledge and skills. 

This example shows how a large training programme can be divided into smaller and manageable 

learning units. 

Advantages of Modular Approach 

1. Flexibility 

The modular approach provides flexibility because employees can learn different modules according 

to their individual requirements and job responsibilities. 

Employees who already possess knowledge of a particular topic may focus on other modules where 

they need improvement. 

Example: An employee who knows MS Word can concentrate more on MS Excel and PowerPoint 

training. 

2. Easy Learning 

In this approach, large and complex subjects are divided into smaller learning units. Employees can 

concentrate on one topic at a time, making the learning process easier and more understandable. 

It reduces the burden of learning too much information at once. 

Example: Instead of teaching all computer applications together, each application is taught through a 

separate module. 

3. Time-Saving 

Modular training saves time because employees can focus on the specific modules they need. They do 

not have to spend time learning topics they already understand. 

It also helps trainers manage the training programme effectively. 

Example: Employees who already know basic computer operations can spend more time learning 

advanced software applications. 

4. Individual Learning 

The modular approach allows employees to learn according to their own speed and ability. Some 

employees may understand a topic quickly, while others may require additional time and practice. 

This approach provides opportunities for individual learning and helps employees improve their 

performance. 

Example: An employee who needs more practice in Excel can spend additional time completing the 

Excel module. 

 

 

5. Easy Evaluation 

Each module can be evaluated separately after its completion. Trainers can conduct tests, assignments 

and practical exercises to measure employees' understanding. 

This makes it easier to identify learning difficulties and provide necessary support. 
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Example: Employees' knowledge of MS Word, Excel and PowerPoint can be tested separately. 

6. Cost-Effective 

Modular training can reduce training costs because learning materials, presentations and resources 

prepared for one module can be reused for future training programmes. 

It also avoids unnecessary repetition of topics that employees have already learned. 

Example: An organisation can use the same computer training materials for different groups of 

employees. 

7. Easy Updating 

The modular approach makes it easier to update training content whenever changes occur in 

technology, business practices or job requirements. 

Only the affected module needs to be modified instead of changing the entire training programme. 

Example: If new features are introduced in MS Excel, the organisation can update only the Excel 

training module. 

Disadvantages of Modular Approach 

1. Requires Careful Planning 

The modular approach requires proper planning because the entire training programme must be 

divided into suitable modules with clear objectives and learning activities. 

If modules are not properly organised, employees may find it difficult to understand the relationship 

between different topics. 

Example: If computer training modules are arranged without considering basic knowledge, 

employees may struggle with advanced applications. 

2. Preparing Separate Modules May Be Time-Consuming 

Developing individual modules requires time and effort. Trainers must prepare separate objectives, 

learning materials, teaching methods and assessment techniques for each module. 

This may increase the workload of trainers and management. 

Example: Preparing separate manuals, presentations and practical exercises for six computer training 

modules requires considerable time. 

3. Some Modules May Depend on Earlier Modules 

Certain modules cannot be understood properly without completing the earlier modules. Employees 

must have basic knowledge before moving to advanced topics. 

Therefore, it may not always be possible to complete modules independently. 

Example: Employees should learn basic computer operations before learning advanced software 

applications. 

4. Employees May Lose the Connection Between Different Topics if Integration Is Poor 

When training is divided into separate modules, employees may sometimes fail to understand how 

different topics are connected to one another. 
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If trainers do not explain the relationship between modules, employees may learn individual topics 

without understanding their overall application. 

Example: Employees may learn MS Word and MS Excel separately but may not understand how 

both applications can be used together to prepare business reports. 

Conclusion 

The Modular Approach is an effective method of designing and conducting employee training 

programmes. It divides the entire training programme into smaller and manageable units called 

modules, with each module focusing on specific knowledge or skills. 

It provides flexibility, makes learning easier, saves time and allows separate evaluation of each 

module. Although it requires careful planning and preparation, it helps employees develop specific 

competencies systematically. Therefore, the modular approach is useful for improving employee 

knowledge, skills and overall job performance. 
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11. Flexibility in Training Programme Design 

Meaning 

Flexibility in training refers to the ability of an organisation to modify, adjust and change its training 

programmes according to the needs, interests, abilities and availability of employees, as well as 

changes in the organisation. 

A flexible training programme allows employees to learn at different times, places and speeds 

according to their convenience. It also allows management to change training methods, content and 

schedules whenever necessary. 

Every employee may have different learning abilities, job responsibilities and personal commitments. 

Therefore, providing the same type of training to everyone may not always be effective. Flexibility 

helps organisations provide suitable training according to individual employee requirements. 

Example: An organisation may provide online training, weekend classes and classroom training so 

that employees can select a suitable method according to their convenience. 

Objectives of Flexibility 

1. To Meet Different Employee Learning Needs 

Every employee has different knowledge, skills, abilities and learning requirements. Flexibility helps 

organisations design training programmes according to these differences. 

Employees can receive training in the areas where they need improvement instead of attending 

unnecessary training sessions. This helps them develop the specific skills required for their jobs. 

Example: Sales employees may receive customer handling training, while accounts employees may 

receive accounting software training. 

 

2. To Accommodate Different Learning Speeds 

Employees do not learn at the same speed. Some employees understand new concepts quickly, while 

others require more time, explanation and practice. 

Flexible training allows employees to learn according to their individual speed and ability. Employees 

who need additional time can repeat lessons, watch recorded videos and practise until they understand 

the subject. 

Example: In online computer training, some employees may complete a lesson in one day, while 

others may take three days to understand it properly. 

3. To Adjust Training According to Work Schedules 

Employees have different working hours and job responsibilities. It may be difficult for all employees 

to attend training at the same time. 

Flexibility allows organisations to arrange training sessions according to employee availability 

without disturbing regular work activities. 

Example: Employees working in the morning shift may attend training in the afternoon, while 

employees working in the evening shift may attend training in the morning. 

4. To Respond to Technological Changes 

Technology and business practices change frequently. Employees need to learn new technologies, 

software and working methods to perform their jobs effectively. 
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Flexible training allows organisations to update their training content and introduce new learning 

methods whenever technological changes occur. 

Example: When an organisation introduces new accounting software, it can arrange additional 

training to teach employees how to use the software. 

5. To Improve Employee Participation 

Flexible training provides employees with different opportunities to attend and participate in training 

programmes. 

When training is available at convenient times and locations, employees are more willing to 

participate. It also reduces difficulties related to travel, working hours and personal commitments. 

Example: Employees who cannot attend classroom training can participate in the same programme 

through online sessions. 

6. To Make Training More Effective 

Flexibility helps organisations select suitable training methods, content and schedules according to 

employee requirements. 

When training is designed according to employees' abilities and learning needs, they can understand 

the subject more effectively and apply their knowledge in the workplace. 

Example: Employees who require practical knowledge may receive demonstration-based training 

instead of only attending lectures. 

7. To Reduce Training Difficulties 

Employees may face different problems while attending training, such as lack of time, distance, 

workload and difficulty understanding certain topics. 

Flexible training provides alternative learning arrangements to overcome these problems. It makes 

training more convenient and accessible to employees. 

Example: Employees who cannot travel to a training centre can attend the programme through online 

learning platforms. 

 

Types of Flexibility in Training 

1. Time Flexibility 

Time flexibility means allowing employees to attend training programmes at different times according 

to their convenience and availability. 

Organisations can arrange morning, evening, weekend or part-time training sessions. They can also 

provide recorded lessons that employees can access whenever they have free time. 

This helps employees balance their regular work responsibilities and training activities. 

Example: An organisation may conduct training sessions during evening hours or on weekends for 

employees who are busy during normal working hours. 

2. Location Flexibility 

Location flexibility refers to providing training at different places according to the convenience and 

requirements of employees. 
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Training does not always have to take place in a classroom or training centre. It can be conducted at 

the workplace, at home or through online platforms. 

This helps employees from different branches and locations participate in the same training 

programme. 

Example: A multinational company may provide online training to employees working in different 

cities and countries without requiring them to travel to one location. 

3. Content Flexibility 

Content flexibility means modifying the topics, subjects and learning materials according to employee 

requirements and organisational needs. 

Different employees may require different types of knowledge and skills. Therefore, the training 

content should be adjusted according to their job responsibilities, experience and learning objectives. 

Organisations can add new topics, remove unnecessary information and update existing content 

whenever required. 

Example: New employees may receive basic computer training, while experienced employees may 

receive advanced software training. 

4. Method Flexibility 

Method flexibility refers to using different teaching and learning methods according to the nature of 

the subject and the abilities of employees. 

Instead of following only one training method, organisations can use lectures, demonstrations, 

workshops, group discussions, role-playing and online learning. 

Different methods make training more interesting and help employees understand the subject 

effectively. 

Example: An organisation may use lectures to explain theoretical concepts and practical 

demonstrations to teach employees how to operate machinery. 

5. Pace Flexibility 

Pace flexibility means allowing employees to learn according to their individual speed and 

understanding. 

Some employees may learn quickly, while others may need additional time and practice. Flexible 

training allows employees to repeat lessons, revise topics and complete activities at their own pace. 

This reduces learning pressure and improves employee confidence. 

Example: In self-paced online training, employees can complete video lessons and assignments 

according to their own learning speed. 

6. Module Flexibility 

Module flexibility refers to allowing employees to select and complete particular training modules 

according to their knowledge, skills and job requirements. 

A large training programme can be divided into smaller units called modules. Employees can 

concentrate on the modules in which they need improvement instead of repeating topics they already 

know. 

This saves time and makes training more relevant. 
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Example: In computer training, an employee who already knows MS Word may directly attend MS 

Excel and PowerPoint modules. 

7. Technology Flexibility 

Technology flexibility means using different technological tools and platforms to provide training to 

employees. 

Organisations can use computers, smartphones, tablets, mobile applications, video conferencing and 

online learning platforms to deliver training. 

It allows employees to access learning materials from different locations and makes training more 

convenient. 

Example: An organisation may use an online learning platform to provide video lessons, digital 

notes, assignments and online tests to employees. 

Methods of Providing Flexible Training 

1. Online Training 

Online training refers to providing training through the internet using computers, laptops, 

smartphones and other digital devices. 

Employees can attend live online classes, watch recorded videos, download study materials and 

complete assignments from different locations. 

It is useful for organisations that have employees working in different branches or locations. 

Example: An organisation provides online software training through video conferencing and digital 

learning platforms. 

2. Distance Learning 

Distance learning is a method of training in which employees receive education or training without 

being physically present at the training centre. 

Learning materials are provided through online platforms, digital documents, recorded lectures and 

other communication methods. 

It is useful for employees who live far away from the organisation or cannot attend regular classroom 

sessions. 

Example: Employees working in rural branches can receive training through recorded lectures and 

online study materials. 

3. Blended Learning 

Blended learning refers to combining traditional classroom training with online learning methods. 

In this approach, employees attend some training sessions physically and complete other learning 

activities through online platforms. 

It provides the benefits of both face-to-face interaction and digital learning. 

Example: Employees attend classroom lectures for theoretical knowledge and complete practical 

exercises and online tests through a learning platform. 
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4. Part-Time Training 

Part-time training means providing training for a limited number of hours instead of conducting full-

day training sessions. 

Employees can attend training while continuing their regular job responsibilities. It helps employees 

manage both work and learning activities. 

Example: An organisation may conduct employee training for two hours every evening after regular 

working hours. 

5. Modular Training 

Modular training is a method in which the entire training programme is divided into smaller learning 

units called modules. 

Each module focuses on a particular subject or skill. Employees can complete the modules according 

to their individual training needs and available time. 

It makes training simple, flexible and easy to evaluate. 

Example: A computer training programme may include separate modules for MS Word, MS Excel, 

MS PowerPoint and internet usage. 

6. Self-Paced Learning 

Self-paced learning allows employees to learn at their own speed without following a fixed learning 

timetable. 

Employees can access learning materials, watch videos, repeat lessons and complete assignments 

whenever they are comfortable. 

It is especially useful for employees who have different learning abilities and work schedules. 

Example: An employee can complete an online management course by studying one lesson every day 

according to personal convenience. 

7. On-the-Job Training 

On-the-job training refers to providing training to employees while they perform their actual job 

duties at the workplace. 

Employees learn by doing practical work under the guidance of experienced workers, supervisors or 

trainers. 

It provides practical experience and allows employees to develop skills without leaving their 

workplace. 

Example: A new employee in a bank learns how to handle customer transactions by working under 

the guidance of an experienced employee. 

8. Weekend Workshops 

Weekend workshops are training programmes conducted during weekends, such as Saturdays and 

Sundays. 

They are useful for employees who cannot attend training during normal working days because of 

their job responsibilities. 
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These workshops may include practical activities, group discussions, demonstrations and skill 

development sessions. 

Example: An organisation may conduct a two-day leadership development workshop on Saturday 

and Sunday for its managers. 

 

 

Advantages of Flexibility 

1. Improves Employee Participation 

Flexible training provides different timings, locations and learning methods. Employees can select 

convenient arrangements and participate more actively in training programmes. 

This increases employee interest and reduces the chances of missing training sessions. 

2. Supports Different Learning Styles 

Different employees have different ways of learning. Some understand better through lectures, while 

others prefer demonstrations, videos or practical activities. 

Flexible training provides different learning methods to meet these individual preferences and 

improve understanding. 

3. Saves Time and Resources 

Flexible training reduces unnecessary travel, accommodation and other training expenses. Online 

learning and recorded lessons also reduce the need for repeated classroom sessions. 

It helps organisations use their available time, money and training resources effectively. 

4. Helps Employees Balance Work and Training 

Employees have regular work responsibilities and personal commitments. Flexible training allows 

them to attend training according to their availability without affecting their regular duties. 

This helps maintain a balance between job responsibilities and professional development. 

5. Improves Learning Outcomes 

When employees receive training according to their needs, abilities and learning speed, they can 

understand the subject more effectively. 

It improves their knowledge, confidence, practical skills and overall job performance. 

6. Allows Quick Modification of Training Content 

Flexible training makes it easier for organisations to update or modify training content according to 

changes in technology, business requirements and employee needs. 

This ensures that employees receive relevant and updated knowledge. 

7. Supports Continuous Employee Development 

Flexible training provides continuous opportunities for employees to improve their knowledge and 

skills throughout their careers. 
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Employees can attend additional courses, online programmes and skill development sessions 

whenever required. 

This helps them grow professionally and prepares them for higher responsibilities. 

Example of Flexibility in Training 

Example: A Multinational Company 

A multinational company has employees working in different cities and countries. It wants to provide 

computer and software training to all employees. 

Instead of arranging classroom training at one location, the company introduces a flexible online 

training programme. 

The company provides: 

1. Online Classes: Employees can attend live training sessions through video conferencing. 

2. Recorded Videos: Employees can watch recorded lessons whenever they have free time. 

3. Flexible Timings: Employees can complete their training according to their work schedules. 

4. Different Modules: Training is divided into MS Word, MS Excel, MS PowerPoint and other 

modules. 

5. Self-Paced Learning: Employees can complete the lessons according to their learning speed. 

6. Online Assessment: Employees can take tests and complete assignments through the learning 

platform. 

As a result, employees from different locations can participate in training without disturbing their 

regular work. The organisation can also save time and training expenses. 

This example shows how flexibility makes training more convenient, accessible and effective. 

Conclusion 

Flexibility is an important principle of modern training programme design. It refers to modifying 

training programmes according to the needs, abilities, interests and availability of employees. It 

includes flexibility in time, location, content, methods, pace, modules and technology. It also helps 

employees balance their work and learning responsibilities. Therefore, flexible training improves 

employee participation, learning outcomes, job performance and continuous professional 

development. 
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12. Methods of Training Needs Assessment (TNA) 

Meaning 

Training Needs Assessment (TNA) is the process of identifying the knowledge, skills and abilities 

that employees need to improve to perform their jobs effectively. 

Methods of TNA refer to the different techniques used by organisations to collect information about 

employee performance, identify skill gaps and determine the type of training required. 

These methods help management understand the difference between employees' existing 

competencies and the competencies expected by the organisation. Based on the information collected, 

suitable training programmes can be designed and implemented. 

TNA helps organisations provide the right training to the right employees at the right time. 

Example: If employees are unable to handle customer complaints properly, the organisation may 

conduct a training needs assessment and arrange customer service and communication skills training. 

Important Methods of TNA 

1. Observation Method 

The observation method is a technique in which supervisors, managers or trainers directly observe 

employees while they perform their regular job duties. 

Through this method, management can understand how employees perform their tasks, follow 

procedures, use equipment and handle workplace situations. 

It helps identify mistakes, weaknesses, lack of skills and areas where employees require additional 

training. Since information is collected by directly watching employees at work, it provides a clear 

picture of their actual performance. 

Advantages: 

• Provides First-hand Information: Management directly observes employee activities and collects 

information about their actual work performance. 

• Identifies Practical Problems: It helps identify mistakes, difficulties and weaknesses employees face 

while performing their duties. 

• Helps Understand Actual Employee Performance: Supervisors can compare employees' actual 

performance with expected standards and identify areas requiring improvement. 

Example: A factory supervisor observes workers operating machines and notices that some 

employees are unable to operate the machines safely. Therefore, the organisation arranges machine 

operation and safety training. 

 

 

 

2. Interview Method 

The interview method involves conducting direct conversations with employees, supervisors, 

managers and other relevant persons to identify training requirements. 

In this method, questions are asked about job responsibilities, work difficulties, performance problems 

and skills that need improvement. 

Interviews provide detailed information because employees can explain their problems, share 

opinions and discuss the areas in which they require training. The interviewer can also ask additional 

questions to understand the problems more clearly. 
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Advantages: 

• Provides Detailed Information: Interviews help management collect detailed information about 

employees' knowledge, skills and workplace difficulties. 

• Allows Clarification of Doubts: Interviewers can ask additional questions whenever an answer is 

unclear or incomplete. 

• Identifies Employee Difficulties: Employees can openly explain the problems they face while 

performing their duties and suggest the training they need. 

Example: A company interviews sales managers to understand why sales executives are unable to 

communicate effectively with customers. Based on the information collected, the company arranges 

communication and selling skills training. 

3. Questionnaire Method 

The questionnaire method is a technique in which a structured set of questions is prepared and 

distributed among employees to collect information about their training needs. 

Employees answer questions related to their job knowledge, skills, work difficulties and areas where 

they need improvement. 

Questionnaires may contain multiple-choice questions, yes-or-no questions and descriptive questions. 

They can be distributed in printed form or through online platforms. 

This method is particularly useful when an organisation has a large number of employees working in 

different departments. 

Advantages: 

• Collects Information from Many Employees: A single questionnaire can be distributed to a large 

number of employees to understand their training requirements. 

• Saves Time: Employees can complete the questionnaire at their convenience, reducing the time 

required for individual interviews. 

• Easy to Analyse and Compare Responses: The answers can be organised and compared to identify 

common training needs among different employees and departments. 

Example: A company distributes questionnaires asking employees whether they need training in 

computer skills, communication skills, leadership or problem-solving. Based on the responses, 

management prepares suitable training programmes. 

4. Performance Appraisal Method 

The performance appraisal method involves evaluating employees' work performance by comparing 

their actual performance with predetermined organisational standards. 

In this method, managers and supervisors examine employees' productivity, work quality, efficiency, 

punctuality, behaviour and achievement of targets. 

If employees fail to meet the expected performance standards, management identifies the reasons 

behind the poor performance and determines whether training is required. 

This method helps organisations understand which employees need improvement and what type of 

training should be provided. 

Advantages: 

• Identifies Performance Gaps: It helps identify the difference between actual employee performance 

and expected performance. 

• Helps Identify Weak Areas: Management can identify employees who lack specific knowledge or 

skills required for their jobs. 

• Provides a Basis for Employee Development: Performance appraisal results help management 

prepare suitable training and development programmes for employees. 
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Example: A company finds that some sales employees are unable to achieve their monthly sales 

targets. After evaluating their performance, management identifies a lack of selling and negotiation 

skills and arranges sales training. 

5. Skill Test Method 

The skill test method involves conducting tests to measure employees' existing knowledge, practical 

abilities and technical competencies. 

Employees are asked to complete written tests, practical exercises or demonstrations related to their 

job responsibilities. 

The test results help management understand what employees already know and which skills they 

need to improve. It is particularly useful for technical and professional jobs where practical abilities 

are important. 

Advantages: 

• Measures Actual Competency: Skill tests help determine the actual knowledge and abilities of 

employees through practical and theoretical assessments. 

• Identifies Specific Skill Gaps: Test results reveal the particular areas in which employees lack the 

required skills. 

• Helps Evaluate Training Requirements: Management can use test results to decide what type of 

training is necessary for improving employee performance. 

Example: A company conducts a computer skills test for employees and discovers that some 

employees cannot use spreadsheet formulas. Therefore, it arranges MS Excel training. 

6. Focus Group Discussion 

Focus group discussion is a method in which a small group of employees, supervisors or managers 

participate in a discussion to identify common workplace problems and training requirements. 

A trainer or facilitator guides the discussion by asking questions about employee performance, job 

difficulties, skill requirements and organisational challenges. 

Participants share their opinions, experiences and suggestions. By discussing different viewpoints, 

management can identify common problems and areas where employees need training. 

Advantages: 

• Generates Different Opinions: Employees from different departments share their experiences and 

provide different viewpoints about workplace problems. 

• Encourages Group Participation: Employees actively participate in discussions, express their 

opinions and share suggestions. 

• Helps Identify Common Training Needs: Management can identify problems faced by several 

employees and arrange common training programmes to address them. 

Example: A company conducts a focus group discussion with customer service employees and 

discovers that many employees have difficulty handling angry customers. Therefore, it arranges 

customer complaint handling training. 

7. Document and Record Analysis 

Document and record analysis is a method of identifying training needs by examining the existing 

records and reports maintained by an organisation. 

Management studies documents such as employee performance reports, productivity records, accident 

reports, customer complaints, attendance records and quality control reports. 
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These records provide useful information about employee performance and recurring workplace 

problems. By analysing this information, management can identify areas where training is required. 

Advantages: 

• Provides Factual Information: Organisational records provide recorded information about employee 

performance, productivity and workplace activities. 

• Helps Identify Recurring Problems: Management can identify repeated mistakes, accidents, 

customer complaints and other performance-related issues. 

• Supports Training Decisions: The information collected helps management decide which 

departments or employees require specific training programmes. 

Example: A manufacturing company examines its accident reports and finds that many workplace 

accidents occur because employees do not follow safety procedures. Therefore, it arranges workplace 

safety training. 

8. Self-Assessment Method 

The self-assessment method is a technique in which employees evaluate their own knowledge, skills, 

abilities and job performance to identify areas where they need improvement. 

Employees are encouraged to think about their strengths, weaknesses, work difficulties and 

professional development requirements. 

They may complete self-assessment forms, questionnaires or personal skill evaluation reports. This 

method encourages employees to take responsibility for their own learning and development. 

Advantages: 

• Encourages Self-Awareness: Employees understand their own strengths, weaknesses and areas 

requiring improvement. 

• Identifies Individual Learning Needs: Each employee can identify specific skills and knowledge 

that they need to develop. 

• Promotes Employee Involvement: Employees actively participate in identifying their training needs 

and take responsibility for improving their performance. 

Example: An employee evaluates their own communication skills and realises that they lack 

confidence while speaking in meetings. Therefore, they request presentation and communication skills 

training. 

9. 360-Degree Feedback 

360-degree feedback is a method of collecting information about an employee's performance and 

training requirements from different people who interact with that employee. 

Feedback may be collected from supervisors, managers, colleagues, subordinates and other relevant 

stakeholders. 

This method provides a complete view of an employee's strengths and weaknesses because 

performance is evaluated from different perspectives rather than only by one supervisor. 

It is especially useful for identifying leadership, teamwork, communication and interpersonal skill 

development needs. 

Advantages: 

• Provides Multiple Perspectives: Feedback from different people gives a broader understanding of an 

employee's performance and behaviour. 

• Identifies Behavioural Gaps: It helps identify weaknesses in communication, teamwork, leadership 

and relationships with others. 

• Helps Develop Leadership and Interpersonal Skills: The feedback helps employees understand 

their weaknesses and improve their ability to manage and work with others. 
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Example: A manager receives feedback from supervisors, colleagues and subordinates. The feedback 

shows that the manager needs to improve communication and team management skills. Therefore, the 

organisation arranges leadership development training. 

10. Critical Incident Technique 

The Critical Incident Technique is a method of identifying training needs by examining specific 

incidents or situations in which employee performance was particularly effective or ineffective. 

In this method, supervisors and managers record important workplace incidents that show employees' 

strengths and weaknesses. 

These incidents are analysed to understand which behaviours lead to successful performance and 

which behaviours cause problems. Based on this analysis, management identifies the skills and 

knowledge employees need to improve. 

Advantages: 

• Identifies Important Performance-Related Behaviours: It helps management understand the 

specific actions and behaviours that affect employee performance. 

• Helps Determine the Need for Specific Training: By analysing mistakes and successful activities, 

management can identify the exact training required. 

• Provides Practical Examples for Training Design: Real workplace incidents can be used as 

examples in training programmes to help employees understand how to handle similar situations. 

Example: A customer service employee successfully handles a difficult customer complaint, while 

another employee fails to resolve a similar complaint. Management studies both incidents and 

identifies the need for customer handling and problem-solving training. 

Summary Table of TNA Methods 

Method Main purpose 

1. Observation Understand actual job performance 

2. Interview Collect detailed information 

3. Questionnaire Collect information from many employees 

4. Performance appraisal Identify performance gaps 

5. Skill tests Measure employee competencies 

6. Focus groups Identify common training needs 

7. Record analysis Examine organisational data 

8. Self-assessment Identify personal learning needs 

9. 360-degree feedback Collect feedback from different people 

10. Critical incident Identify effective and ineffective behaviours 

Example of Training Needs Assessment 

Example: A Company Facing Increasing Customer Complaints 
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A company notices that customer complaints are increasing because employees are unable to 

communicate properly and solve customer problems. 

To identify the actual training needs, the organisation uses different TNA methods: 

Observation: Supervisors observe employees while they interact with customers and identify 

communication problems. 

Interviews: Managers interview employees to understand the difficulties they face while handling 

customers. 

Questionnaires: Employees are asked to identify the communication and problem-solving skills they 

need to improve. 

Performance Appraisal: Management examines employee performance reports and identifies 

employees who are unable to satisfy customers. 

Customer Feedback: Customer complaints and feedback are analysed to identify common service 

problems. 

After analysing the information, the organisation discovers that employees lack communication, 

listening and problem-solving skills. 

Therefore, the company organises a customer service training programme to improve employee 

performance and customer satisfaction. 

Advantages of TNA Methods 

1. Help Identify Actual Training Requirements 

TNA methods help organisations understand the actual knowledge and skill gaps of employees. They 

ensure that training is provided according to real workplace requirements rather than assumptions. 

2. Improve Employee Performance 

By identifying areas where employees lack knowledge and skills, organisations can provide suitable 

training. This helps employees perform their duties more accurately, efficiently and confidently. 

3. Support Proper Training Programme Design 

TNA provides useful information about employee learning requirements. Based on this information, 

management can prepare appropriate training objectives, content, methods and schedules. 

4. Reduce Unnecessary Training Expenses 

TNA helps organisations identify exactly which employees need training and what type of training is 

required. This avoids spending money on unnecessary training programmes and helps use resources 

effectively. 

5. Improve Organisational Productivity 

When employees receive training according to their actual requirements, they can perform their work 

more efficiently. This improves productivity, work quality and overall organisational performance. 

6. Help Identify Individual and Departmental Skill Gaps 

Different employees and departments may have different training requirements. TNA methods help 

identify individual weaknesses as well as common skill gaps in particular departments. 
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7. Support Effective Decision-Making 

TNA provides useful information about employee performance and training requirements. 

Management can use this information to select suitable training programmes, allocate resources and 

make better decisions regarding employee development. 

Conclusion 

Training Needs Assessment (TNA) is an important process in training programme design because it 

helps organisations identify the actual knowledge, skills and abilities that employees need to improve. 

Different methods such as observation, interviews, questionnaires, performance appraisal, skill tests, 

focus groups and 360-degree feedback provide useful information about employee training 

requirements. By selecting suitable TNA methods, organisations can design effective training 

programmes, reduce unnecessary expenses, improve employee performance and achieve 

organisational objectives. 

Important Questions  

Based on the topics you provided, these are the likely long-answer questions: 

No. Important question  

1 Explain Training Needs Assessment (TNA) and its importance.  

2 Explain the three levels of TNA: Organisational, Task and Person Analysis.  

3 Explain Organisational Analysis in detail.  

4 Discuss Task Analysis and its steps.  

5 Explain Knowledge, Skills and Abilities (KSA) Analysis.  

6 Explain Person Analysis and its methods.  

7 Discuss the steps involved in designing a training programme.  

8 Explain syllabus development and sequencing of training content.  

9 Explain the Modular Approach to training with advantages.  

10 Discuss flexibility in training programme design.  

11 Explain the different methods of Training Needs Assessment.  

 

  



 
108 P.S.MURTHY,MA,MBA  

UNIT- III 

T&D approaches: on the jobs and off the job approaches - job rotation management - cabinet - 

committees - assistant to apprenticeship - classroom methods - lecture cum discussion - case method- 

role play- self-directed learning programmes - experimentation - self-study and e- learning - simulated 

work settings - simulation - vestibule method- interactive and team building techniques- out door 

programs like trekking, treasure hunting etc- training for temporary jobbers - approach and challenges 

- measuring- cost for evaluation- krick patrick model 

 

Training and Development (T&D) Approaches  

Meaning of Training and Development (T&D) 

Training and Development (T&D) refers to the process of improving employees' knowledge, skills, 

abilities and attitudes to increase their efficiency and performance. 

• Training: Focuses on improving skills and knowledge required for the employee's present job. 

• Development: Focuses on the overall growth of employees and prepares them for future 

responsibilities and higher positions. 

T&D approaches are broadly classified into two categories: 

1. On-the-job training methods. 

2. Off-the-job training methods. 

PART A: ON-THE-JOB TRAINING APPROACHES 

On-the-job training refers to training employees while they are actually performing their work in the 

workplace. Employees learn through practical experience, observation and guidance from seniors. 

Job Rotation Management 

Job rotation is a training method in which employees are shifted from one job or department to 

another for a specific period. 

Explanation: 

• Employees get opportunities to perform different types of jobs. 

• It helps them understand various departments of the organisation. 

• It develops multiple skills and reduces boredom. 

• It prepares employees for managerial and supervisory positions. 

Example: An employee may be rotated between the marketing, finance, production and HR 

departments. 

Advantages: 

• Develops multi-skilled employees. 

• Improves employee flexibility. 

• Helps in identifying employee strengths. 

• Provides knowledge of different organisational functions. 

Limitations: 

• Frequent transfers may disturb work. 

• Employees may not become experts in one particular area. 

• Training can consume time and resources. 

Management Cabinet 

Management cabinet is a training approach in which selected managers or employees participate in 

management meetings and decision-making discussions. 
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Explanation: 

• Employees observe how senior management handles organisational issues. 

• They learn planning, coordination and decision-making. 

• They understand the responsibilities of top-level management. 

• It develops leadership and administrative skills. 

Example: A junior manager is invited to attend senior management meetings to understand important 

business decisions. 

Advantages: 

• Develops leadership qualities. 

• Improves decision-making ability. 

• Provides practical management experience. 

• Prepares employees for higher positions. 

Committees 

Committee training involves assigning employees to different organisational committees to discuss 

problems and make decisions. 

Explanation: 

• Employees work together in groups. 

• They discuss organisational issues and suggest solutions. 

• They learn teamwork, communication and problem-solving. 

• They understand different viewpoints. 

Example: Employees may become members of safety committees, quality control committees or 

employee welfare committees. 

Advantages: 

• Improves teamwork. 

• Develops communication skills. 

• Encourages participation. 

• Develops decision-making abilities. 

Assistant-to Apprenticeship Method 

This method provides practical training by allowing an employee to work under the guidance of an 

experienced senior employee or expert. 

It includes two important approaches: 

A. Assistant-to method: 

• A junior employee works as an assistant to a senior manager. 

• The junior employee observes the senior's work and learns managerial responsibilities. 

• It is useful for developing future managers. 

B. Apprenticeship method: 

• Employees learn a skilled job under the supervision of an experienced worker. 

• They receive practical training over a specified period. 

• It combines practical work with theoretical knowledge. 

Example: A trainee electrician works under an experienced electrician to learn electrical installation 

and maintenance. 

Advantages: 

• Provides practical knowledge. 

• Develops technical and managerial skills. 

• Improves confidence. 

• Ensures learning through experience. 
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PART B: OFF-THE-JOB TRAINING APPROACHES 

Off-the-job training refers to training provided away from the employee's actual workplace. It focuses 

on theoretical knowledge, practical exercises and skill development in a separate training 

environment. 

Classroom Methods 

Classroom training is a traditional training method in which employees receive knowledge through 

lectures, presentations, discussions and demonstrations in a classroom. 

Explanation: 

• A trainer provides information about a particular subject. 

• Employees learn concepts, theories and procedures. 

• Training materials, presentations and videos may be used. 

• It is suitable for training a large number of employees. 

Example: Conducting a classroom session on communication skills, workplace safety or company 

policies. 

Advantages: 

• Easy to organise. 

• Suitable for large groups. 

• Provides systematic knowledge. 

• Allows interaction between trainers and employees. 

Limitations: 

• Less practical experience. 

• Employees may lose interest. 

• Learning depends on the trainer's effectiveness. 

Lecture-cum-Discussion Method 

This method combines lectures with group discussions. The trainer first explains a topic and then 

encourages participants to discuss it. 

Explanation: 

• The trainer introduces and explains the topic. 

• Employees ask questions and share opinions. 

• Participants discuss problems and possible solutions. 

• The trainer provides feedback and clarification. 

Example: A trainer explains leadership styles and then asks employees to discuss which leadership 

style is most effective. 

Advantages: 

• Encourages active participation. 

• Improves communication skills. 

• Clears doubts. 

• Develops critical thinking. 

Case Method 

The case method is a training technique in which employees are given a real or imaginary business 

situation and asked to analyse it and suggest solutions. 

Explanation: 

• A case study describing a business problem is provided. 

• Employees study the situation carefully. 

• They identify the main problems. 

• They discuss alternative solutions. 

• Finally, they select the most suitable solution. 

Example: A company is facing declining sales. Employees analyse the reasons and suggest marketing 

strategies to improve sales. 
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Advantages: 

• Develops analytical skills. 

• Improves problem-solving ability. 

• Encourages logical thinking. 

• Provides practical business knowledge. 

Role Play Method 

Role play is a training method in which employees act out different roles in a simulated situation to 

understand workplace behaviour and improve interpersonal skills. 

Explanation: 

• The trainer assigns different roles to participants. 

• Employees act according to their assigned roles. 

• Other participants observe their behaviour. 

• The trainer provides feedback. 

Example: One employee acts as a customer and another acts as a salesperson to practise handling 

customer complaints. 

Advantages: 

• Improves communication skills. 

• Develops confidence. 

• Improves interpersonal relationships. 

• Helps employees handle difficult situations. 

Self-Directed Learning Programmes 

Self-directed learning is a method in which employees take responsibility for their own learning and 

development. 

Explanation: 

• Employees identify their learning needs. 

• They set their own learning objectives. 

• They select suitable learning materials and methods. 

• They evaluate their own progress. 

Example: An employee independently learns advanced Excel or digital marketing through online 

courses. 

Advantages: 

• Develops independent learning habits. 

• Provides flexibility. 

• Encourages self-motivation. 

• Employees can learn at their own pace. 

Experimentation Method 

Experimentation is a training method in which employees learn by performing experiments, trying 

new methods and observing the results. 

Explanation: 

• Employees are encouraged to try different approaches. 

• They observe the outcomes of their actions. 

• They learn from both success and failure. 

• They improve their skills through practical experience. 

Example: Production employees experiment with different machine settings to improve product 

quality under controlled conditions. 

Advantages: 

• Encourages innovation. 

• Develops creativity. 

• Improves practical knowledge. 
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• Promotes learning through experience. 

Self-Study and E-Learning 

Self-study and e-learning are modern training methods in which employees learn independently using 

books, online courses, videos, digital platforms and learning management systems. 

Explanation: 

• Employees access online learning materials. 

• They complete online modules and assignments. 

• They can attend virtual classes and webinars. 

• Their progress may be evaluated through online tests. 

Example: Employees complete an online course on cybersecurity, computer skills or workplace 

ethics. 

Advantages: 

• Flexible learning. 

• Saves travel and classroom costs. 

• Employees can learn from anywhere. 

• Content can be updated easily. 

Limitations: 

• Requires internet and digital devices. 

• Less face-to-face interaction. 

• Requires self-discipline. 

Simulated Work Settings 

Simulated work settings refer to creating an artificial working environment that closely resembles the 

actual workplace. 

Explanation: 

• Employees practise their work in a controlled environment. 

• They use tools, equipment and procedures similar to actual work. 

• Mistakes can be corrected without affecting real production. 

• It is useful for jobs involving risk or expensive equipment. 

Example: Pilots practise flying in a flight training environment before operating an actual aircraft. 

Advantages: 

• Provides realistic experience. 

• Reduces workplace risks. 

• Builds employee confidence. 

• Prevents costly mistakes. 

Simulation Method 

Simulation is a training technique in which employees are placed in an artificial situation that 

represents real-life workplace problems. 

Explanation: 

• A real-life business situation is recreated. 

• Employees are asked to make decisions. 

• They observe the results of their decisions. 

• The trainer evaluates their performance. 

Example: Managers participate in a business simulation game where they make decisions about 

pricing, production, finance and marketing. 

Advantages: 

• Develops decision-making skills. 

• Improves problem-solving ability. 

• Provides practical learning. 

• Reduces the risk of real-life mistakes. 
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Vestibule Training Method 

Vestibule training is a method in which employees are trained in a separate training area that 

resembles the actual workplace. 

Explanation: 

• A separate training centre is created. 

• Similar machines and equipment are provided. 

• Employees practise their tasks under expert supervision. 

• After completing training, they perform the actual job. 

Example: Factory workers are trained on duplicate machines in a separate training room before 

operating actual production machines. 

Advantages: 

• Provides practical training. 

• Avoids disturbance to actual production. 

• Reduces accidents and mistakes. 

• Improves employee confidence. 

PART C: INTERACTIVE AND TEAM-BUILDING TECHNIQUES 

Interactive and Team-Building Techniques 

Interactive and team-building techniques are training methods designed to improve cooperation, 

communication, coordination and relationships among employees. 

Explanation: 

• Employees participate in group activities. 

• They work together to complete assigned tasks. 

• They learn to trust and support each other. 

• These activities improve team spirit and coordination. 

Examples: 

• Group discussions. 

• Team problem-solving activities. 

• Group projects. 

• Trust-building exercises. 

• Team games and competitions. 

Advantages: 

• Improves teamwork. 

• Develops leadership skills. 

• Reduces conflicts. 

• Improves communication. 

• Builds positive workplace relationships. 

Outdoor Programmes 

Outdoor training programmes involve conducting training activities outside the normal workplace to 

develop leadership, confidence, teamwork and problem-solving skills. 

Explanation: 

Employees participate in physical and mental activities that require cooperation and coordination. 

Examples: 
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1. Trekking 

Employees go on trekking trips to develop confidence, endurance, cooperation and team spirit. 

 
2. Treasure Hunting 

Teams solve clues and complete tasks to find hidden objects. It improves problem-solving and 

coordination. 

 
3. Obstacle Courses 

Employees complete physical challenges together to develop cooperation and confidence. 

 
4. Group Activities 

Employees participate in outdoor games and activities to develop team spirit and communication. 

Advantages: 
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• Improves teamwork. 

• Develops leadership qualities. 

• Reduces workplace stress. 

• Improves confidence. 

• Encourages creativity and cooperation. 

PART D: TRAINING FOR TEMPORARY JOBBERS 

Training for Temporary Jobbers 

Temporary jobbers are employees hired for a short period, seasonal work or temporary assignments. 

Training for temporary jobbers means providing short-term and job-specific training so that they can 

perform their assigned duties efficiently. 

Explanation: 

• Training is provided for a limited period. 

• Employees are taught basic job responsibilities. 

• They receive information about safety rules and workplace procedures. 

• Training focuses on immediate work requirements. 

• Simple instructions and demonstrations are generally used. 

Example: Temporary workers hired during Diwali sales, festival seasons or peak production periods 

are trained in billing, packaging, customer service and safety procedures. 

Approaches used: 

1. Job instruction training. 

2. Demonstration method. 

3. Short classroom sessions. 

4. On-the-job training. 

5. Safety orientation. 

6. Online training modules. 

Challenges: 

• Limited training time. 

• High employee turnover. 

• Different educational backgrounds. 

• Lack of employee commitment. 

• Difficulty in maintaining consistent quality. 

• Higher chances of mistakes due to limited experience. 

Solutions: 

• Provide simple and clear instructions. 

• Use short training sessions. 

• Provide proper supervision. 

• Give safety instructions. 

• Conduct regular performance checks. 

PART E: EVALUATION OF TRAINING AND DEVELOPMENT 

Meaning of Training Evaluation 

Training evaluation is the process of measuring the effectiveness of training programmes to determine 

whether the desired learning objectives have been achieved. 

It helps an organisation understand whether employees have gained knowledge, improved their skills 

and applied their learning to their jobs. 

Objectives of training evaluation: 

• To measure training effectiveness. 

• To identify strengths and weaknesses. 
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• To determine whether training objectives are achieved. 

• To measure employee performance improvement. 

• To identify the return on training investment. 

• To improve future training programmes. 

Approaches to Measuring Training Effectiveness 

Training effectiveness can be measured using different methods: 

1. Feedback forms: Collect opinions from employees after training. 

2. Tests and examinations: Measure the knowledge gained. 

3. Performance appraisal: Compare employee performance before and after training. 

4. Observation: Observe employees while performing their jobs. 

5. Productivity measurement: Check improvements in output and efficiency. 

6. Customer feedback: Measure changes in customer satisfaction. 

7. Cost-benefit analysis: Compare training expenses with the benefits achieved. 

Challenges in Measuring Training Effectiveness 

Measuring the effectiveness of training is not always easy because several problems may arise. 

Major challenges: 

• Difficulty in measuring results: Some skills, such as leadership and communication, are difficult to 

measure in numbers. 

• High evaluation costs: Conducting tests, surveys and performance assessments requires money. 

• Time-consuming process: Training results may take months to become visible. 

• Lack of proper data: Organisations may not maintain accurate performance records. 

• Employee resistance: Some employees may not provide honest feedback. 

• External factors: Changes in technology, market conditions and management may affect 

performance. 

• Difficulty in calculating ROI: It may be difficult to identify which improvements occurred 

specifically because of training. 

Cost of Training Evaluation 

Training evaluation cost refers to the expenses incurred by an organisation while measuring the 

effectiveness and results of training programmes. 

Major costs include: 

1. Data collection cost: Expenses for surveys, questionnaires and feedback forms. 

2. Testing cost: Expenses for conducting examinations and skill assessments. 

3. Evaluator cost: Salaries or fees paid to trainers and external experts. 

4. Technology cost: Expenses for software, online testing tools and evaluation platforms. 

5. Time cost: Employee and management time spent on evaluation activities. 

6. Reporting cost: Expenses for preparing reports and analysing results. 

7. Follow-up cost: Expenses for monitoring employees after training. 

Importance of controlling evaluation costs: 

• Helps reduce unnecessary expenditure. 

• Ensures efficient use of resources. 

• Helps determine whether training is financially beneficial. 

• Supports better training decisions. 

PART F: KIRKPATRICK MODEL OF TRAINING EVALUATION 

Kirkpatrick Model 

The Kirkpatrick Model is a popular training evaluation model developed by Donald Kirkpatrick. It is 

used to measure the effectiveness of training programmes at four different levels. 
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The four levels are: 

Four Levels of Kirkpatrick Model 

Level 4 

Results 

Impact on organisational performance 

Level 3 

Behaviour 

Application of learning at the workplace 

Level 2 

Learning 

Improvement in knowledge and skills 

Level 1 

Reaction 

Employee satisfaction and response 

Level 1: Reaction 

Reaction measures how employees feel about the training programme. 

Explanation: 

• It checks whether employees liked the training. 

• It measures satisfaction with the trainer and training materials. 

• It checks whether the training was useful and interesting. 

Methods of measurement: 

• Feedback forms. 

• Questionnaires. 

• Interviews. 

• Satisfaction surveys. 

Example: Employees provide feedback that the communication skills training was interesting and 

useful. 

Level 2: Learning 

Learning measures the improvement in employees' knowledge, skills, abilities and attitudes after 

training. 

Explanation: 

• It checks what employees have learned. 

• It compares knowledge before and after training. 

• It identifies improvements in technical and professional skills. 

Methods of measurement: 

• Written tests. 

• Practical examinations. 

• Quizzes. 

• Demonstrations. 

• Pre-training and post-training assessments. 

Example: Employees score higher in a computer skills test after completing computer training. 

Level 3: Behaviour 

Behaviour measures whether employees apply the knowledge and skills learned during training in 

their actual workplace. 

Explanation: 

• It checks changes in employee behaviour. 

• It measures whether employees use new skills at work. 

• It evaluates improvements in workplace performance. 

• It requires observation over a period of time. 
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Methods of measurement: 

• Supervisor feedback. 

• Performance appraisal. 

• Workplace observation. 

• Employee interviews. 

• 360-degree feedback. 

Example: After customer service training, employees communicate more politely and handle 

customer complaints more effectively. 

Level 4: Results 

Results measure the overall impact of training on organisational performance and business objectives. 

Explanation: 

• It checks whether training has improved organisational results. 

• It measures changes in productivity and quality. 

• It evaluates the effect on profitability and customer satisfaction. 

• It determines whether the training investment has benefited the organisation. 

Methods of measurement: 

• Increased sales. 

• Higher productivity. 

• Reduced production costs. 

• Lower employee turnover. 

• Fewer workplace accidents. 

• Improved customer satisfaction. 

Example: After sales training, the company experiences a 15% increase in sales. 

Advantages of Kirkpatrick Model 

1. Provides a systematic method of evaluating training. 

2. Measures training at four different levels. 

3. Helps identify training programme weaknesses. 

4. Improves future training decisions. 

5. Connects training with organisational goals. 

6. Helps assess the value of training investments. 

Limitations of Kirkpatrick Model 

1. Evaluation of all four levels can be costly. 

2. Behavioural changes may take time. 

3. Organisational results may be influenced by external factors. 

4. It may be difficult to establish a direct relationship between training and business results. 

5. Proper data collection is required. 

Quick Revision Table for Exams 

Topic Main purpose 

Job Rotation Learning different jobs 

Management Cabinet Learning management decisions 

Committees Teamwork and decision-making 

Assistant-to Method Learning from senior managers 

Apprenticeship Learning skilled work 

Classroom Method Theoretical knowledge 



 
119 P.S.MURTHY,MA,MBA  

Lecture-cum-Discussion Knowledge and participation 

Case Method Problem-solving 

Role Play Interpersonal skills 

Self-Directed Learning Independent learning 

Experimentation Learning through experiments 

Self-Study and E-Learning Flexible digital learning 

Simulated Work Settings Practice in artificial workplace 

Simulation Learning through artificial situations 

Vestibule Method Training on similar equipment separately 

Team Building Cooperation and coordination 

Outdoor Programmes Leadership and confidence 

Temporary Jobbers Training Short-term job-specific skills 

Training Evaluation Measuring training effectiveness 

Kirkpatrick Model Four-level evaluation 

 

Conclusion: Training and Development plays an important role in improving employee efficiency, 

productivity and overall organisational performance. Different on-the-job and off-the-job methods 

help employees develop the required skills. Proper evaluation through methods such as the 

Kirkpatrick Model ensures that training programmes achieve their objectives and provide benefits to 

both employees and organisations. 

 

Important Questions 

1. Explain the meaning and importance of Training and Development. Discuss the various on-the-job 

and off-the-job training approaches. 

2. Explain the different on-the-job training methods: Job Rotation, Management Cabinet, Committees, 

Assistant-to Method and Apprenticeship Method. 

3. Explain the various off-the-job training methods with suitable examples. 

4. Discuss classroom training methods, including Lecture-cum-Discussion, Case Method and Role 

Play. 

5. Explain modern training methods such as Self-Directed Learning Programmes, Experimentation, 

Self-Study and E-Learning. 

6. Explain Simulated Work Settings, Simulation and Vestibule Training Methods with suitable 

examples. 

7. What are interactive and team-building techniques? Explain outdoor training programmes such as 

trekking, treasure hunting and other activities. 

8. Explain the meaning, approaches and challenges of training temporary jobbers. 

9. What is training evaluation? Explain the different methods of measuring training effectiveness. 
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10. Discuss the various challenges involved in measuring training effectiveness. 

11. Explain the cost involved in training evaluation and its importance. 

12. Explain the Kirkpatrick Model of Training Evaluation in detail, including its four levels. 

13. Discuss the advantages and limitations of the Kirkpatrick Model. 

14. Differentiate between on-the-job and off-the-job training methods with suitable examples. 

15. Explain the importance of training evaluation in improving organisational performance. 

16. Discuss the role of self-directed learning and e-learning in modern organisations. 

17. Explain the importance of simulation and vestibule training in employee skill development. 

18. Discuss the importance of outdoor training programmes in developing leadership, teamwork and 

communication skills. 

 

  



 
121 P.S.MURTHY,MA,MBA  

UNIT IV 

Evaluation of T&D: program effectiveness-Pre and post traning methods- Post T&D support 

to trainee- evaluation frame works - reasons for evaluation for evaluation. 
 

Detailed Notes on Program Effectiveness, Pre-Training and Post-Training Methods, and Post-

T&D Support to Trainees 

 

These topics are important in Training and Development (T&D), particularly in Human Resource 

Management (HRM). They explain how an organization plans training, measures its effectiveness, 

prepares employees before training, and supports them after training to ensure that the knowledge and 

skills gained are applied in the workplace. 

1. Program Effectiveness 

Meaning of Program Effectiveness 

Program effectiveness refers to the extent to which a training and development programme achieves 

its predetermined objectives and produces the desired results in employees and the organization. 

It determines whether the training programme has improved employees' knowledge, skills, attitudes, 

performance, and productivity. 

In simple words, program effectiveness means measuring how successful a training programme is 

in achieving its goals. 

Objectives of Program Effectiveness 

1. To Evaluate Training Results: It helps to identify whether the training programme has achieved 

its planned objectives. 

2. To Improve Employee Performance: It determines whether employees are performing their jobs 

better after receiving training. 

3. To Measure Return on Investment (ROI): It helps the organization understand whether the 

money spent on training has generated benefits. 

4. To Identify Training Gaps: It identifies the difference between employees' existing skills and the 

skills required for their jobs. 

5. To Improve Future Training Programmes: Evaluation results help management make necessary 

changes to future training programmes. 

6. To Increase Employee Productivity: Effective training improves employee efficiency, accuracy, 

and quality of work. 

 

 

 

Methods of Measuring Program Effectiveness 

1. Reaction Evaluation 

Reaction evaluation measures how trainees feel about the training programme. 

It collects feedback regarding the trainer, training materials, teaching methods, training environment, 

and overall satisfaction. 

Example: After attending a communication skills programme, employees are asked whether they 

found the sessions useful and interesting. 
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2. Learning Evaluation 

Learning evaluation measures the knowledge, skills, and attitudes acquired by employees during 

training. 

It identifies whether trainees have actually learned the concepts and techniques taught in the 

programme. 

Example: Conducting written tests, practical examinations, quizzes, and demonstrations after 

training. 

3. Behaviour Evaluation 

Behaviour evaluation measures whether employees apply the knowledge and skills learned during 

training in their actual workplace. 

It focuses on changes in employee behaviour and job performance. 

Example: An employee who attends leadership training starts managing team members more 

effectively. 

4. Results Evaluation 

Results evaluation measures the overall impact of training on organizational performance. 

It examines improvements in productivity, quality, customer satisfaction, sales, and reduction in costs. 

Example: After providing sales training, a company observes an increase in monthly sales revenue. 

5. Return on Investment (ROI) 

ROI measures the financial benefits obtained from a training programme compared with the cost of 

conducting it. 

It helps management determine whether the training investment is financially worthwhile. 

Formula: 

ROI=Benefits-CostsCosts×100ROI=CostsBenefits-Costs×100 

Example: If a company spends ₹50,000 on training and receives measurable benefits worth ₹80,000: 

ROI=80,000−50,00050,000×100ROI=50,00080,000−50,000×100 

ROI = 60%. 

This means the training programme generated a 60% return on investment. 

 

 

Factors Affecting Program Effectiveness 

 

1. Clear Training Objectives: Training objectives should be specific and properly defined. 

2. Quality of Trainers: Experienced and knowledgeable trainers improve learning outcomes. 

3. Training Methods: Appropriate training methods help employees understand concepts easily. 

4. Employee Motivation: Interested and motivated employees learn more effectively. 

5. Training Environment: A comfortable and supportive environment improves concentration. 

6. Management Support: Management encouragement helps employees apply their learning. 

7. Follow-up Activities: Continuous monitoring and feedback help maintain training results. 
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Importance of Program Effectiveness 

• Improves employee knowledge and skills. 

• Increases organizational productivity. 

• Reduces training costs and wastage. 

• Helps achieve organizational goals. 

• Improves employee satisfaction and confidence. 

• Identifies areas requiring further improvement. 

• Helps management make better training decisions. 

2. Pre-Training Methods 

Meaning of Pre-Training Methods 

Pre-training methods refer to the activities and techniques adopted by an organization before the 

actual training programme begins. 

These methods prepare employees mentally, physically, and professionally for the training process. 

They help trainees understand the purpose of training, identify their learning needs, and develop 

interest in the programme. 

In simple words, pre-training methods are the activities conducted before training to prepare 

employees for effective learning. 

Objectives of Pre-Training Methods 

1. To identify the training needs of employees. 

2. To understand the existing knowledge and skills of trainees. 

3. To create awareness about the training programme. 

4. To motivate employees to participate actively. 

5. To establish clear training objectives. 

6. To select suitable training methods and materials. 

7. To ensure that employees are prepared for the training process. 

Important Pre-Training Methods 

1. Training Needs Assessment (TNA) 

Training Needs Assessment is the process of identifying the gap between employees' existing skills 

and the skills required to perform their jobs effectively. 

It helps the organization decide what type of training is required and who needs it. 

Example: If employees lack computer knowledge, the organization may arrange computer training. 

 

2. Pre-Training Orientation 

Pre-training orientation introduces trainees to the training programme before it begins. 

It explains the purpose, objectives, duration, schedule, rules, and expected outcomes of the 

programme. 

It helps employees understand what they are going to learn. 

Example: Before a leadership development programme, employees are informed about the topics, 

schedule, and activities. 
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3. Pre-Training Assessment 

Pre-training assessment evaluates the existing knowledge, skills, abilities, and understanding of 

employees before training. 

It provides a baseline against which post-training performance can be compared. 

Common methods include: 

• Written tests. 

• Interviews. 

• Practical examinations. 

• Questionnaires. 

• Skill assessments. 

Example: Employees take a computer knowledge test before attending computer training. 

4. Setting Training Objectives 

Training objectives define what employees are expected to learn and achieve after completing the 

programme. 

Objectives should be clear, measurable, and relevant to job requirements. 

Example: After sales training, employees should be able to communicate effectively with customers 

and increase sales. 

5. Selection of Trainees 

This method involves identifying and selecting employees who require training. 

Selection is based on job responsibilities, performance levels, skill gaps, experience, and 

organizational requirements. 

Example: Newly appointed employees are selected for induction training. 

6. Preparation of Training Materials 

Training materials are prepared before the actual programme to support the learning process. 

These materials may include: 

• Training manuals. 

• Presentations. 

• Handbooks. 

• Videos. 

• Case studies. 

• Workbooks. 

• Practical exercises. 

Proper materials make training more systematic and understandable. 

7. Motivation and Counselling 

Employees are encouraged to participate actively in training. 

Counselling helps remove fear, doubts, and hesitation regarding the training programme. 

It also develops a positive attitude towards learning. 

Example: A manager explains to employees how a computer training programme can improve their 

career opportunities. 
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8. Selection of Trainers and Training Methods 

The organization selects qualified trainers and suitable training techniques according to the subject 

and learning requirements. 

Training methods may include lectures, demonstrations, role-playing, group discussions, simulations, 

and practical exercises. 

9. Pre-Training Communication 

Important information about the training programme is communicated to employees in advance. 

It includes the training venue, date, time, duration, dress code, required materials, and instructions. 

This avoids confusion and ensures proper participation. 

Importance of Pre-Training Methods 

• Creates awareness about the training programme. 

• Helps identify employee training needs. 

• Develops interest and motivation among trainees. 

• Reduces confusion and fear. 

• Helps trainers plan training effectively. 

• Establishes clear learning objectives. 

• Improves trainee participation and learning outcomes. 

3. Post-Training Methods 

Meaning of Post-Training Methods 

Post-training methods refer to the activities and techniques adopted after the completion of a training 

programme to evaluate learning and ensure that employees apply the knowledge and skills gained 

during training. 

These methods help organizations understand the effectiveness of training and identify areas where 

additional support is needed. 

In simple words, post-training methods are the activities carried out after training to measure 

learning outcomes and improve employee performance. 

Objectives of Post-Training Methods 

1. To evaluate the success of the training programme. 

2. To measure improvements in employee knowledge and skills. 

3. To identify changes in employee behaviour. 

4. To encourage employees to apply their learning at work. 

5. To provide feedback and guidance. 

6. To identify the need for additional training. 

7. To improve future training programmes. 

Important Post-Training Methods 

1. Post-Training Evaluation 

Post-training evaluation measures the overall effectiveness of the training programme. 

It determines whether the programme has achieved its objectives. 
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It may include feedback forms, interviews, tests, and performance assessments. 

Example: Employees are asked to complete a feedback form after completing a training programme. 

2. Post-Training Assessment 

Post-training assessment measures the knowledge and skills acquired by employees after training. 

The results are compared with pre-training assessment results to identify improvements. 

Example: Employees take a computer skills test after completing computer training. 

3. Feedback Collection 

Feedback is collected from trainees, trainers, supervisors, and managers regarding the training 

programme. 

It helps identify strengths and weaknesses in the training process. 

Example: Employees provide feedback about the trainer's teaching methods and training materials. 

4. Performance Monitoring 

Performance monitoring involves observing employees' work after training to determine whether their 

performance has improved. 

Managers examine productivity, work quality, efficiency, and accuracy. 

Example: A supervisor monitors whether employees use newly learned customer service techniques. 

5. Follow-up Training 

Follow-up training provides additional learning opportunities to employees after the main training 

programme. 

It helps employees revise important concepts and improve areas where they face difficulties. 

Example: Employees attend an additional workshop to improve their presentation skills. 

6. Coaching and Mentoring 

Coaching and mentoring provide continuous guidance to employees after training. 

A senior employee or experienced manager helps trainees apply their learning in real workplace 

situations. 

Example: A senior manager guides a newly trained team leader in handling employee conflicts. 

7. Refresher Training 

Refresher training is provided to employees to revise existing knowledge and update their skills. 

It prevents employees from forgetting what they have learned and helps them stay updated with new 

developments. 

Example: Employees receive refresher training on workplace safety procedures every year. 

8. Preparation of Training Reports 

A training report records the details and outcomes of the training programme. 

It includes the number of participants, topics covered, feedback, assessment results, achievements, 

and suggestions for improvement. 
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9. Recognition and Rewards 

Employees who successfully complete training and demonstrate improved performance may receive 

recognition and rewards. 

It motivates employees to apply their learning and continue improving their skills. 

Example: Employees who demonstrate excellent customer service after training receive appreciation 

certificates. 

Importance of Post-Training Methods 

• Measures the success of training. 

• Identifies improvements in employee performance. 

• Helps employees apply learning in the workplace. 

• Provides opportunities for continuous learning. 

• Identifies the need for additional training. 

• Increases employee confidence and motivation. 

• Improves organizational efficiency. 

 

 

Post-T&D Support to Trainees 

Meaning of Post-T&D Support 

Post-T&D support refers to the guidance, assistance, encouragement, and resources provided by an 

organization to employees after completing a Training and Development programme. 

The main purpose is to ensure that trainees use the knowledge, skills, and abilities gained during 

training in their actual work environment. 

Training alone may not guarantee improved performance. Employees require continuous support from 

managers, supervisors, trainers, and co-workers to transfer their learning into practical work. 

In simple words, Post-T&D support means helping employees implement what they have learned 

during training in their actual job responsibilities. 

Objectives of Post-T&D Support 

1. To help trainees apply newly acquired knowledge and skills. 

2. To improve employee performance and productivity. 

3. To provide continuous guidance and assistance. 

4. To overcome difficulties faced by employees after training. 

5. To encourage employees to practise new skills. 

6. To maintain the benefits of training for a long period. 

7. To promote continuous learning and development. 

Important Methods of Post-T&D Support to Trainees 

1. Coaching Support 

Coaching is a process in which a manager, supervisor, or experienced professional provides individual 

guidance to trainees after training. 

It helps employees understand how to apply their learning in practical situations. 

Coaching also helps identify mistakes and improve performance. 
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Example: A newly trained employee receives guidance from a supervisor on how to handle customer 

complaints. 

2. Mentoring Support 

Mentoring involves providing long-term guidance and career-related support to employees through 

experienced senior employees. 

A mentor shares knowledge, professional experience, and suggestions to help trainees develop their 

careers. 

Example: A senior manager guides a newly promoted employee in leadership and decision-making. 

3. Feedback and Performance Review 

Feedback helps trainees understand their strengths and weaknesses after training. 

Managers regularly review employee performance and provide suggestions for improvement. 

Constructive feedback encourages employees to correct mistakes and develop their skills. 

Example: A supervisor reviews an employee's performance after communication skills training and 

suggests ways to improve customer interaction. 

4. Providing Learning Resources 

Organizations should provide necessary learning materials and resources after training. 

These resources help trainees revise concepts and improve their knowledge whenever required. 

Resources may include: 

• Training manuals. 

• E-books. 

• Online learning materials. 

• Instructional videos. 

• Reference documents. 

• Software and technical tools. 

Example: Employees receive access to online learning platforms after completing digital marketing 

training. 

5. On-the-Job Practice 

On-the-job practice allows trainees to apply the knowledge and skills acquired during training while 

performing their regular job duties. 

Practical application increases confidence and improves learning retention. 

Example: Employees who attend computer training are given opportunities to use the software in 

their daily work. 

6. Peer Support and Team Assistance 

Peer support refers to the assistance provided by co-workers and team members to trainees. 

Employees can share experiences, exchange ideas, solve problems, and learn from each other. 

It creates a supportive learning environment. 

Example: An experienced employee helps a newly trained colleague understand a new office 

procedure. 
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7. Refresher Training 

Refresher training helps trainees revise and update their knowledge after completing the main training 

programme. 

It is useful when employees need to remember important procedures or learn about new technologies. 

Example: Employees receive regular refresher sessions on workplace safety and emergency 

procedures. 

8. Job Aids and Performance Support Tools 

Job aids are simple tools that help employees perform their tasks correctly and efficiently. 

They provide quick guidance when employees forget a particular procedure or process. 

Examples include: 

• Checklists. 

• Instruction manuals. 

• Process charts. 

• Quick reference guides. 

• Standard Operating Procedures (SOPs). 

Example: A customer service employee uses a checklist to follow the correct steps while handling 

customer complaints. 

9. Motivation and Recognition 

Organizations should encourage trainees to apply their new skills by appreciating their efforts and 

achievements. 

Recognition increases confidence, motivation, and commitment towards work. 

Rewards may include certificates, promotions, incentives, appreciation letters, and awards. 

Example: An employee who demonstrates improved leadership skills after training receives 

appreciation from management. 

10. Career Development Support 

Career development support helps employees use their newly acquired skills for professional growth. 

Organizations may provide opportunities for promotions, job rotation, advanced training, and 

additional responsibilities. 

Example: An employee who successfully completes management training may be considered for a 

supervisory position. 

11. Continuous Monitoring and Evaluation 

Continuous monitoring helps managers track whether employees are applying their training 

effectively. 

It identifies performance improvements and areas that require further support. 

Example: Managers regularly observe employees to check whether they are following the new safety 

procedures learned during training. 
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12. Creating a Supportive Work Environment 

An organization should create a workplace where employees feel comfortable applying new ideas and 

methods. 

Managers should encourage experimentation, teamwork, communication, and knowledge sharing. 

Employees should not be discouraged from using newly learned techniques. 

Example: Management allows employees to use newly learned digital tools and provides technical 

assistance whenever required. 

Importance of Post-T&D Support to Trainees 

 

1. Improves Skill Application: It helps employees apply the knowledge and skills gained during 

training in real work situations. 

2. Increases Employee Confidence: Continuous guidance and encouragement make employees more 

confident in performing their duties. 

3. Improves Job Performance: Proper support increases work efficiency, accuracy, and productivity. 

4. Reduces Skill Forgetting: Regular practice and refresher training help employees retain what they 

have learned. 

5. Promotes Continuous Learning: Employees get opportunities to update their knowledge and 

develop new skills. 

6. Increases Employee Satisfaction: Support from managers and co-workers makes employees feel 

valued and motivated. 

7. Achieves Organizational Goals: Better employee performance contributes to organizational 

growth and success. 

8. Ensures Transfer of Training: It ensures that the knowledge and skills learned during training are 

effectively transferred to the workplace. 

Difference Between Pre-Training, Post-Training and Post-T&D Support 

 

Basis Pre-Training Methods Post-Training Methods Post-T&D Support 

Meaning Activities before training Activities after training Support provided after training 

Main purpose Prepare employees Evaluate training 

outcomes 

Help employees apply learning 

Focus Training preparation Learning assessment Workplace performance 

Activities Needs assessment, 

orientation 

Tests, feedback, 

evaluation 

Coaching, mentoring, guidance 

Responsibility HR department and trainers Trainers and HR 

managers 

Managers, supervisors and 

mentors 

Outcome Training readiness Measurement of learning Improved job performance 

Stages of an Effective Training and Development Programme 
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The following diagram explains how an effective training programme works from beginning to end. 

1. Pre-Training Stage 

Training needs assessment, orientation, planning and preparation 

2. Training Programme 

Knowledge sharing, skill development and practical learning 

3. Post-Training Stage 

Assessment, feedback and performance evaluation 

4. Post-T&D Support 

Coaching, mentoring, refresher training and workplace assistance 

5. Program Effectiveness 

Measuring learning outcomes, behaviour changes and organizational results 

Conclusion 

Training and Development plays an important role in improving employee knowledge, skills, abilities, 

and overall performance. Pre-training methods prepare employees for effective learning, while post-

training methods evaluate the results of training. Post-T&D support ensures that employees apply 

their newly acquired knowledge and skills in the workplace. Finally, program effectiveness helps 

organizations measure the success of training programmes and identify areas for improvement. 

Therefore, all these activities are essential for developing competent employees, increasing 

productivity, and achieving organizational objectives. 
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Evaluation Frameworks and Reasons for Evaluation in Training and Development (T&D) 

Evaluation is an important part of Training and Development (T&D). It helps an organization 

determine whether a training programme has achieved its objectives and improved employee 

performance. It also helps management identify the strengths and weaknesses of training programmes 

and make necessary improvements. 

The two important topics are: 

1. Evaluation Frameworks 

2. Reasons for Evaluation 

1. Evaluation Frameworks 

Meaning of Evaluation Frameworks 

An evaluation framework is a systematic structure or model used to measure and assess the 

effectiveness of a training and development programme. 

It provides guidelines for evaluating whether employees have gained the required knowledge, skills, 

and attitudes through training and whether they are applying them in their actual work. 

Evaluation frameworks help organizations measure training outcomes at different levels, such as 

employee satisfaction, learning, behaviour changes, and organizational performance. 

In simple words: An evaluation framework is a systematic method used to determine how successful 

a training programme is and whether it has achieved its intended objectives. 

Objectives of Evaluation Frameworks 

1. To Measure Training Effectiveness: To identify whether the training programme has achieved its 

planned objectives. 

2. To Assess Employee Learning: To determine whether employees have gained new knowledge, 

skills, and abilities. 

3. To Measure Behavioural Changes: To understand whether employees are applying the skills 

learned during training in the workplace. 

4. To Improve Training Quality: To identify the strengths and weaknesses of existing training 

programmes. 

5. To Measure Organizational Benefits: To determine whether training has improved productivity, 

efficiency, and overall organizational performance. 

6. To Support Decision-Making: To help management decide whether to continue, modify, or 

discontinue a training programme. 
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Important Evaluation Frameworks and Models 

1. Kirkpatrick's Four-Level Evaluation Model 

Widely used model 

The Kirkpatrick model was developed by Donald Kirkpatrick. It is one of the most commonly used 

frameworks for evaluating training effectiveness. 

It evaluates training programmes at four different levels. 

 

Level 1: Reaction 

Reaction evaluation measures how trainees feel about the training programme. 

It identifies whether employees found the training useful, interesting, relevant, and satisfactory. 

It focuses on the opinions and experiences of trainees. 

 

Methods of evaluation: 

• Feedback forms. 

• Questionnaires. 

• Interviews. 

• Satisfaction surveys. 

•  

Example: Employees are asked whether they were satisfied with the trainer, training materials, and 

teaching methods. 

 

Level 2: Learning 

Learning evaluation measures the knowledge, skills, attitudes, and abilities acquired by employees 

through training. 



 
134 P.S.MURTHY,MA,MBA  

It determines whether trainees have actually learned the concepts and techniques taught during the 

programme. 

 

Methods of evaluation: 

• Written examinations. 

• Practical tests. 

• Quizzes. 

• Skill demonstrations. 

• Pre-training and post-training tests. 

 

Example: Employees attend computer training and take a practical examination to test their 

knowledge of MS Excel. 

 

 

 

Level 3: Behaviour 

Behaviour evaluation measures whether employees apply the knowledge and skills gained during 

training in their actual workplace. 

It focuses on changes in employee behaviour and job performance after training. 

 

Methods of evaluation: 

• Supervisor observations. 

• Performance reviews. 

• Workplace assessments. 

• Interviews. 

• Feedback from co-workers. 

 

Example: An employee who attends communication skills training begins communicating more 

effectively with customers and colleagues. 

 

Level 4: Results 

Results evaluation measures the overall impact of training on organizational performance. 

It identifies whether training has contributed to improvements in productivity, sales, quality, customer 

satisfaction, and profitability. 

Methods of evaluation: 

• Productivity reports. 

• Sales reports. 

• Cost analysis. 

• Customer satisfaction surveys. 

• Quality improvement reports. 

 

Example: After providing sales training, a company observes an increase in sales and customer 

satisfaction. 

 

Importance of Kirkpatrick's Model 

• Provides a systematic approach to training evaluation. 

• Measures training effectiveness at four levels. 

• Helps identify employee learning outcomes. 

• Measures changes in workplace behaviour. 
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• Connects training with organizational performance. 

2. CIRO Evaluation Model 

CIRO stands for Context, Input, Reaction, and Outcome. 

It was developed by Peter Warr, Michael Bird, and Neil Rackham. 

This model is mainly used to evaluate management training programmes. It focuses on identifying 

training needs, evaluating training resources, measuring trainee reactions, and assessing outcomes. 

 

1. Context Evaluation 

Context evaluation identifies the training needs and objectives of an organization. 

It examines the problems, opportunities, and requirements that make training necessary. 

Example: A company identifies that employees lack leadership skills and decides to conduct 

leadership development training. 

2. Input Evaluation 

Input evaluation examines the resources, methods, materials, trainers, and strategies used to conduct 

the training programme. 

It helps determine whether the organization has selected the right training methods and resources. 

Example: The organization evaluates the trainer's experience, training materials, budget, and duration 

before conducting the programme. 

3. Reaction Evaluation 

Reaction evaluation measures the responses and opinions of trainees towards the training programme. 

It identifies whether employees are satisfied with the training and whether they consider it useful. 

Example: Employees complete feedback forms after attending a leadership training programme. 

4. Outcome Evaluation 
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Outcome evaluation measures the results achieved after completing the training programme. 

It determines whether the training has improved employee performance and contributed to 

organizational objectives. 

Example: After leadership training, managers become better at handling teams and solving workplace 

problems. 

Importance of CIRO Model 

• Helps identify training requirements. 

• Evaluates the quality of training resources. 

• Measures employee satisfaction. 

• Examines training outcomes. 

• Helps improve future training programmes. 

3. CIPP Evaluation Model 

CIPP stands for Context, Input, Process, and Product. 

This model was developed by Daniel Stufflebeam. 

It is a comprehensive evaluation framework used to evaluate training programmes and other 

educational or organizational programmes. 

 

1. Context Evaluation 

Context evaluation identifies the needs, problems, opportunities, and objectives of the training 

programme. 

It helps the organization understand why training is necessary. 

Example: A company identifies that employees need digital marketing skills to meet changing 

business requirements. 

2. Input Evaluation 
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Input evaluation examines the resources and strategies required to conduct the training programme. 

It includes trainers, budget, training materials, technology, facilities, and training methods. 

Example: The organization selects qualified trainers, prepares learning materials, and arranges 

computer laboratories. 

3. Process Evaluation 

Process evaluation examines how the training programme is implemented. 

It monitors whether the programme is conducted according to the planned schedule and objectives. 

It also identifies problems that arise during training. 

Example: Management observes training sessions to check whether trainers are following the 

planned teaching methods. 

4. Product Evaluation 

Product evaluation measures the final outcomes and achievements of the training programme. 

It determines whether the programme has achieved its objectives and produced the desired results. 

Example: The organization measures whether employees have improved their digital marketing skills 

and work performance. 

Importance of CIPP Model 

• Provides a complete evaluation process. 

• Helps in planning and implementing training. 

• Identifies problems during training. 

• Measures final training outcomes. 

• Supports continuous improvement and decision-making. 

4. Phillips ROI Model 

The Phillips ROI Model was developed by Jack Phillips. It extends Kirkpatrick's four-level model by 

adding a fifth level called Return on Investment (ROI). 

It focuses on measuring the financial value of training compared with the cost of conducting it. 
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Level 1: Reaction and Planned Action 

It measures how trainees respond to the programme and whether they intend to use what they have 

learned. 

Example: Employees express satisfaction with the training and plan to use the new skills in their 

daily work. 

Level 2: Learning 

It measures the knowledge, skills, and attitudes gained by trainees. 

Example: Employees demonstrate improved knowledge through examinations and practical tests. 

Level 3: Application and Implementation 

It evaluates whether employees apply the knowledge and skills learned during training in their 

workplace. 

Example: Employees start using newly learned software in their daily tasks. 

Level 4: Business Impact 

It measures the effect of training on organizational results. 

Example: The company observes increased productivity, reduced errors, and improved customer 

satisfaction. 

Level 5: Return on Investment (ROI) 

It compares the financial benefits obtained from training with the total training costs. 

 

Formula: 

ROI=Net Programme Benefits / Programme Costs×100 
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Where: 

Net Programme Benefits = Monetary Benefits − Programme Costs. 

 

Example: 

• Training cost = ₹50,000 

• Financial benefits = ₹80,000 

• Net benefits = ₹30,000 

ROI=30,00050,000×100ROI=50,00030,000×100 

ROI = 60%. 

This indicates that the training programme generated a 60% return on investment. 

Importance of Phillips ROI Model 

• Measures the financial benefits of training. 

• Helps justify training expenditure. 

• Identifies the economic value of training. 

• Supports management decisions. 

• Helps compare training costs with organizational benefits. 

5. Kaufman's Five-Level Evaluation Model 

Kaufman's Five-Level Evaluation Model was developed by Roger Kaufman. It extends the traditional 

training evaluation approach by considering the wider organizational and societal impact of training. 

It evaluates training outcomes at five levels. 

Level 1: Input and Process 

It evaluates the availability and quality of resources and the training process. 

Example: Evaluating trainers, materials, facilities, and training activities. 

Level 2: Acquisition 

It measures the knowledge, skills, and abilities acquired by employees through training. 

Example: Testing whether employees have learned new technical skills. 

Level 3: Application 

It measures whether employees apply the acquired knowledge and skills in their workplace. 

Example: Employees use newly learned techniques to improve their work. 

Level 4: Organizational Results 

It evaluates the contribution of training to organizational performance. 

Example: Improved productivity, profitability, and customer satisfaction. 

Level 5: Societal Outcomes 

It measures the wider benefits of training to society and the surrounding environment. 

Example: Training employees in environmental protection practices helps reduce pollution and 

promotes social responsibility. 

Importance of Kaufman's Model 

• Focuses on individual and organizational outcomes. 

• Considers wider societal benefits. 

• Provides a comprehensive evaluation approach. 

• Connects employee development with organizational and social objectives. 
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Summary of Evaluation Frameworks 

 

Evaluation Model Main Focus Levels 

Kirkpatrick Model Training effectiveness 4 levels 

CIRO Model Training needs and outcomes 4 stages 

CIPP Model Planning, implementation and results 4 components 

Phillips ROI Model Financial returns from training 5 levels 

Kaufman's Model Individual, organizational and societal impact 5 levels 
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Reasons for Evaluation 

Meaning of Reasons for Evaluation 

Reasons for evaluation refer to the purposes or justifications for assessing a training and development 

programme. 

Organizations conduct training evaluation to determine whether the programme is useful, whether 

employees have improved their performance, and whether the organization has received benefits from 

its training investment. 

Evaluation helps management understand what worked well, what did not work well, and what 

improvements are required. 

In simple words: Reasons for evaluation explain why an organization needs to evaluate its training 

and development programmes. 

Important Reasons for Evaluation 

1. To Measure Training Effectiveness 

The main reason for evaluation is to determine whether the training programme has achieved its 

objectives. 

It helps management understand whether the training has produced the expected results. 

Example: Evaluating whether customer service training has improved employees' ability to handle 

customer complaints. 

2. To Identify Training Needs 

Evaluation helps identify the skills and knowledge that employees still lack after training. 

It helps organizations understand whether additional or advanced training is necessary. 

Example: After technical training, an organization discovers that employees still need advanced 

software knowledge. 

3. To Measure Employee Performance 

Evaluation helps determine whether employees' job performance has improved after training. 

It examines factors such as work quality, efficiency, productivity, and accuracy. 

Example: A company compares employees' performance before and after sales training. 

4. To Identify Strengths and Weaknesses 

Evaluation helps identify the strong and weak areas of a training programme. 

It determines which training methods are effective and which areas require improvement. 

Example: Feedback reveals that practical demonstrations are more effective than lengthy lectures. 

5. To Measure Return on Investment (ROI) 

Training programmes require money, time, trainers, and other resources. 

Evaluation helps determine whether the benefits obtained from training justify the expenses incurred. 

Example: A company evaluates whether the increase in productivity after training justifies the 

training expenditure. 
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6. To Improve Future Training Programmes 

Evaluation provides useful information for designing and organizing future training programmes. 

It helps management modify training content, methods, duration, and materials according to employee 

requirements. 

Example: If employees find online training difficult, the organization may introduce classroom 

sessions and practical demonstrations. 

7. To Ensure Achievement of Organizational Goals 

Training evaluation determines whether employee development activities contribute to the 

achievement of organizational objectives. 

It connects individual learning with business goals. 

Example: Sales training helps employees improve their performance and supports the organization's 

sales targets. 

8. To Improve Employee Satisfaction and Motivation 

Evaluation identifies whether employees are satisfied with the training programme. 

When employees receive useful training, they feel more confident, motivated, and valued. 

Example: Employees who receive effective leadership training may feel more confident in handling 

responsibilities. 

9. To Ensure Accountability 

Evaluation makes trainers, HR managers, and training departments responsible for the quality and 

outcomes of training programmes. 

It helps management understand how training resources are being used. 

Example: The HR department prepares an evaluation report showing the training expenditure, 

number of participants, and learning outcomes. 

10. To Support Decision-Making 

Evaluation provides reliable information to management for making decisions about training 

programmes. 

Management can decide whether to continue, modify, expand, or discontinue a particular programme. 

Example: If a training programme produces positive results, management may conduct the same 

programme for other departments. 

11. To Improve Quality and Productivity 

Evaluation determines whether training has helped employees improve the quality and quantity of 

their work. 

It identifies whether training has reduced mistakes, wastage, delays, and operational costs. 

Example: Quality control training helps factory employees reduce defective products. 

12. To Measure Behavioural Changes 

Evaluation identifies whether employees have changed their workplace behaviour after receiving 

training. 
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It examines improvements in communication, teamwork, leadership, discipline, and decision-making. 

Example: Employees who attend teamwork training begin cooperating more effectively with their 

colleagues. 

13. To Ensure Transfer of Training 

Transfer of training means applying the knowledge and skills acquired during training to actual job 

situations. 

Evaluation helps determine whether employees are using what they have learned in their workplace. 

Example: Employees who attend safety training follow the correct safety procedures while operating 

machinery. 

14. To Maintain Training Standards 

Evaluation ensures that training programmes maintain the required standards of quality and relevance. 

It helps organizations check whether the trainers, learning materials, and methods meet expected 

standards. 

Example: Management regularly reviews training content to ensure that employees receive updated 

technical knowledge. 

15. To Develop Employees' Career Growth 

Evaluation identifies employees' progress, abilities, and areas requiring further development. 

It helps management plan promotions, career development, and advanced training opportunities. 

Example: An employee who demonstrates strong leadership abilities after training may be considered 

for a managerial position. 

Importance of Evaluation in Training and Development 

The evaluation process is important because it: 

o Ensures that training objectives are achieved. 

o Improves employee knowledge and skills. 

o Increases organizational productivity. 

o Reduces unnecessary training expenditure. 

o Helps identify future training requirements. 

o Improves the quality of training programmes. 

o Supports better managerial decisions. 

o Increases employee confidence and satisfaction. 

o Measures the financial and non-financial benefits of training. 

o Ensures continuous improvement in employee performance. 

Difference Between Evaluation Frameworks and Reasons for Evaluation 

 

Basis Evaluation Frameworks Reasons for Evaluation 

Meaning Models or structures used to evaluate 

training 

Purposes for evaluating training 

Main How to evaluate training Why to evaluate training 
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focus 

Nature Systematic approach Justification or purpose 

Examples Kirkpatrick, CIRO, CIPP, Phillips ROI Measuring effectiveness, ROI and 

performance 

Purpose Provides evaluation methods Explains the need for evaluation 

Outcome Evaluation results Better decisions and improvements 

4. Conclusion 

Evaluation frameworks provide systematic methods for measuring the effectiveness of training and 

development programmes. Models such as Kirkpatrick, CIRO, CIPP, Phillips ROI, and Kaufman's 

model help organizations assess training at different levels. The reasons for evaluation explain why 

training programmes should be assessed, including measuring effectiveness, improving employee 

performance, identifying training needs, calculating ROI, and achieving organizational objectives. 

Therefore, evaluation is an essential part of Training and Development because it ensures that training 

programmes are effective, economical, and beneficial to both employees and organizations. 
 

 

Important Questions  

1. Explain the meaning and importance of Training and Development Programme Effectiveness. 

2. What is training evaluation? Explain the reasons and objectives for evaluating Training and 

Development programmes. 

3. Explain the different methods of evaluating training programmes before and after training. 

4. Discuss the Pre-Training and Post-Training Evaluation Methods in detail. 

5. What is Post-T&D Support to Trainees? Explain its importance and different methods. 

6. Explain the different evaluation frameworks used for measuring Training and Development 

effectiveness. 

7. Discuss the importance of evaluation frameworks in assessing the success of training programmes. 

8. Explain the various reasons for evaluating Training and Development programmes. 

9. How can an organisation measure the effectiveness of a Training and Development programme? 

Explain with suitable examples. 

10. Discuss the role of feedback, follow-up and continuous support in improving training 

effectiveness. 

11. Explain the importance of pre-training assessment and post-training assessment in measuring 

employee learning and performance. 

12. Discuss the challenges faced by organisations while evaluating Training and Development 

programmes. 
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UNIT – V 

 

 

Training Budget: elements of good training budget – effective preparation and monitoring of training 

budget- evaluation of T&D function – emerging trends in training and development – self-studies and 

E-learning- Gamification and team building – six sigma- electronic enable training – web based 

training  

1. TRAINING BUDGET 

1. Meaning and Introduction of Training Budget 

A training budget is a financial plan prepared by an organisation to estimate, allocate and control the 

money required for conducting employee training and development programmes. 

It represents the total amount of money an organisation plans to spend on improving employees' 

knowledge, skills, abilities and work performance. 

Training is considered an investment in human resources because trained employees perform their 

jobs more effectively, improve productivity and contribute to organisational growth. Therefore, every 

organisation must prepare a proper training budget to ensure that training programmes are conducted 

successfully without unnecessary expenses. 

Definition: 

A training budget is a systematic financial allocation of resources for planning, organising, 

implementing and evaluating employee training and development activities within an organisation. 

Objectives of a Training Budget 

1. Cost Control: A training budget helps the organisation control unnecessary expenditure by 

planning expenses in advance. It ensures that money is spent only on useful and necessary training 

activities. 

2. Resource Allocation: It helps management distribute available financial resources among different 

training programmes according to their importance and requirements. 

3. Employee Development: It provides financial support for improving employees' knowledge, skills 

and abilities through various training programmes. 

4. Performance Improvement: A proper training budget helps employees improve their work 

efficiency, reduce mistakes and increase overall productivity. 

5. Planning and Forecasting: It helps the organisation estimate future training requirements and 

calculate the expenses needed to conduct upcoming training programmes. 

6. Return on Investment: It helps management ensure that the money spent on training provides 

valuable results in the form of improved employee performance and organisational benefits. 

7. Organisational Growth: It supports the development of skilled employees who can adapt to 

technological changes, new responsibilities and future organisational requirements. 

2. Elements of a Good Training Budget 

A good training budget consists of various financial elements required to conduct training 

programmes successfully. These elements help the organisation estimate all possible expenses and 

utilise its financial resources effectively. 

2.1 Training Needs Assessment Cost 

Training needs assessment refers to the process of identifying the knowledge, skills and abilities that 

employees need to perform their jobs effectively. 
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It helps the organisation identify the gap between employees' existing skills and the skills required to 

achieve organisational objectives. 

Before conducting any training programme, management must understand which employees need 

training and what type of training is necessary. 

Expenses may include: 

• Employee surveys and questionnaires. 

• Interviews with managers and supervisors. 

• Skill assessment tests. 

• Employee performance analysis. 

• Consultation with training experts. 

Example: If employees are unable to communicate effectively with customers, the organisation 

conducts a training needs assessment to identify their weaknesses before arranging a communication 

skills programme. 

2.2 Trainer and Instructor Fees 

Trainer and instructor fees refer to the amount paid to professionals who conduct training programmes 

and provide guidance to employees. 

Organisations may appoint internal trainers or hire external experts depending on the nature of the 

training. 

The budget should include: 

• Professional trainer fees. 

• Guest lecturer payments. 

• Consultant charges. 

• Technical expert fees. 

• Trainer travel and accommodation expenses. 

Internal trainers can help reduce expenditure because they are already working in the organisation and 

understand its policies and procedures. 

Example: An organisation hires an external expert to conduct leadership development training for its 

managers. 

2.3 Training Materials and Resources 

Training materials and resources are the educational materials provided to employees to help them 

understand and learn the topics covered during training. 

These materials make learning easier, improve knowledge retention and help employees refer to 

important information even after completing training. 

The expenses include: 

• Training manuals. 

• Books and reference materials. 

• Printed notes. 

• Workbooks. 

• Case studies. 

• Presentation materials. 

• Educational videos and digital resources. 

Example: During computer training, employees may be provided with manuals, practical exercises 

and instructional videos to understand the software. 
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2.4 Infrastructure and Facilities 

Infrastructure and facilities refer to the physical arrangements and equipment required to conduct 

training programmes comfortably and effectively. 

A suitable training environment helps employees concentrate, participate in activities and understand 

the trainer's explanations. 

The budget should cover: 

• Training halls and classrooms. 

• Projectors and computers. 

• Internet facilities. 

• Audio-visual equipment. 

• Chairs, tables and furniture. 

• Electricity and maintenance charges. 

Example: An organisation arranges a training hall with computers, projectors and internet facilities 

for conducting technical training. 

2.5 Technology and E-Learning Expenses 

Modern organisations use digital technology to provide training through online platforms and 

electronic devices. These technologies help employees learn from different locations and at 

convenient times. 

The organisation must allocate funds for purchasing, installing and maintaining these technologies. 

The budget may include: 

• Learning Management Systems (LMS). 

• Online training subscriptions. 

• Video conferencing software. 

• E-learning platforms. 

• Digital learning applications. 

• Software licences. 

• Technical support and maintenance. 

Example: An organisation purchases an online learning platform to provide digital training courses to 

employees working in different branches. 

2.6 Employee Travel and Accommodation 

Some training programmes are conducted outside the organisation or at specialised training centres. In 

such situations, employees may need to travel to different locations to attend training. 

The organisation must provide financial support to ensure employees can participate without facing 

unnecessary difficulties. 

The expenses include: 

• Transportation charges. 

• Hotel accommodation. 

• Food expenses. 

• Travel allowances. 

• Local transportation expenses. 

Example: Employees are sent to another city to attend a professional technical training programme, 

and the organisation bears their travel and accommodation expenses. 
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2.7 Employee Wages and Opportunity Costs 

When employees attend training programmes, they spend time away from their regular job 

responsibilities. During this period, their normal work may be delayed or handled by other employees. 

Therefore, the organisation must consider both employee wages and the possible loss of productivity 

while preparing the training budget. 

The budget should consider: 

• Employee salaries during training. 

• Overtime payments for other employees. 

• Temporary replacement staff. 

• Loss of productive working hours. 

Example: If ten employees attend a three-day training programme, the organisation may need 

additional workers to manage their regular duties during that period. 

2.8 Evaluation and Follow-up Costs 

Evaluation and follow-up costs refer to the expenses involved in measuring the effectiveness of 

training after its completion. 

The organisation must check whether employees have gained the required knowledge and whether 

their performance has improved after training. 

The expenses may include: 

• Feedback collection. 

• Assessment tests. 

• Employee performance evaluation. 

• Follow-up training sessions. 

• Preparation of training effectiveness reports. 

Example: After conducting sales training, the organisation evaluates employees' sales performance to 

determine whether the programme has improved their selling skills. 

2.9 Contingency Fund 

A contingency fund is an additional amount of money reserved in the training budget to meet 

unexpected expenses that may arise during the training programme. 

Sometimes training costs may increase because of sudden changes in schedules, equipment failures, 

additional participants or technical problems. 

A contingency fund helps the organisation manage such situations without disturbing the entire 

budget. 

Example: If additional training materials are required unexpectedly, the organisation can use the 

contingency fund to purchase them. 

2.10 Administrative Expenses 

Administrative expenses are the costs involved in planning, organising, coordinating and managing 

training programmes. 

These expenses are necessary to ensure that training activities are conducted smoothly and 

systematically. 

They include: 

• Programme registration. 
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• Communication expenses. 

• Documentation. 

• Training schedules. 

• Coordination activities. 

• Maintenance of training records. 

Example: The HR department incurs administrative expenses while preparing employee attendance 

records, sending training notifications and coordinating with trainers. 

3. Characteristics of a Good Training Budget 

A good training budget should have certain characteristics to ensure proper financial management and 

successful implementation of training programmes. 

1. Realistic: A training budget should be prepared according to the actual financial capacity and 

requirements of the organisation. It should not include unnecessary or unrealistic expenses. 

2. Flexible: A good budget should allow changes whenever new training requirements arise. This 

flexibility helps the organisation adjust to technological developments and unexpected situations. 

3. Goal-Oriented: The budget should be prepared according to the objectives of the organisation. 

Every training expense should contribute towards employee development and improved 

organisational performance. 

4. Cost-Effective: A good training budget should ensure maximum training benefits with minimum 

expenditure. It should avoid unnecessary spending while maintaining training quality. 

5. Comprehensive: The budget should cover all possible direct and indirect training expenses, 

including trainer fees, materials, infrastructure, travel and evaluation costs. 

6. Measurable: Training expenditure and results should be measurable. This helps management 

compare planned expenses with actual costs and understand the effectiveness of training programmes. 

7. Transparent: All training expenses should be properly recorded and documented. Transparency 

helps prevent misuse of funds and improves financial accountability. 

8. Future-Oriented: A training budget should consider future employee skill requirements, 

technological changes and organisational expansion. It helps prepare employees for future 

responsibilities. 

4. Importance of Training Budget 

A training budget plays an important role in the effective management of employee training and 

development activities. 

1. Controls Training Expenditure: It helps the organisation plan expenses in advance and avoid 

unnecessary spending on training activities. 

2. Improves Employee Productivity: By providing sufficient financial resources for training, 

employees can develop better knowledge and skills, resulting in improved work performance. 

3. Supports Long-Term Workforce Development: It ensures continuous investment in employee 

learning and helps develop a skilled workforce for future organisational needs. 

4. Prevents Unnecessary Spending: A properly prepared budget helps management identify 

essential and non-essential expenses and use available funds carefully. 

5. Helps Management Make Financial Decisions: It provides financial information that helps 

managers decide which training programmes should be conducted and how much money should be 

allocated. 

6. Improves Training Programme Quality: Adequate financial resources help organisations appoint 

qualified trainers, provide good learning materials and arrange suitable training facilities. 

7. Supports Technological and Organisational Changes: A training budget provides funds for 

introducing new technologies, digital learning methods and skill development programmes. 

8. Ensures Better Utilisation of Resources: It helps the organisation utilise available money, time, 

trainers and infrastructure effectively to achieve the desired training results. 
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Conclusion 

A training budget is an essential part of Human Resource Management because it ensures proper 

financial planning and effective utilisation of resources for employee development. It helps 

organisations control training expenses, improve employee performance and achieve organisational 

objectives. A well-prepared training budget also supports modern learning methods and prepares 

employees to face future challenges. Therefore, every organisation should prepare and monitor its 

training budget carefully to achieve successful training and development outcomes. 
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2. EFFECTIVE PREPARATION AND MONITORING OF TRAINING BUDGET 

1. Meaning 

Effective preparation and monitoring of a training budget refers to the systematic process of 

estimating training expenses, allocating financial resources, implementing the budget and regularly 

checking whether the actual expenditure is within the approved financial limits. 

It involves planning how much money is required for training, deciding where the money should be 

spent and monitoring the expenses throughout the training programme. 

The main purpose is to ensure that training programmes are conducted successfully, within the 

available budget and without unnecessary expenditure. 

Example: An organisation prepares a budget of ₹2,00,000 for employee training and regularly checks 

whether the actual expenses are within the approved amount. 

2. Steps in Effective Preparation of Training Budget 

2.1 Identifying Training Needs 

Identifying training needs is the first and most important step in preparing a training budget. It refers 

to finding out which employees require training and what knowledge or skills they need to improve. 

Management must identify the gap between employees' existing abilities and the skills required to 

perform their jobs effectively. 

Management must determine: 

• Which employees require training? 

• What skills need improvement? 

• What type of training is required? 

• How many employees should be trained? 

Training needs can be identified through performance appraisals, employee feedback, interviews, 

observation and organisational analysis. 

Example: If production employees frequently make mistakes while operating machines, the 

organisation identifies the need for technical training. 

2.2 Setting Training Objectives 

After identifying training needs, the organisation should establish clear and specific training 

objectives. 

Training objectives explain what employees are expected to learn and achieve after completing the 

training programme. 

These objectives help management select suitable training methods, estimate expenses and measure 

training results. 

Example: The objective may be to improve the technical skills of production employees to reduce 

manufacturing errors and increase productivity. 

2.3 Estimating Training Costs 

Estimating training costs means calculating the total expenses required to conduct the proposed 

training programmes. 
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The organisation should consider all direct and indirect expenses before allocating the budget. Proper 

cost estimation prevents financial difficulties during training implementation. 

These expenses include: 

• Trainer and instructor fees. 

• Training materials and books. 

• Training hall and venue charges. 

• Technology and software costs. 

• Employee travel and accommodation. 

• Employee wages during training. 

• Evaluation and follow-up expenses. 

Example: Before conducting a leadership training programme, the organisation calculates trainer 

fees, accommodation, learning materials and other related expenses. 

2.4 Prioritising Training Programmes 

Prioritising training programmes means identifying which training activities are more important and 

should receive financial support first. 

Since organisations have limited financial resources, management cannot always conduct every 

training programme at the same time. 

Therefore, training programmes should be prioritised according to their importance and expected 

benefits. 

Management should consider: 

• Urgency of training needs. 

• Organisational goals. 

• Employee performance gaps. 

• Legal and safety requirements. 

• Expected business benefits. 

Example: Safety training for factory employees may be given higher priority than optional 

personality development training because workplace safety is essential. 

2.5 Allocating Financial Resources 

After estimating the total training expenditure and identifying priorities, management allocates funds 

to different training programmes. 

Financial resources should be distributed according to the importance, requirements and expected 

results of each programme. 

Proper allocation ensures that every important training activity receives sufficient financial support. 

For example, the training budget may be divided among: 

• Technical skills training. 

• Leadership development. 

• Communication skills training. 

• Digital and computer training. 

• Safety training. 

Example: An organisation allocates ₹50,000 for technical training, ₹30,000 for leadership 

development and ₹20,000 for communication skills training. 
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2.6 Selecting Training Methods 

Selecting training methods means choosing the most suitable method of delivering training according 

to employee requirements, training objectives and available financial resources. 

The organisation should select methods that provide effective learning at a reasonable cost. 

Common training methods include: 

• Classroom Training: Employees receive instructions directly from trainers in a classroom. 

• On-the-Job Training: Employees learn by performing actual job activities under the guidance of 

experienced employees. 

• Online Training: Employees learn through digital platforms and internet-based courses. 

• Workshops: Employees participate in practical activities and group discussions. 

• Seminars: Experts provide information and knowledge on specific subjects. 

• Coaching and Mentoring: Experienced employees guide and support other employees in developing 

their skills. 

Example: If employees are working in different branches, online training may be selected to reduce 

travel and accommodation expenses. 

2.7 Obtaining Management Approval 

After preparing the proposed training budget, it must be submitted to senior management or the 

finance department for approval. 

Management examines whether the proposed expenses are reasonable, necessary and within the 

organisation's financial capacity. 

It also checks whether the training programmes support organisational objectives and provide 

expected benefits. 

Only after receiving approval should the organisation proceed with the planned expenditure. 

Example: The HR manager submits the annual training budget to the top management for approval 

before conducting employee development programmes. 

2.8 Preparing the Final Budget 

After obtaining management approval, the HR department prepares the final training budget. 

The final budget contains complete information about the training programmes, allocated funds and 

expected expenses. 

It acts as a financial guideline for implementing and controlling training activities. 

The final budget includes: 

• Details of training programmes. 

• Estimated expenditure. 

• Training schedules. 

• Number of employees participating. 

• Training methods. 

• Expected outcomes. 

Example: The HR department prepares an annual training budget showing the programme name, 

estimated cost, training dates and number of employees to be trained. 
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3. Monitoring of Training Budget 

Monitoring of a training budget refers to the continuous process of checking, reviewing and 

controlling training expenses to ensure that the organisation follows the approved budget. 

It helps management identify unnecessary expenditure, detect cost differences and take corrective 

action whenever required. 

The main objective is to ensure that training programmes are completed effectively without exceeding 

the allocated financial resources. 

3.1 Comparing Actual and Budgeted Costs 

The HR department regularly compares the actual training expenditure with the estimated or approved 

budget. 

This comparison helps management identify whether the organisation is spending more or less than 

planned. 

It also helps determine whether financial resources are being properly utilised. 

Example: 

Particulars Amount 

Budgeted training cost ₹1,00,000 

Actual training cost ₹90,000 

Savings ₹10,000 

In this example, the organisation saved ₹10,000 because the actual training expenditure was lower 

than the approved budget. 

3.2 Identifying Cost Variations 

Cost variations refer to the differences between the estimated training expenses and the actual 

expenditure. 

These variations may occur due to unexpected situations or changes in training requirements. 

The organisation should identify the reasons for these differences and take suitable action. 

Reasons may include: 

• Increase in trainer fees. 

• Additional training sessions. 

• Higher employee participation. 

• Unexpected travel expenses. 

• Technology-related expenses. 

Example: If the estimated trainer fee is ₹20,000 but the actual fee becomes ₹25,000, the organisation 

must identify the reason for the additional ₹5,000 expenditure. 

3.3 Maintaining Training Records 

Maintaining training records means systematically recording all financial and administrative details 

related to training programmes. 
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Proper records help the HR department monitor expenditure, check employee participation and 

prepare financial reports. 

The organisation should maintain records of: 

• Training expenditure. 

• Employee attendance. 

• Trainer payments. 

• Training materials. 

• Programme completion. 

• Training results. 

Example: The HR department maintains records of employee attendance, training fees and 

programme completion certificates for future reference. 

3.4 Reviewing Training Effectiveness 

Monitoring should not be limited to checking financial expenditure. Management must also evaluate 

whether the training programme has achieved its objectives. 

It should examine whether employees have improved their knowledge, skills, efficiency and 

workplace performance. 

Training effectiveness can be reviewed through employee feedback, performance appraisals, tests and 

productivity reports. 

Example: After providing technical training, management checks whether machine-related errors 

have decreased and employee productivity has improved. 

3.5 Taking Corrective Actions 

Corrective actions refer to the steps taken by management to control unnecessary expenditure and 

correct problems identified during budget monitoring. 

If actual expenses exceed the approved budget, the HR department should identify the reasons and 

take appropriate measures. 

These may include: 

• Reducing unnecessary expenditure. 

• Using internal trainers instead of expensive external trainers. 

• Shifting to online training wherever suitable. 

• Negotiating trainer fees. 

• Revising training schedules. 

• Avoiding unnecessary training materials. 

Example: If classroom training becomes too expensive, the organisation may conduct certain sessions 

online to reduce venue and travel expenses. 

3.6 Preparing Budget Reports 

Preparing budget reports refers to the process of documenting and presenting information about 

training expenditure and budget utilisation. 

The HR department periodically prepares reports to inform management about the financial 

performance of training programmes. 

These reports help management understand whether the budget has been properly utilised and whether 

the training programmes have achieved the expected results. 
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Budget reports generally include: 

• Total approved training budget. 

• Actual expenditure. 

• Budget savings or excess expenditure. 

• Training programme details. 

• Employee participation. 

• Training results and effectiveness. 

Example: At the end of the financial year, the HR department submits a report showing the total 

training expenditure, remaining balance and benefits achieved through training. 

4. Benefits of Effective Budget Preparation and Monitoring 

1. Better Financial Planning: It helps organisations estimate training expenses in advance and 

prepare suitable financial plans for employee development. 

2. Reduction in Unnecessary Expenditure: Regular monitoring helps identify wasteful spending 

and ensures that financial resources are used only for necessary training activities. 

3. Improved Accountability: It makes HR managers and other responsible employees answerable for 

the proper utilisation of training funds. 

4. Better Allocation of Resources: It ensures that sufficient funds are provided to important training 

programmes according to organisational needs and priorities. 

5. Increased Training Effectiveness: Proper budgeting provides sufficient resources for qualified 

trainers, suitable materials and effective training methods, improving learning outcomes. 

6. Improved Management Decisions: Budget reports and expenditure comparisons provide useful 

information that helps management make better decisions about future training programmes. 

7. Greater Return on Training Investment: Proper preparation and monitoring help organisations 

ensure that the money spent on training produces measurable benefits through improved employee 

skills, productivity and performance. 

Conclusion 

Effective preparation and monitoring of a training budget are essential for the successful 

implementation of employee training and development programmes. Proper preparation helps 

organisations identify training needs, estimate expenses and allocate financial resources. Continuous 

monitoring ensures that expenditure remains within approved limits and training objectives are 

achieved. Therefore, effective budget management helps organisations reduce unnecessary costs, 

improve employee performance and achieve better returns on training investment. 
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3. EVALUATION OF TRAINING AND DEVELOPMENT FUNCTION 

1. Meaning of Evaluation of T&D Function 

Evaluation of the Training and Development (T&D) function refers to the systematic process of 

measuring and analysing the effectiveness, efficiency and overall impact of training programmes 

conducted by an organisation. 

It helps the organisation determine whether employees have gained the required knowledge, skills and 

abilities after completing training. It also examines whether training has improved employee 

performance and contributed to achieving organisational objectives. 

Evaluation helps management understand whether the time, money and effort invested in training 

have produced the expected results. 

In simple words: Training evaluation means checking whether a training programme is successful 

and whether it has improved employee performance. 

Example: An organisation provides communication skills training to employees and evaluates 

whether their communication with customers has improved after completing the programme. 

2. Objectives of T&D Evaluation 

1. To Determine Achievement of Training Objectives: Evaluation helps identify whether the main 

objectives of the training programme have been successfully achieved. 

2. To Measure Improvements in Employee Knowledge and Skills: It measures how much 

employees have learned and whether their professional skills and abilities have improved after 

training. 

3. To Identify Strengths and Weaknesses: Evaluation helps identify the positive aspects and 

shortcomings of training programmes so that necessary improvements can be made. 

4. To Evaluate Trainer Performance: It helps assess the trainer's teaching methods, communication 

skills, subject knowledge and ability to explain concepts effectively. 

5. To Measure Return on Training Investment: It determines whether the money spent on training 

has generated sufficient benefits through improved productivity and employee performance. 

6. To Improve Future Training Programmes: Evaluation results help management make changes 

in training content, methods and activities to improve future programmes. 

7. To Ensure Proper Utilisation of Training Resources: It helps ensure that the organisation's 

money, time, materials and other resources are being used effectively. 

8. To Determine Contribution Towards Organisational Goals: It identifies whether training has 

helped the organisation improve productivity, quality, customer satisfaction and overall performance. 

3. Importance of T&D Evaluation 

Evaluation is important because it helps organisations understand the actual results of employee 

training and make better decisions regarding future training activities. 

3.1 Measures Training Effectiveness 

Training evaluation helps determine whether employees have understood and learned the concepts, 

knowledge and skills taught during the training programme. 

It helps management identify whether the training methods and materials were suitable for employees. 

Example: After computer training, employees are tested to check whether they can operate the 

required software independently. 

3.2 Improves Employee Performance 
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Evaluation helps identify whether training has resulted in improvements in employee productivity, 

work quality, efficiency and job performance. 

It also helps management understand whether employees are applying their newly acquired skills in 

their daily work. 

Example: After sales training, management checks whether employees are able to communicate 

better with customers and achieve higher sales. 

3.3 Identifies Training Gaps 

Training evaluation helps identify the areas in which employees still lack sufficient knowledge or 

skills. 

By understanding these gaps, organisations can arrange additional training programmes to improve 

employee performance. 

Example: If employees improve their technical knowledge but still struggle with problem-solving, 

the organisation may arrange additional problem-solving training. 

3.4 Ensures Cost-effectiveness 

Training programmes require financial investment, including trainer fees, materials, technology and 

employee working hours. 

Evaluation helps management determine whether the benefits received from training justify the 

expenses incurred. 

It also helps reduce unnecessary training expenditure. 

Example: If an online training programme produces the same results as expensive classroom training, 

the organisation may prefer online training to reduce costs. 

3.5 Supports Management Decisions 

Evaluation provides useful information that helps management decide whether a training programme 

should be continued, modified or discontinued. 

It also helps management select suitable trainers, methods and learning materials for future 

programmes. 

Example: If employees provide poor feedback about a particular training method, management may 

replace it with a more effective method. 

4. Kirkpatrick's Four-Level Model of Training Evaluation 

The Kirkpatrick model is one of the most widely used methods of evaluating the effectiveness of 

training programmes. 

It was developed by Donald Kirkpatrick and consists of four levels. Each level measures a different 

aspect of training effectiveness, starting from employee satisfaction and moving towards 

organisational results. 

Kirkpatrick's Four Levels 

• Level 1 – Reaction 

Measures employees' satisfaction, opinions and feelings about the training programme. 

Example: Employees complete feedback forms to express whether the trainer explained the concepts 

clearly and whether the training materials were useful. 

  



 
159 P.S.MURTHY,MA,MBA  

• Level 2 – Learning 

Measures the knowledge, skills and attitudes gained by employees after completing training. 

It helps determine whether employees have actually learned the topics covered during training. 

Example: Employees take tests before and after training to measure improvements in their technical 

knowledge. 

• Level 3 – Behaviour 

Measures whether employees apply the knowledge and skills gained during training in their actual 

workplace. 

It examines changes in employee behaviour, work habits and job performance. 

Example: After customer service training, managers observe whether employees communicate 

politely and handle customer complaints effectively. 

• Level 4 – Results 

Measures the overall impact of training on organisational performance and business objectives. 

It examines whether training has contributed to measurable organisational improvements. 

Example: Increased sales, reduced production errors, lower operating costs and improved customer 

satisfaction. 

Importance of the Kirkpatrick Model: It provides a systematic method for evaluating training, 

starting from employee reactions and ending with the overall results achieved by the organisation. 

5. Methods of Evaluating T&D Function 

Organisations use different methods to measure the effectiveness of training programmes. These 

methods help management understand employee learning, performance improvements and the 

financial benefits of training. 

5.1 Questionnaires and Feedback Forms 

Questionnaires and feedback forms are used to collect employees' opinions about the training 

programme. 

Employees provide feedback about the trainer, training materials, teaching methods, facilities and 

overall learning experience. 

This method helps identify employee satisfaction and areas that require improvement. 

Example: After completing training, employees fill out feedback forms to rate the quality of the 

programme. 

5.2 Pre-training and Post-training Tests 

Pre-training and post-training tests are conducted to measure improvements in employee knowledge 

and skills. 

A test is conducted before training to understand the existing knowledge of employees, and another 

test is conducted after training to measure their learning progress. 

By comparing both results, management can identify how much employees have improved. 

Example: An employee scores 40 marks before training and 80 marks after training, indicating an 

improvement in knowledge. 
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5.3 Performance Appraisal 

Performance appraisal is a method of evaluating employee performance before and after training. 

Managers assess changes in employees' productivity, efficiency, work quality and ability to perform 

assigned tasks. 

It helps determine whether training has contributed to better job performance. 

Example: A manager compares an employee's performance before and after technical training to 

identify improvements in work efficiency. 

5.4 Observation Method 

The observation method involves directly observing employees while they perform their regular job 

activities. 

Managers and supervisors observe whether employees are applying the knowledge and skills learned 

during training. 

This method is particularly useful for evaluating practical skills and behavioural changes. 

Example: A supervisor observes whether employees follow proper safety procedures after 

completing workplace safety training. 

5.5 Interviews 

Interviews involve directly asking employees, trainers and supervisors questions about the training 

programme. 

HR managers collect information about employee learning, difficulties, trainer effectiveness and 

improvements in workplace performance. 

This method provides detailed information that may not be obtained through questionnaires alone. 

Example: HR managers interview employees to understand whether leadership training has improved 

their decision-making abilities. 

5.6 Productivity Analysis 

Productivity analysis measures changes in employee output and work efficiency after training. 

The organisation compares productivity levels before and after training to understand whether 

employee performance has improved. 

It also helps identify the contribution of training towards organisational performance. 

Example: If employees produce 100 units per day before training and 130 units per day after training, 

the organisation can examine whether training contributed to the improvement. 

5.7 Return on Investment (ROI) 

Return on Investment (ROI) is a financial method used to measure the benefits obtained from training 

in comparison with the total cost incurred. 

It helps management understand whether the training programme has generated sufficient financial 

returns. 
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Formula: 

ROI(%)=Training Benefits−Training CostTraining Cost×100ROI(%)=Training CostTraining Benefits

−Training Cost×100 

Example: 

• Training cost = ₹50,000 

• Financial benefits = ₹80,000 

ROI=80,000−50,00050,000×100ROI=50,00080,000−50,000×100 

ROI=60%ROI=60% 

This means that the training programme generated a 60% return on investment. 

Importance: ROI helps management compare training costs with financial benefits and decide 

whether the training programme is economically worthwhile. 

6. Limitations of Training Evaluation 

Although training evaluation is useful, organisations may face certain difficulties while measuring 

training effectiveness. 

1. Time and Cost: Evaluating training programmes requires additional time, money and human 

resources. Collecting information and preparing reports may increase administrative expenses. 

2. Difficulty in Measuring Outcomes: Some training results, such as improved confidence, 

leadership qualities, communication and attitudes, are difficult to measure accurately. 

3. Influence of Other Factors: Employee performance may improve or decline due to factors other 

than training, such as management support, motivation, technology and working conditions. 

4. Biased Feedback: Employees may provide incorrect or biased feedback because they may hesitate 

to express negative opinions about trainers or training programmes. 

5. Delayed Financial Benefits: Some training programmes produce results only after several months. 

Therefore, immediate financial benefits may not be visible. 

6. Difficulty in Measuring Behavioural Changes: It may be difficult for managers to determine 

whether changes in employee behaviour are directly caused by training or other workplace 

experiences. 

Conclusion 

Evaluation of the Training and Development function is an essential activity in Human Resource 

Management. It helps organisations measure training effectiveness, identify employee skill 

improvements and determine whether training objectives have been achieved. Methods such as 

feedback forms, tests, performance appraisals and ROI analysis help measure training outcomes. The 

Kirkpatrick model provides a systematic approach to evaluating training at four levels. Therefore, 

proper training evaluation helps organisations improve employee performance, utilise resources 

effectively and achieve organisational goals. 
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4. EMERGING TRENDS IN TRAINING AND DEVELOPMENT 

1. Meaning 

Emerging trends in Training and Development refer to the new technologies, techniques, methods and 

approaches adopted by modern organisations to improve employee learning, knowledge, skills and 

overall performance. 

Traditionally, organisations mainly depended on classroom teaching, lectures and face-to-face 

training. However, with the development of technology, modern organisations are increasingly using 

digital platforms, artificial intelligence, virtual reality and interactive learning methods. 

These emerging trends make training more flexible, interesting, cost-effective and accessible. They 

also encourage employees to continuously update their knowledge and develop new skills according 

to changing business requirements. 

Example: An organisation uses AI-based learning platforms and online training programmes to 

develop employees' technical and professional skills. 

2. Major Emerging Trends in T&D 

2.1 Artificial Intelligence (AI) in Training 

Artificial Intelligence refers to the use of intelligent computer systems and technologies to support 

and improve employee training and learning. 

AI-based learning systems analyse employee performance, learning preferences, strengths and 

weaknesses to provide suitable training recommendations. 

It helps organisations provide personalised learning experiences and identify the specific skills 

employees need to improve. 

Applications: 

• Personalised Learning Recommendations: AI suggests suitable courses according to employees' 

job roles and learning requirements. 

• AI-Powered Learning Assistants: Virtual assistants help employees answer questions and 

understand learning materials. 

• Automated Assessments: AI systems can conduct online tests and evaluate employee responses. 

• Intelligent Feedback Systems: Employees receive feedback about their learning progress and 

performance. 

• Identification of Skill Gaps: AI helps identify areas where employees require additional training. 

Example: An organisation uses an AI-based learning platform to recommend leadership, 

communication or technical courses according to an employee's performance. 

2.2 Virtual Reality (VR) Training 

Virtual Reality (VR) training is a modern learning method that creates a computer-generated 

environment in which employees can practise different tasks without facing actual real-world risks. 

Employees use special VR headsets and equipment to experience realistic situations and develop 

practical skills. 

It is especially useful for technical, industrial, medical and workplace safety training. 

Uses of VR Training: 

• Practising emergency situations. 

• Operating virtual machinery. 

• Learning industrial safety procedures. 

• Developing technical skills. 
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• Practising difficult workplace situations. 

Example: Factory employees use VR headsets to practise emergency evacuation procedures and fire 

safety activities in a simulated environment. 

2.3 Augmented Reality (AR) Training 

Augmented Reality (AR) training refers to a learning method in which digital information is added to 

the real-world environment. 

It allows employees to view digital instructions, images, diagrams and demonstrations while 

performing actual tasks. 

Unlike VR, which creates a completely virtual environment, AR combines digital information with 

the real world. 

Uses of AR Training: 

• Providing step-by-step work instructions. 

• Displaying equipment information. 

• Demonstrating machine maintenance procedures. 

• Supporting technical repair activities. 

• Improving practical learning. 

Example: A maintenance technician uses AR glasses to view digital repair instructions while 

repairing industrial machinery. 

2.4 Microlearning 

Microlearning is a modern training method that provides knowledge through short, simple and 

focused learning sessions. 

Each learning session concentrates on one specific topic, skill or concept rather than providing large 

amounts of information at once. 

It is useful for employees who have limited time and need quick access to important information. 

Examples: 

• Five-minute instructional videos. 

• Short online quizzes. 

• Small learning modules. 

• Quick demonstrations. 

• Short presentations. 

Advantages: 

• Saves Time: Employees can complete short learning sessions without spending many hours. 

• Improves Knowledge Retention: Small amounts of information are easier to understand and 

remember. 

• Easy Accessibility: Employees can access learning materials whenever required. 

• Suitable for Busy Employees: Training can be completed alongside regular work responsibilities. 

Example: An organisation provides employees with five-minute videos explaining customer service 

techniques and workplace safety rules. 

2.5 Mobile Learning (M-Learning) 

Mobile learning refers to the process of providing training and educational materials through mobile 

devices such as smartphones and tablets. 

It allows employees to access learning content anytime and from any location, provided the necessary 

digital resources are available. 
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Employees can learn according to their convenience without depending entirely on classroom 

training. 

Examples include: 

• Mobile learning applications. 

• Digital notes and e-books. 

• Instructional videos. 

• Online quizzes. 

• Mobile-based training courses. 

Example: Employees working in different branches use a mobile learning application to complete 

product knowledge training. 

2.6 Blended Learning 

Blended learning is a training method that combines traditional classroom teaching with online and 

digital learning methods. 

It provides employees with the benefits of both face-to-face instruction and technology-based 

learning. 

Employees may attend classroom sessions to understand concepts and use online platforms for 

additional learning, assignments and assessments. 

Advantages: 

• Provides Flexibility: Employees can complete online learning activities according to their 

convenience. 

• Encourages Interaction: Classroom sessions allow direct communication with trainers and other 

employees. 

• Reduces Training Costs: Online sessions can reduce travel, accommodation and classroom 

expenses. 

• Combines Practical and Theoretical Learning: Employees receive theoretical knowledge through 

online materials and practical guidance through classroom activities. 

Example: Employees attend a two-day classroom training programme and complete additional online 

assignments and quizzes. 

2.7 Personalised Learning 

Personalised learning refers to providing training according to the individual needs, abilities, interests 

and learning speed of employees. 

Every employee has different levels of knowledge, experience and learning abilities. Therefore, 

organisations provide suitable learning materials and training programmes according to individual 

requirements. 

It helps employees concentrate on areas where they need improvement and develop their professional 

skills. 

Features: 

• Individual learning plans. 

• Training according to employee abilities. 

• Flexible learning speed. 

• Job-specific courses. 

• Individual performance feedback. 

Example: An employee who lacks communication skills receives communication training, while 

another employee who needs technical improvement receives specialised technical training. 
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2.8 Social Learning 

Social learning refers to the process of acquiring knowledge and skills through interaction, 

observation and knowledge-sharing with colleagues, supervisors and experienced employees. 

Instead of depending only on formal training programmes, employees learn from one another through 

daily workplace activities and group interactions. 

It encourages teamwork, cooperation and the sharing of practical knowledge. 

Methods include: 

• Group Discussions: Employees discuss different topics and share their opinions and experiences. 

• Peer Learning: Employees learn from colleagues who have better knowledge or experience. 

• Knowledge-Sharing Sessions: Employees exchange useful information and professional knowledge. 

• Mentoring: Experienced employees guide and support less experienced employees. 

• Collaborative Projects: Employees work together and learn through shared responsibilities. 

Example: Senior employees guide newly recruited employees by sharing their practical work 

experience and knowledge. 

2.9 Data Analytics in Training 

Data analytics in training refers to collecting, analysing and interpreting information related to 

employee learning activities and training performance. 

Organisations use learning analytics to understand how employees participate in training programmes 

and whether they achieve the expected learning outcomes. 

It helps management make better decisions about training requirements and effectiveness. 

It helps organisations identify: 

• Course Completion Rates: The percentage of employees who successfully complete training 

programmes. 

• Learning Progress: The improvement in employee knowledge and skills. 

• Employee Engagement: The level of employee participation and interest in training. 

• Skill Development: The areas in which employees have improved their abilities. 

• Training Effectiveness: Whether training programmes have achieved their objectives. 

Example: An organisation analyses online test scores and course completion reports to identify 

employees who require additional training. 

2.10 Continuous Learning and Upskilling 

Continuous learning refers to the process of regularly acquiring new knowledge and developing skills 

throughout an employee's career. 

Modern organisations encourage employees to keep learning because technology, business 

requirements and job responsibilities change frequently. 

Continuous learning helps employees remain competent and prepared for future workplace 

challenges. 

It mainly involves two important concepts: 

A. Upskilling 

Upskilling means improving existing knowledge and skills to perform the current job more 

effectively. 

It helps employees become more efficient and productive in their present roles. 
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Example: A computer operator learns advanced spreadsheet techniques to improve performance in 

the same job. 

B. Reskilling 

Reskilling means learning new skills to perform a different job or take up new responsibilities within 

the organisation. 

It helps employees adapt to technological changes and changing job requirements. 

Example: A traditional accounting employee learns data analytics skills to move into a data-related 

job role. 

3. Benefits of Emerging T&D Trends 

1. Improves Learning Flexibility: Modern training methods allow employees to learn at their own 

speed, time and convenience without depending completely on traditional classroom sessions. 

2. Increases Employee Engagement: Interactive technologies, games, simulations and digital 

activities make learning more interesting and encourage employees to participate actively. 

3. Reduces Training Costs: Online learning and digital platforms can reduce expenses related to 

travel, accommodation, classroom facilities and printed materials. 

4. Provides Personalised Learning: Modern technologies help organisations provide training 

according to individual employee needs, abilities and skill requirements. 

5. Supports Technological Adaptation: Emerging training methods help employees understand and 

use new technologies, software and digital tools required in modern workplaces. 

6. Improves Knowledge Retention: Interactive videos, simulations, microlearning and practical 

activities help employees understand and remember information more effectively. 

7. Develops Future-Ready Employees: Continuous learning, upskilling and reskilling prepare 

employees to handle future job responsibilities and changing business requirements. 

8. Encourages Continuous Professional Development: Modern training methods motivate 

employees to regularly update their knowledge, improve their abilities and develop their careers. 

Conclusion 

Emerging trends in Training and Development play an important role in modern Human Resource 

Management. Technologies such as Artificial Intelligence, Virtual Reality, Augmented Reality, 

mobile learning and data analytics have changed the traditional methods of employee training. These 

approaches make learning more flexible, interactive, personalised and effective. They also encourage 

continuous learning, upskilling and reskilling among employees. Therefore, organisations should 

adopt modern training methods to develop skilled, productive and future-ready employees. 
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5. SELF-STUDIES AND E-LEARNING 

PART A: SELF-STUDY 

1. Meaning of Self-Study 

Self-study is a learning method in which employees independently acquire knowledge, develop skills 

and improve their abilities without depending entirely on trainers or traditional classroom instruction. 

In this method, employees take responsibility for their own learning by selecting suitable study 

materials and learning according to their interests, needs and convenience. 

They can use textbooks, reference books, journals, digital materials, educational videos and online 

courses to improve their professional knowledge. 

Self-study encourages employees to become independent learners and develop the habit of continuous 

learning. 

Example: An employee independently studies a digital marketing course through books and online 

resources to improve professional knowledge and career opportunities. 

2. Objectives of Self-Study 

1. To Encourage Independent Learning: Self-study motivates employees to acquire knowledge 

independently without depending completely on trainers or teachers. 

2. To Develop Self-Discipline: It encourages employees to manage their study time, follow learning 

schedules and complete their learning activities regularly. 

3. To Improve Professional Knowledge: It helps employees gain additional knowledge about their 

jobs, industries, technologies and professional developments. 

4. To Encourage Continuous Learning: Self-study develops the habit of learning throughout an 

employee's career and helps them stay updated with changing requirements. 

5. To Develop Problem-Solving Abilities: By studying different subjects and solving practical 

exercises, employees improve their analytical thinking and decision-making abilities. 

6. To Support Individual Career Development: It helps employees acquire additional qualifications 

and skills required for promotions, better job opportunities and career growth. 

3. Methods of Self-Study 

3.1 Reading Books and Journals 

Reading books and journals is one of the traditional and effective methods of self-study. 

Employees can improve their knowledge by reading textbooks, reference books, magazines, 

newspapers and professional journals related to their field. 

This method helps employees understand concepts in detail and stay updated with new developments 

in their industry. 

Example: An HR employee reads management books and HR journals to improve knowledge about 

employee relations and recruitment. 

3.2 Online Research 

Online research refers to collecting information and learning new concepts through internet-based 

educational resources. 
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Employees can access websites, online articles, research papers, digital libraries and educational 

platforms to gain knowledge. 

It helps them understand new technologies, industry developments and professional practices. 

Example: An employee searches online for the latest developments in artificial intelligence to 

improve technical knowledge. 

3.3 Watching Educational Videos 

Educational videos are learning materials that explain different topics through visual demonstrations 

and audio explanations. 

Employees can watch recorded lectures, tutorials and demonstrations to understand difficult concepts 

more easily. 

This method makes learning interesting and helps employees understand practical activities. 

Example: An employee watches computer software tutorials to learn how to use advanced Excel 

functions. 

3.4 Solving Practice Exercises 

Practice exercises involve solving questions, assignments, case studies and practical problems 

independently. 

This method helps employees apply the knowledge they have acquired and improve their problem-

solving abilities. 

It also helps identify areas where additional learning is required. 

Example: An employee solving accounting problems independently to improve financial calculation 

skills. 

3.5 Self-Assessment 

Self-assessment refers to the process of evaluating one's own learning progress, knowledge and skills. 

Employees can use online quizzes, practice tests, assignments and exercises to understand their level 

of learning. 

It helps identify strengths and weaknesses and encourages further improvement. 

Example: After completing a chapter, an employee takes an online quiz to check their understanding 

of the subject. 

4. Advantages of Self-Study 

1. Provides Flexibility: Employees can study at any time and from any location according to their 

convenience and personal schedules. 

2. Develops Independent Thinking: It encourages employees to search for information, analyse 

problems and develop their own understanding without depending completely on others. 

3. Encourages Self-Confidence: Gaining knowledge independently improves employees' confidence 

and motivates them to handle new responsibilities. 

4. Reduces Training Costs: It reduces expenses related to trainers, classrooms, travel and other 

formal training arrangements. 

5. Allows Learning at Individual Speed: Every employee has a different learning ability. Self-study 

allows individuals to understand topics and complete lessons at their own speed. 

6. Supports Lifelong Learning: It encourages employees to continuously update their knowledge 

and develop new skills throughout their careers. 
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5. Limitations of Self-Study 

1. Requires Strong Self-Motivation: Employees must have sufficient interest and motivation to 

continue learning without regular supervision or encouragement. 

2. Lack of Direct Guidance: Employees may not receive immediate explanations or support from 

experienced trainers when they face difficulties. 

3. Possibility of Incorrect Understanding: Without proper guidance, employees may misunderstand 

certain concepts or learn incorrect information. 

4. Limited Practical Interaction: Self-study may not provide sufficient opportunities for group 

discussions, practical demonstrations and interaction with trainers. 

5. Employees May Lose Interest: Studying independently for long periods may become boring, 

causing employees to lose concentration and discontinue learning. 

6. Progress Can Be Difficult to Monitor: Since employees study independently, management may 

find it difficult to measure their learning progress and completion of study activities. 

PART B: E-LEARNING 

6. Meaning of E-Learning 

E-learning refers to the use of electronic technologies, digital devices and online platforms to deliver 

educational and employee training programmes. 

It allows employees to acquire knowledge and develop skills through computers, laptops, tablets and 

smartphones using the internet or digital learning systems. 

E-learning reduces the dependence on traditional classroom teaching and provides employees with 

flexible learning opportunities. 

It includes online classes, recorded lectures, digital presentations, interactive quizzes and virtual 

training programmes. 

Example: An organisation provides an online workplace safety course through its learning platform, 

allowing employees to complete the training using their computers or smartphones. 

7. Types of E-Learning 

7.1 Synchronous E-Learning 

Synchronous e-learning refers to online learning that takes place in real time, where trainers and 

learners participate at the same time through digital communication platforms. 

It allows employees to interact directly with trainers, ask questions and receive immediate answers. 

Examples: 

• Live webinars. 

• Online classes. 

• Video conferencing. 

• Virtual workshops. 

Explanation: In this method, employees must attend the online training session at the scheduled time. 

It provides direct interaction and improves communication between trainers and learners. 

Example: Employees attend a live online HR training session through a video conferencing platform. 

7.2 Asynchronous E-Learning 

Asynchronous e-learning refers to online learning in which employees access training materials at 

different times according to their convenience. 

There is no requirement for trainers and learners to be online simultaneously. 
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Employees can study recorded lessons, complete assignments and take assessments whenever they 

have time. 

Examples: 

• Recorded lectures. 

• Online educational videos. 

• Digital notes. 

• Pre-recorded training modules. 

Explanation: This method provides greater flexibility because employees can pause, repeat and 

complete learning activities at their own speed. 

Example: Employees watch recorded workplace safety lectures whenever they are free and complete 

the online assessment later. 

7.3 Blended E-Learning 

Blended e-learning is a learning method that combines online education with traditional face-to-face 

classroom instruction. 

It provides the benefits of both digital learning and direct interaction with trainers. 

Employees may attend classroom sessions for explanations and practical activities while using online 

platforms for assignments, additional materials and assessments. 

Example: Employees attend classroom training for two days and complete additional online 

assignments after the programme. 

7.4 Mobile Learning 

Mobile learning refers to providing educational and training materials through mobile devices such as 

smartphones and tablets. 

It allows employees to access learning content anytime and from different locations. 

Employees can use mobile applications, videos, digital notes and online courses to improve their 

knowledge. 

Example: Employees use a mobile learning application to complete short product knowledge lessons 

during their free time. 

7.5 Interactive E-Learning 

Interactive e-learning refers to a digital learning method in which employees actively participate in 

learning activities rather than simply watching or reading educational content. 

It uses quizzes, simulations, games, interactive videos and practical exercises to improve employee 

involvement. 

This method makes learning more interesting and helps employees understand concepts through 

active participation. 

Example: Employees complete an online customer service simulation in which they practise handling 

different customer complaints. 

8. Components of an E-Learning System 

An e-learning system consists of various technological tools and learning resources that help 

organisations deliver, manage and evaluate online training programmes. 
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8.1 Learning Management System (LMS) 

A Learning Management System is a software platform used to create, deliver, organise, manage and 

track employee training programmes. 

It allows organisations to provide online courses, assign learning activities and monitor employee 

progress. 

It also helps HR managers maintain training records and evaluate course completion. 

Example: An organisation uses an LMS to provide online training courses to employees working in 

different departments. 

8.2 Digital Content 

Digital content refers to electronic learning materials used to provide information and knowledge to 

employees. 

It makes learning easier by presenting information in different formats such as text, images, audio and 

videos. 

It includes: 

• Electronic books. 

• Digital presentations. 

• Educational videos. 

• Online notes. 

• Training manuals. 

• Interactive learning materials. 

Example: Employees access digital training manuals and instructional videos to understand new 

company policies. 

8.3 Assessment Tools 

Assessment tools are digital methods used to measure employees' knowledge, skills and learning 

progress. 

They help trainers identify whether employees have understood the training content and achieved the 

expected learning objectives. 

These tools include: 

• Online tests. 

• Multiple-choice questions. 

• Assignments. 

• Quizzes. 

• Practical exercises. 

Example: After completing an online course, employees take a digital test to evaluate their 

understanding of the subject. 

8.4 Communication Tools 

Communication tools help employees interact with trainers, supervisors and other learners during 

online training programmes. 

They encourage discussion, information sharing and doubt clarification. 

These tools include: 

• Discussion forums. 
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• Messaging applications. 

• Video conferencing tools. 

• Online chat systems. 

• Email communication. 

Example: Employees use an online discussion forum to ask questions and share their opinions about 

a training topic. 

8.5 Progress Tracking 

Progress tracking refers to monitoring and recording employees' learning activities and performance 

through digital systems. 

It helps management understand how much training employees have completed and whether they are 

achieving the expected results. 

The system records: 

• Course completion. 

• Employee attendance. 

• Assessment scores. 

• Learning progress. 

• Training performance. 

Example: HR managers use the LMS to identify employees who have completed their training 

courses and those who still have pending modules. 

9. Advantages of E-Learning 

1. Flexible Learning Schedules: Employees can access training materials and complete courses 

according to their personal and professional schedules. 

2. Access from Different Locations: Employees can participate in training from different 

geographical locations without travelling to a particular training centre. 

3. Reduced Travel and Accommodation Costs: It reduces organisational expenses related to 

transportation, accommodation, classroom facilities and printed materials. 

4. Consistent Training Content: All employees receive the same learning materials and instructions, 

ensuring uniformity in training delivery. 

5. Easy Progress Tracking: Digital platforms help HR managers monitor employee attendance, 

course completion, test scores and learning performance. 

6. Supports Large Numbers of Employees: Organisations can provide the same training programme 

to a large number of employees working in different departments and branches. 

7. Enables Continuous Learning: Employees can revisit training materials and complete additional 

courses whenever required, encouraging continuous professional development. 

10. Limitations of E-Learning 

1. Requires Internet and Digital Devices: Employees need suitable electronic devices and reliable 

internet connectivity to participate in online training programmes. 

2. Limited Face-to-Face Interaction: E-learning may reduce direct communication between trainers 

and employees, affecting personal interaction and group learning. 

3. Technical Difficulties May Occur: Internet interruptions, software problems and device failures 

may disturb the learning process. 

4. Requires Employee Self-Discipline: Employees must manage their time properly and remain 

motivated to complete online training without continuous supervision. 

5. Some Practical Skills Are Difficult to Teach Online: Certain activities, such as operating 

machinery and performing physical tasks, require direct practical demonstrations and hands-on 

training. 

6. Excessive Screen Time May Cause Fatigue: Spending long hours learning through computers 

and mobile devices may cause eye strain, tiredness and reduced concentration. 
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11. Difference Between Self-Study and E-Learning 

Basis Self-Study E-Learning 

Meaning Independent learning in which individuals 

take responsibility for their own education. 

Learning through electronic technologies 

and digital platforms. 

Method Uses books, notes, journals and other 

learning resources. 

Uses online courses, videos and digital 

learning platforms. 

Trainer 

Involvement 

Usually limited or not required. Trainers may be involved or absent. 

Flexibility Employees can learn according to their own 

convenience. 

Employees can access digital learning 

materials flexibly. 

Technology Technology is not compulsory. Electronic devices are generally 

required. 

Assessment Mainly through self-assessment and practice 

exercises. 

Through online tests, quizzes and digital 

assessments. 

Interaction Usually limited interaction with trainers and 

other learners. 

Can provide interactive learning through 

online discussions and virtual classes. 

Conclusion 

Self-study and e-learning are important modern methods of Training and Development that encourage 

employees to acquire knowledge and improve their professional skills. Self-study promotes 

independent learning, self-discipline and personal development, whereas e-learning uses digital 

technologies to provide flexible and accessible training. Both methods reduce dependence on 

traditional classroom teaching and support continuous learning. Therefore, organisations should 

encourage self-study and e-learning to develop knowledgeable, skilled and efficient employees. 
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6. GAMIFICATION AND TEAM BUILDING 

PART A: GAMIFICATION 

1. Meaning of Gamification 

Gamification refers to the application of game-design elements and principles in non-game activities 

to increase motivation, participation and engagement among individuals. 

In Training and Development, gamification means using game-like activities such as points, badges, 

levels, rewards, challenges and leaderboards to make employee learning more interesting and 

enjoyable. 

Instead of depending only on traditional lectures and presentations, organisations introduce games and 

interactive activities to encourage employees to participate actively in training programmes. 

It makes learning more attractive and motivates employees to achieve better results. 

Example: An organisation awards points and digital badges to employees for completing training 

modules, answering quizzes correctly and achieving learning targets. 

2. Objectives of Gamification 

1. To Increase Employee Participation: Gamification encourages employees to actively participate 

in training activities through games, challenges and rewards. 

2. To Make Learning Interesting: It converts traditional learning into enjoyable activities and 

reduces boredom during training sessions. 

3. To Improve Motivation: Points, badges and rewards encourage employees to complete learning 

activities and achieve better performance. 

4. To Encourage Healthy Competition: Leaderboards and performance rankings motivate 

employees to improve their skills and compete positively with colleagues. 

5. To Improve Knowledge Retention: Interactive games and repeated learning activities help 

employees understand and remember information for a longer period. 

6. To Provide Immediate Feedback: Employees receive instant information about their 

performance, mistakes and achievements, helping them identify areas for improvement. 

7. To Achieve Learning Objectives: Gamification encourages employees to complete training 

activities and develop the knowledge and skills required by the organisation. 

3. Elements of Gamification 

3.1 Points 

Points are numerical scores awarded to employees for completing training activities, answering 

questions correctly and achieving specific targets. 

They help employees understand their progress and encourage them to improve their performance. 

Example: Employees receive 10 points for completing a training module and 5 additional points for 

answering a quiz correctly. 

3.2 Badges 

Badges are digital symbols or rewards given to employees for achieving specific learning milestones 

or completing particular training activities. 

They recognise employee achievements and motivate individuals to continue learning. 
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Example: An employee receives a digital badge after successfully completing a leadership 

development course. 

3.3 Leaderboards 

Leaderboards are ranking systems that display employees according to their scores, achievements and 

training performance. 

They create healthy competition among employees and encourage them to improve their learning 

results. 

Example: An organisation displays the names of the top ten employees who scored the highest marks 

in an online training programme. 

3.4 Levels 

Levels represent different stages of achievement in a gamified training programme. 

Employees move from one level to another by completing learning activities, gaining points and 

demonstrating improved knowledge and skills. 

This creates a sense of progress and encourages employees to achieve higher learning targets. 

Example: Employees progress from beginner level to intermediate and advanced levels after 

completing different technical training modules. 

3.5 Rewards 

Rewards are benefits or recognition provided to employees for achieving specific training goals and 

performing well in learning activities. 

They encourage employees to participate actively and complete training programmes successfully. 

Rewards may include: 

• Certificates. 

• Prizes and gifts. 

• Appreciation and recognition. 

• Performance awards. 

• Additional learning opportunities. 

Example: Employees who successfully complete a training competition receive certificates and 

appreciation from management. 

3.6 Challenges 

Challenges are specific learning tasks or activities designed to encourage employees to achieve 

particular goals. 

They test employees' knowledge, creativity and problem-solving abilities while making learning more 

engaging. 

Example: Employees participate in a weekly challenge to solve customer service problems within a 

given time. 

3.7 Feedback 

Feedback refers to the information provided to employees about their performance during gamified 

training activities. 
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It helps employees understand their mistakes, recognise their strengths and identify areas that require 

improvement. 

Immediate feedback makes learning more effective because employees can correct their mistakes 

without delay. 

Example: After completing an online quiz, employees immediately receive their scores along with 

explanations of incorrect answers. 

4. Applications of Gamification in Training 

Gamification can be used in different employee training programmes to improve learning and 

participation. 

- Product Knowledge Training: Employees participate in quizzes and product-based games to learn 

about product features, uses and benefits. 

- Sales Training: Sales employees complete challenges and competitions to improve selling 

techniques and achieve sales targets. 

- Customer Service Training: Employees participate in simulated customer-handling games to 

develop communication and problem-solving skills. 

- Compliance Training: Game-based quizzes help employees understand organisational rules, 

policies and legal requirements. 

- Leadership Development: Leadership games and challenges help employees develop decision-

making, communication and leadership abilities. 

- Technical Skill Development: Interactive activities and simulations help employees understand 

technical concepts and improve practical skills. 

- Workplace Safety Training: Safety games and quizzes educate employees about workplace 

hazards, safety procedures and emergency precautions. 

5. Advantages of Gamification 

1. Makes Learning Enjoyable: Game-based activities make training more interesting and reduce 

boredom associated with traditional teaching methods. 

2. Increases Employee Motivation: Points, badges and rewards encourage employees to participate 

actively and achieve learning targets. 

3. Improves Participation: Employees become more involved in training activities because they get 

opportunities to participate, compete and demonstrate their abilities. 

4. Encourages Healthy Competition: Leaderboards and challenges motivate employees to improve 

their performance while encouraging positive competition. 

5. Provides Instant Feedback: Employees can immediately understand their mistakes and correct 

them, improving the learning process. 

6. Improves Learning Engagement: Interactive games and activities maintain employee attention 

and encourage active involvement throughout training. 

7. Encourages Continuous Learning: Different levels, challenges and rewards motivate employees 

to continue learning and developing their skills. 

6. Limitations of Gamification 

1. Focus on Rewards Rather Than Learning: Some employees may concentrate mainly on earning 

points and prizes instead of understanding the actual training content. 

2. High Development Cost: Designing attractive games, software and digital learning platforms may 

require considerable financial investment. 

3. Not Suitable for Everyone: Some employees may not enjoy games or competitive learning 

activities and may prefer traditional training methods. 

4. Excessive Competition May Create Stress: Too much focus on rankings and competition may 

create pressure, jealousy and unhealthy relationships among employees. 

5. Not Suitable for Every Subject: Certain complex subjects and practical skills may require detailed 

explanations, demonstrations and direct training rather than game-based activities. 
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PART B: TEAM BUILDING 

1. Meaning of Team Building 

Team building is the process of developing cooperation, trust, communication and coordination 

among employees to achieve common organisational goals. 

It involves organising different activities, exercises and group tasks that help employees understand 

each other's strengths, weaknesses, responsibilities and working styles. 

Team building encourages employees to work together, share ideas, solve problems and support one 

another. 

It also helps develop positive relationships among employees and improves the overall effectiveness 

of the organisation. 

Example: Employees from different departments participate in group problem-solving activities to 

improve communication, cooperation and teamwork. 

2. Objectives of Team Building 

1. To Improve Communication: Team building encourages employees to share information, express 

their opinions and communicate clearly with other team members. 

2. To Develop Mutual Trust: It helps employees develop confidence in one another and creates 

positive relationships within the workplace. 

3. To Improve Coordination: Team activities teach employees how to coordinate their work, share 

responsibilities and complete tasks efficiently. 

4. To Reduce Workplace Conflicts: Team building encourages mutual understanding and respect, 

helping employees manage disagreements and avoid unnecessary conflicts. 

5. To Encourage Cooperation: It motivates employees to support one another and work together 

instead of focusing only on individual achievements. 

6. To Develop Leadership Qualities: Group activities provide opportunities for employees to take 

responsibility, guide others and develop decision-making skills. 

7. To Improve Team Performance: It helps employees understand their roles and work together 

effectively to achieve better results. 

8. To Achieve Common Goals: Team building creates a shared sense of responsibility and 

encourages employees to work towards common organisational objectives. 

3. Types of Team-Building Activities 

3.1 Communication Activities 

Communication activities are designed to improve the way employees share information, express 

ideas and interact with one another. 

These activities help develop listening skills, clarity of communication and mutual understanding. 

Examples: 

• Group discussions. 

• Communication exercises. 

• Information-sharing activities. 

• Group presentations. 

Example: Employees participate in group discussions where each member shares ideas to solve a 

workplace problem. 
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3.2 Problem-Solving Activities 

Problem-solving activities involve assigning a common problem to a group of employees and 

encouraging them to work together to find suitable solutions. 

These activities improve critical thinking, creativity, decision-making and cooperation. 

Example: Employees work together to solve a business case study involving declining sales and 

suggest methods to improve business performance. 

3.3 Trust-Building Activities 

Trust-building activities are designed to develop confidence, honesty and mutual support among team 

members. 

They encourage employees to depend on one another and develop positive working relationships. 

These activities help create a supportive and cooperative workplace environment. 

Example: Employees participate in group tasks in which successful completion requires cooperation 

and confidence in other team members. 

3.4 Outdoor Activities 

Outdoor activities are team-building exercises conducted outside the regular workplace to improve 

relationships and encourage group participation. 

They provide employees with opportunities to interact in a relaxed environment and develop 

teamwork through physical and recreational activities. 

Examples: 

• Sports competitions. 

• Group games. 

• Adventure-based activities. 

• Treasure hunts. 

• Team competitions. 

Example: Employees participate in a cricket tournament where they learn coordination, cooperation 

and team spirit. 

3.5 Role-Playing Activities 

Role-playing involves assigning different workplace roles to employees and asking them to act out 

particular situations. 

It helps employees understand different perspectives, improve communication and develop 

interpersonal skills. 

It also allows employees to practise handling difficult workplace situations. 

Example: Employees act as managers and customers to practise handling customer complaints and 

resolving conflicts. 

3.6 Collaborative Projects 

Collaborative projects involve employees from different departments working together to complete a 

common task or achieve a shared objective. 

These projects encourage knowledge-sharing, cooperation, coordination and collective responsibility. 
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They also help employees understand the importance of working with people from different 

backgrounds and departments. 

Example: Employees from the HR, finance and marketing departments work together to organise an 

organisational development programme. 

4. Stages of Team Development – Tuckman's Model 

Tuckman's model explains the five stages through which a team develops and becomes effective. 

The model was developed by psychologist Bruce Tuckman. It explains how team members gradually 

move from initial interaction to effective teamwork. 

Five Stages of Team Development 

1. Forming 

Forming is the first stage in which team members come together and become familiar with one 

another. 

They understand the purpose of the team, its objectives, responsibilities and expected tasks. Members 

may depend on the team leader for guidance. 

Example: Newly appointed employees meet for the first time to understand their project 

responsibilities. 

2. Storming 

Storming is the stage in which differences of opinion, disagreements and conflicts may arise among 

team members. 

Employees may have different ideas, working styles and expectations. Proper communication and 

leadership are important to resolve these issues. 

Example: Team members disagree about how a project should be completed and which 

responsibilities should be assigned to each person. 

3. Norming 

Norming is the stage in which team members begin to understand one another and develop mutual 

trust, cooperation and respect. 

They establish common rules, accept their responsibilities and develop better working relationships. 

Example: Employees agree on their individual duties, working schedules and methods of completing 

the project. 

4. Performing 

Performing is the stage in which the team becomes highly effective and works together towards 

achieving common objectives. 

Members understand their responsibilities, communicate effectively and solve problems with 

minimum supervision. 

Example: Team members complete their project successfully through proper coordination and 

cooperation. 

5. Adjourning 

Adjourning is the final stage in which the team completes its assigned work or project and separates. 

Members review their achievements, share experiences and move to other responsibilities or projects. 

Example: After successfully completing a company project, employees return to their respective 

departments. 
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Importance of Tuckman's Model: It helps managers understand the different stages of team 

development and take suitable actions to improve communication, cooperation and team performance. 

5. Benefits of Team Building 

1. Improves Employee Relationships: Team-building activities help employees understand one 

another and develop positive workplace relationships. 

2. Develops Leadership Skills: Employees get opportunities to guide team members, take 

responsibility and improve their decision-making abilities. 

3. Increases Cooperation: It encourages employees to support one another and work together to 

complete common tasks. 

4. Improves Communication: Team activities develop effective communication, listening and 

information-sharing skills among employees. 

5. Reduces Conflicts: Mutual understanding and trust help employees resolve disagreements and 

maintain a positive working environment. 

6. Encourages Creativity: Group discussions and collaborative activities allow employees to share 

different ideas and develop innovative solutions. 

7. Improves Employee Morale: Team building creates a sense of belonging, recognition and 

satisfaction among employees. 

8. Increases Organisational Productivity: Better teamwork, coordination and communication help 

employees complete tasks efficiently and achieve organisational objectives. 

6. Difference Between Gamification and Team Building 

Basis Gamification Team Building 

Meaning Uses game elements in non-game activities to 

improve motivation and engagement. 

Develops teamwork, cooperation and 

relationships among employees. 

Main 

Objective 

To improve motivation and learning 

engagement. 

To improve team effectiveness and 

coordination. 

Focus Individual or group achievements and 

performance. 

Group relationships and collective 

performance. 

Methods Points, badges, rewards, levels and 

challenges. 

Group activities, discussions, exercises 

and collaborative projects. 

Participation Employees participate in game-based 

learning activities. 

Employees participate in activities 

requiring teamwork and cooperation. 

Outcome Improved learning motivation and 

engagement. 

Improved communication, trust and 

coordination. 

Conclusion 

Gamification and team building are important modern techniques used in Training and Development 

to improve employee motivation, learning and workplace relationships. Gamification makes training 

more interesting through points, badges, rewards and challenges, whereas team building develops 

trust, cooperation, communication and coordination among employees. Both methods help improve 

employee participation, individual development and organisational performance. Therefore, 

organisations should use gamification and team-building activities to create a motivated, skilled and 

cooperative workforce. 
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7. SIX SIGMA 

1. Meaning of Six Sigma 

Six Sigma is a quality management and process improvement methodology that aims to reduce 

defects, minimise errors and improve the quality of products, services and organisational processes. 

It uses statistical tools, data collection and systematic analysis to identify the root causes of problems 

and develop suitable solutions. 

The main purpose of Six Sigma is to achieve high-quality performance by reducing variations and 

improving the efficiency of organisational activities. 

Six Sigma aims for a process performance level of approximately 3.4 defects per million 

opportunities (DPMO) under its conventional 1.5-sigma shift assumption. 

In Training and Development, Six Sigma principles are used to identify employee skill gaps, improve 

training methods, reduce performance errors and measure training effectiveness. 

Example: A manufacturing organisation uses Six Sigma techniques to identify why employees 

repeatedly make mistakes while operating machines. It provides technical training and practical 

demonstrations to reduce errors and improve production quality. 

2. Objectives of Six Sigma 

1. To Reduce Errors and Defects: Six Sigma aims to identify the causes of mistakes and take 

corrective measures to minimise defects in organisational processes. 

2. To Improve Product and Service Quality: It helps organisations maintain quality standards and 

provide better products and services to customers. 

3. To Increase Employee Productivity: By improving work processes and employee skills, Six 

Sigma helps employees complete their tasks more efficiently. 

4. To Improve Customer Satisfaction: It focuses on understanding customer expectations and 

reducing quality-related problems to provide better customer experiences. 

5. To Reduce Operational Costs: Minimising errors, wastage and unnecessary activities helps 

organisations reduce production and operational expenses. 

6. To Improve Process Efficiency: It identifies inefficient activities and introduces better methods to 

improve the speed, accuracy and effectiveness of work. 

7. To Encourage Continuous Improvement: Six Sigma motivates employees to regularly identify 

problems and develop better ways of performing their work. 

8. To Promote Data-Based Decision-Making: It encourages managers to make decisions using 

facts, measurements and statistical analysis rather than personal assumptions. 

3. Principles of Six Sigma 

3.1 Customer Focus 

Customer focus means giving importance to customer needs, expectations and satisfaction while 

improving organisational processes. 

Six Sigma aims to understand what customers expect from products and services and improve quality 

accordingly. 

Organisations continuously examine customer feedback and complaints to identify areas requiring 

improvement. 

Example: A company improves its product quality after analysing customer complaints about 

defective products. 
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3.2 Data-Based Decision-Making 

Data-based decision-making refers to making organisational decisions using accurate information, 

facts and statistical analysis. 

Instead of depending on assumptions, managers collect relevant data and analyse it to understand the 

actual causes of problems. 

This helps organisations make more reliable decisions and select suitable improvement methods. 

Example: A manufacturing manager analyses monthly production reports to identify why the number 

of defective products has increased. 

3.3 Process Improvement 

Process improvement refers to identifying weaknesses and inefficiencies in existing work procedures 

and introducing better methods to improve performance. 

Six Sigma examines different stages of organisational activities to identify unnecessary steps, delays 

and mistakes. 

Example: An organisation improves its employee recruitment process by reducing unnecessary 

approval stages and delays. 

3.4 Reduction of Defects 

Reduction of defects means minimising errors, mistakes and variations in organisational activities. 

Six Sigma identifies the reasons behind repeated errors and develops corrective measures to prevent 

them from occurring again. 

Example: A factory provides additional machine-operation training to employees to reduce 

manufacturing defects. 

3.5 Continuous Improvement 

Continuous improvement refers to the regular process of examining existing activities and finding 

opportunities to improve quality and performance. 

Six Sigma encourages employees and managers to continuously identify problems and introduce 

better working methods. 

Example: An organisation regularly reviews its training programmes and updates learning materials 

according to changing employee requirements. 

3.6 Employee Involvement 

Employee involvement means encouraging employees at different organisational levels to participate 

in quality improvement activities. 

Employees are encouraged to share suggestions, identify problems and contribute to developing 

solutions. 

This creates a culture of teamwork, responsibility and quality consciousness. 

Example: Production employees suggest changes in machine-handling procedures to reduce 

workplace errors. 
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4. DMAIC Model of Six Sigma 

DMAIC is one of the most important methodologies used in Six Sigma for improving existing 

processes. 

DMAIC stands for Define, Measure, Analyse, Improve and Control. 

It provides a systematic five-step approach to identifying problems, analysing their causes, 

implementing solutions and maintaining improvements. 

DMAIC Process 

8. D – Define 

Define is the first stage in which the organisation clearly identifies the problem, customer 

requirements, project objectives and improvement goals. 

It helps management understand what needs to be improved and why the improvement is necessary. 

Example: Identify the problem of high production errors caused by improper machine operation. 

9. M – Measure 

Measure is the second stage in which relevant data is collected to understand the current performance 

of the process. 

It helps establish the existing level of quality and identify the extent of the problem. 

Example: Measure the number of production defects occurring every month. 

10. A – Analyse 

Analyse is the third stage in which the collected information is examined to identify the root causes of 

the problem. 

It helps management understand why errors are occurring instead of simply treating their symptoms. 

Example: Analyse production records and identify insufficient employee training as one of the 

reasons for machine-operation errors. 

11. I – Improve 

Improve is the fourth stage in which suitable solutions are developed and implemented to remove or 

reduce the identified causes of problems. 

It focuses on improving the existing process and preventing repeated mistakes. 

Example: Provide technical training, practical demonstrations and machine-handling instructions to 

employees. 

12. C – Control 

Control is the final stage in which the improved process is regularly monitored to ensure that the 

improvements are maintained. 

It helps prevent the problem from occurring again and maintains the achieved quality standards. 

Example: Regularly monitor production errors and employee performance to ensure that machine-

related mistakes remain low. 

Importance of DMAIC: It provides a systematic method of solving organisational problems, 

improving quality, reducing defects and maintaining continuous improvement. 
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5. Six Sigma Tools and Techniques 

Six Sigma uses different statistical and analytical tools to identify problems, examine their causes and 

improve organisational processes. 

5.1 Pareto Analysis 

Pareto analysis is a problem-solving technique used to identify and prioritise the most significant 

causes of a particular problem. 

It is commonly associated with the 80/20 principle, which suggests that approximately 80% of 

problems may arise from 20% of the causes. This is a general guideline, not a fixed rule. 

It helps organisations concentrate on the major problems that require immediate attention. 

Example: A company finds that most customer complaints are related to delayed delivery and 

defective products. It gives priority to improving these two areas. 

5.2 Fishbone Diagram 

A fishbone diagram is a problem-analysis tool used to identify the possible causes of a particular 

problem. 

It is also called a Cause-and-Effect Diagram or Ishikawa Diagram. 

The problem is placed at the head of the diagram, while different possible causes are represented as 

branches. 

Common categories of causes include: 

• Manpower. 

• Machines. 

• Materials. 

• Methods. 

• Measurement. 

• Environment. 

It helps organisations examine different factors responsible for a problem. 

Example: If production errors are increasing, a fishbone diagram can help identify possible causes 

such as insufficient employee training, machine problems and poor working methods. 

5.3 Flowcharts 

Flowcharts are visual diagrams that represent the sequence of steps involved in a particular process. 

They use different symbols and arrows to show how activities are performed from beginning to end. 

Flowcharts help organisations understand work procedures, identify unnecessary steps and locate 

delays or inefficiencies. 

Example: An organisation prepares a flowchart of its employee recruitment process to identify 

unnecessary approval stages. 

5.4 Control Charts 

Control charts are statistical tools used to monitor process performance over a period of time. 

They display process measurements on a graph and use control limits to identify unusual variations. 
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They help management determine whether a process is operating consistently or whether corrective 

action may be required. 

Example: A manufacturing company uses control charts to monitor the number of defective products 

produced every week. 

5.5 Histograms 

Histograms are graphical tools used to represent the frequency distribution of numerical data. 

They display information using vertical bars, making it easier to understand how frequently particular 

values occur. 

They help organisations identify patterns, variations and differences in process performance. 

Example: An organisation prepares a histogram showing the marks obtained by employees in a 

technical training assessment to understand their learning performance. 

6. Six Sigma Belts and Their Roles 

Six Sigma uses a belt-based system to identify the different levels of knowledge, expertise and 

responsibility of individuals involved in quality improvement activities. 

Belt Role and Explanation 

White Belt Has basic awareness of Six Sigma concepts and understands the importance of quality 

improvement. 

Yellow Belt Understands basic Six Sigma methods and participates in improvement projects as a 

team member. 

Green Belt Has practical knowledge of Six Sigma tools and supports or leads smaller improvement 

projects, often alongside regular job responsibilities. 

Black Belt Has advanced knowledge of Six Sigma techniques and leads major improvement 

projects, guiding other team members. 

Master Black 

Belt 

Has expert-level knowledge and provides specialised guidance, mentoring and training 

to Black Belts and other Six Sigma professionals. 

Importance: The belt system helps organisations assign responsibilities according to employees' 

knowledge and expertise and develop skilled professionals in quality management. 

7. Importance of Six Sigma in Training and Development 

1. Identifies Employee Skill Gaps: Six Sigma helps organisations analyse employee performance 

and identify the difference between existing skills and required job competencies. 

2. Improves Training Quality: It helps HR managers examine training methods, identify weaknesses 

and introduce improvements to make training programmes more effective. 

3. Reduces Training-Related Errors: It identifies mistakes in employee work processes and 

encourages suitable training to reduce repeated errors. 

4. Helps Measure Training Effectiveness: Data collection and performance analysis help 

organisations determine whether training programmes have achieved their intended objectives. 

5. Improves Employee Productivity: Better employee knowledge and improved work procedures 

help employees perform their duties more efficiently. 

6. Encourages Continuous Improvement: Six Sigma motivates employees and managers to 

regularly identify problems and improve their working methods. 

7. Develops Analytical and Problem-Solving Skills: Employees learn to collect data, analyse 

problems, identify root causes and develop suitable solutions. 
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8. Supports Quality Management: It helps organisations maintain quality standards by reducing 

defects, improving processes and encouraging employee involvement. 

8. Limitations of Six Sigma 

1. Requires Specialised Knowledge and Training: Employees and managers need proper 

knowledge of statistical tools, analytical methods and Six Sigma techniques to implement it 

effectively. 

2. High Implementation Cost: Introducing Six Sigma may require investment in employee training, 

consultants, software and quality improvement activities. 

3. Time-Consuming Data Collection: Collecting, recording and analysing large amounts of data 

may require considerable time and effort. 

4. Employee Resistance to Change: Some employees may resist new procedures and working 

methods because they are comfortable with existing practices. 

5. Complex Statistical Techniques: Certain Six Sigma tools and statistical calculations may be 

difficult for employees who do not have sufficient technical knowledge. 

6. Not Suitable for Every Organisational Problem: Six Sigma is particularly useful for measurable 

process and quality problems, but it may not be suitable for every issue, especially those requiring 

creativity, flexibility or subjective judgement. 

Conclusion 

Six Sigma is an important quality management and process improvement methodology that helps 

organisations reduce errors, improve quality and increase productivity. It uses statistical tools and the 

DMAIC model to identify problems, analyse their causes and implement effective solutions. In 

Training and Development, Six Sigma helps identify employee skill gaps, improve training quality 

and measure training effectiveness. Therefore, adopting Six Sigma principles helps organisations 

develop skilled employees, maintain quality standards and achieve continuous improvement. 

 

8. ELECTRONIC-ENABLED TRAINING (E-ENABLED TRAINING) 

1. Meaning of E-Enabled Training 

E-enabled training refers to the use of electronic devices, digital technologies, software and 

communication systems to provide training and learning opportunities to employees. 

It allows organisations to train employees through computers, laptops, smartphones, tablets, digital 

platforms and online communication tools. 

E-enabled training reduces the dependence on traditional classroom-based teaching and makes 

learning more flexible, accessible and convenient. Employees can access training materials, attend 

online classes, watch instructional videos and complete assessments using electronic devices. 

It also helps organisations provide training to employees working in different branches and 

geographical locations. 

Example: An organisation provides employees with online training modules, video lectures and 

computer-based assessments to improve their technical and professional skills. 

2. Objectives of E-Enabled Training 

1. To Provide Flexible Learning Opportunities: E-enabled training allows employees to access 

learning materials at convenient times and learn according to their own schedules. 

2. To Reduce Training Costs: It reduces expenses related to trainers, classrooms, transportation, 

accommodation and printed training materials. 

3. To Improve Employee Knowledge and Skills: Digital courses, instructional videos and 

interactive activities help employees develop job-related knowledge and professional skills. 
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4. To Make Training Accessible to Geographically Distributed Employees: Employees working 

in different branches, cities and locations can participate in the same training programme through 

digital platforms. 

5. To Improve Learning Effectiveness: Digital presentations, demonstrations, quizzes and 

simulations make learning more interesting and help employees understand concepts clearly. 

6. To Use Modern Technology in Employee Development: It encourages organisations to adopt 

modern technologies and digital tools to improve employee training and development. 

7. To Provide Continuous Learning Opportunities: Employees can access training materials 

whenever required and regularly update their knowledge according to changing job requirements. 

3. Types of E-Enabled Training 

3.1 Computer-Based Training (CBT) 

Computer-Based Training refers to a training method in which educational content is delivered 

through computers using specialised software and digital learning materials. 

Employees learn through interactive presentations, tutorials, exercises and computer-based 

assessments. 

This method allows employees to learn independently and repeat lessons whenever required. 

Examples: 

• Digital presentations. 

• Computer-based exercises. 

• Educational software. 

• Interactive tutorials. 

• Online assessments. 

Example: An organisation provides computer-based training to employees to teach them how to use 

accounting software and office applications. 

3.2 Web-Based Training 

Web-based training refers to delivering training programmes through internet-based platforms and 

websites. 

Employees can access online courses, instructional videos, digital notes and assessments through web 

browsers. 

It allows employees to participate in training from different locations without physically attending a 

classroom. 

Example: Employees complete an online course about workplace safety through the organisation's 

training website. 

3.3 Video-Based Training 

Video-based training is a method of teaching employees through recorded instructional videos, 

demonstrations and visual presentations. 

It helps employees understand concepts by watching practical demonstrations and explanations. 

Employees can pause, replay and review the videos whenever they need clarification. 

Example: A manufacturing organisation provides video demonstrations showing employees how to 

operate machinery safely. 
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3.4 Virtual Classroom Training 

Virtual classroom training refers to conducting training programmes through online video 

conferencing platforms. 

It allows trainers and employees to interact in real time without being physically present in the same 

location. 

Employees can ask questions, participate in discussions and receive immediate feedback from 

trainers. 

Examples: 

• Live online classes. 

• Webinars. 

• Virtual workshops. 

• Video conferencing sessions. 

Example: Employees from different company branches attend a live leadership development 

programme conducted by an HR trainer through an online meeting platform. 

3.5 Simulation-Based Training 

Simulation-based training involves creating a virtual or computer-generated environment where 

employees can practise real-world activities without facing actual workplace risks. 

It allows employees to develop practical skills, understand work procedures and improve their 

decision-making abilities. 

This method is especially useful for technical, industrial, medical and safety-related training. 

Example: Factory employees practise operating industrial equipment through computer simulations 

before handling actual machinery. 

3.6 Mobile-Based Training 

Mobile-based training refers to providing learning materials through mobile devices such as 

smartphones and tablets. 

Employees can access digital courses, educational videos, training applications and online 

assessments from almost any location. 

It provides convenience and allows employees to learn during their available time. 

Example: Employees use a mobile learning application to complete short training lessons about 

customer service and product knowledge. 

3.7 Interactive Digital Training 

Interactive digital training involves the use of digital activities that require employees to actively 

participate in the learning process. 

It includes quizzes, games, simulations, exercises and interactive videos. 

This method encourages employee participation, improves concentration and makes training more 

enjoyable. 

Example: Employees participate in an online quiz about company policies and receive immediate 

feedback on their answers. 
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4. Components of E-Enabled Training 

E-enabled training requires various technological resources and learning materials to deliver training 

programmes effectively. 

4.1 Hardware 

Hardware refers to the physical electronic devices and equipment required to conduct digital training 

programmes. 

These devices help employees access training materials, attend online classes and participate in 

learning activities. 

Examples: 

• Computers. 

• Laptops. 

• Smartphones. 

• Projectors. 

• Tablets. 

• Headsets. 

Explanation: Organisations must provide suitable hardware to ensure that employees can participate 

in digital training without difficulties. 

4.2 Software 

Software refers to the applications and computer programmes used to design, deliver, manage and 

evaluate training activities. 

It helps organisations conduct online classes, provide learning materials and monitor employee 

progress. 

Examples: 

• Learning Management Systems (LMS). 

• Video conferencing applications. 

• Training software. 

• Assessment applications. 

• Digital learning platforms. 

Explanation: Software provides the necessary tools for conducting and managing electronic training 

programmes. 

4.3 Internet Connectivity 

Internet connectivity refers to the availability of a reliable internet connection that enables employees 

to access online training platforms and communicate with trainers. 

It helps employees download learning materials, attend virtual classes, watch videos and complete 

online assessments. 

Explanation: Proper internet connectivity is essential for smooth and uninterrupted online training. 

4.4 Digital Learning Content 

Digital learning content refers to the educational materials provided in electronic formats to support 

employee learning. 

It helps employees understand different subjects through text, images, audio and videos. 

Examples: 

• E-books. 

• Digital presentations. 
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• Instructional videos. 

• Online learning modules. 

• Digital manuals. 

• Electronic notes. 

Explanation: Good-quality digital content makes training easier to understand and allows employees 

to revisit important information whenever necessary. 

4.5 Assessment and Evaluation Tools 

Assessment and evaluation tools are digital applications used to measure employee knowledge, skills 

and learning progress. 

They help trainers determine whether employees have understood the training content and achieved 

the required learning objectives. 

Examples: 

• Digital tests. 

• Online quizzes. 

• Assignments. 

• Practice exercises. 

• Performance assessments. 

Explanation: These tools help HR managers identify employee learning gaps and understand the 

effectiveness of training programmes. 

5. Advantages of E-Enabled Training 

1. Flexible Learning: Employees can access training materials at convenient times and learn 

according to their individual schedules. 

2. Cost Reduction: It reduces expenses related to physical classrooms, trainer arrangements, travel, 

accommodation and printed materials. 

3. Easy Access to Training: Employees can participate in training programmes from different 

locations using electronic devices and digital platforms. 

4. Standardised Training Content: All employees can receive the same training materials and 

instructions, ensuring consistency in training quality. 

5. Better Learning Management: Digital platforms help organisations organise courses, schedule 

training activities and manage employee learning programmes efficiently. 

6. Easy Performance Tracking: HR managers can monitor employee attendance, course completion, 

assessment scores and learning progress through digital systems. 

7. Supports Large Numbers of Employees: Organisations can provide the same training programme 

to many employees working in different branches and departments. 

8. Encourages Technological Skills: Employees become familiar with digital devices, software and 

online platforms, improving their technological knowledge and confidence. 

6. Limitations of E-Enabled Training 

1. Requires Technical Infrastructure: Organisations must invest in computers, software, internet 

facilities and other technological equipment to conduct digital training. 

2. Depends on Internet Connectivity: Online training requires a reliable internet connection. Poor 

connectivity may interrupt classes and delay learning activities. 

3. Limited Physical Interaction: Employees may have fewer opportunities to interact personally 

with trainers and colleagues compared with traditional classroom training. 

4. Technical Problems May Interrupt Learning: Software failures, device problems and network 

interruptions can disturb training sessions. 

5. Requires Digital Literacy: Employees must have basic computer and technological knowledge to 

access and use digital training platforms effectively. 
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6. Practical Training May Require Additional Methods: Certain skills involving machinery, 

equipment and physical activities cannot be developed completely through online learning and may 

require practical demonstrations. 

7. Role of HR Department in E-Enabled Training 

The Human Resource (HR) department plays an important role in planning, organising, implementing 

and evaluating electronic training programmes. 

Its main responsibility is to ensure that employees receive suitable digital training to improve their 

knowledge, skills and performance. 

7.1 Identifying Employee Training Needs 

The HR department identifies the knowledge and skills employees need to improve through electronic 

training. 

It analyses employee performance, job requirements and skill gaps to determine which digital courses 

and programmes are necessary. 

Example: HR identifies that employees require computer skills training and arranges an online 

software course. 

7.2 Selecting Suitable Digital Platforms 

HR selects appropriate digital platforms and software according to the organisation's training 

requirements and budget. 

It ensures that the selected platforms are user-friendly, reliable and suitable for employees. 

Example: HR selects a Learning Management System (LMS) to provide and manage online training 

courses. 

7.3 Developing Digital Learning Content 

The HR department helps prepare or arrange suitable digital learning materials for employees. 

It ensures that the content is relevant, easy to understand and related to employee job requirements. 

Example: HR prepares digital presentations, instructional videos and online manuals about 

organisational policies. 

7.4 Scheduling Training Programmes 

HR prepares training schedules and informs employees about the dates, timings and duration of online 

training programmes. 

It ensures that training activities are organised without unnecessarily disturbing regular workplace 

activities. 

Example: HR schedules virtual training sessions for employees working in different departments. 

7.5 Monitoring Employee Participation 

The HR department monitors whether employees are attending and actively participating in electronic 

training programmes. 

It checks course completion, attendance and participation levels through digital platforms. 

Example: HR uses the LMS to identify employees who have not completed their assigned training 

modules. 
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7.6 Evaluating Learning Outcomes 

HR evaluates whether electronic training programmes have improved employee knowledge, skills and 

job performance. 

It uses online tests, feedback forms, assessments and performance reports to measure training 

effectiveness. 

Example: HR conducts an online assessment after completing a technical training programme to 

measure employee learning. 

7.7 Providing Technical Assistance 

The HR department coordinates technical support to help employees overcome difficulties while 

accessing digital training programmes. 

It ensures that employees receive proper assistance with login issues, software problems and other 

technical difficulties. 

Example: HR arranges IT support for employees who are unable to access the online training 

platform. 

7.8 Maintaining Training Records 

HR maintains proper records of employee participation, course completion, assessment results and 

training expenditure. 

These records help management review training activities and plan future employee development 

programmes. 

Example: HR maintains digital records showing which employees have completed mandatory 

workplace safety training. 

Conclusion 

E-enabled training is an important modern approach to employee Training and Development that uses 

electronic devices, digital platforms and communication technologies to provide learning 

opportunities. It offers flexibility, reduces training costs, improves accessibility and supports 

continuous learning. Although it requires proper technical infrastructure and digital knowledge, 

effective implementation can improve employee skills and organisational performance. Therefore, the 

HR department should make proper use of electronic training methods to develop a skilled, 

knowledgeable and technologically competent workforce. 
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9. WEB-BASED TRAINING (WBT) 

Detailed explanation in simple English – University examination notes 

Below is the expanded explanation of all 8 topics. I have kept the language simple, added examples 

and explained each point so that you can understand it easily and write it in your university 

examinations. 

1. Meaning of Web-Based Training 

Web-Based Training (WBT) is a method of providing training to employees through websites, web 

browsers and internet-based platforms. 

In this method, employees can learn new skills and gain knowledge by accessing online training 

materials through computers, laptops, tablets and smartphones. They can attend training from 

different locations without physically going to a classroom. 

It is an important part of modern E-learning because it makes employee training easier, faster and 

more flexible. 

Example: A company provides an online training portal where employees complete a course on 

Customer Relationship Management (CRM) to improve their customer-handling skills. 

2. Objectives of Web-Based Training 

The main objectives of Web-Based Training are explained below: 

1. To provide training through internet platforms 

The main objective is to provide employee training through websites and online applications. 

Employees can learn using digital training materials instead of attending only traditional classroom 

sessions. 

2. To make learning accessible from any location 

Web-based training allows employees to access learning materials from anywhere with an internet 

connection. This is useful for employees working in different branches and cities. 

3. To reduce the cost of traditional training 

It helps organisations reduce expenses related to travelling, accommodation, classroom arrangements 

and printed materials. Therefore, companies can conduct training at a lower cost. 

4. To support continuous employee development 

It encourages employees to learn regularly and update their knowledge according to changes in 

technology, business practices and workplace requirements. 

5. To provide standardised training 

All employees receive the same training materials, instructions and information. This helps maintain 

consistency in employee knowledge and performance. 

6. To improve employee knowledge and skills 

It helps employees develop technical, communication, management and professional skills required to 

perform their jobs effectively. 

7. To monitor employee learning progress 

Online training platforms help organisations monitor employee attendance, test results, course 

completion and overall learning progress. 
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Example: A company uses an online platform to provide the same communication skills training to 

500 employees working in different branches. 

3. Types of Web-Based Training 

There are five important types of Web-Based Training. 

3.1 Synchronous Web-Based Training 

Synchronous Web-Based Training is a method of training in which employees and trainers participate 

at the same time through the internet. 

It takes place in real time, allowing employees to communicate directly with trainers. Employees can 

ask questions, share ideas and receive immediate answers. 

Examples: 

• Live online classes. 

• Webinars. 

• Video conferencing. 

• Virtual meetings. 

Explanation: In this method, both the trainer and employees must be online at the scheduled time. It 

provides better interaction and immediate clarification of doubts. 

Example: A company trainer conducts a live online class through Zoom to explain new company 

policies to employees. 

3.2 Asynchronous Web-Based Training 

Asynchronous Web-Based Training is a method in which employees can access training materials at 

different times according to their convenience. 

Employees do not need to be online at the same time as the trainer. They can watch recorded lectures, 

read notes and complete assignments whenever they have free time. 

Examples: 

• Recorded lectures. 

• Online tutorials. 

• Digital presentations. 

• Online assignments. 

• Recorded demonstrations. 

Explanation: This method provides flexibility because employees can learn without following a fixed 

live-class schedule. They can also revisit the materials whenever required. 

Example: An employee watches a recorded computer training video after completing office work. 

3.3 Self-Paced Web-Based Training 

Self-Paced Web-Based Training allows employees to complete training programmes according to 

their own learning speed and ability. 

Employees can decide how much time they want to spend on each topic. They can pause videos, 

repeat lessons and take assessments whenever they are ready. 

It is useful because every employee has a different learning speed and level of understanding. 

Example: One employee completes an online Excel course in five days, while another employee 

takes two weeks to complete the same course. 
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3.4 Instructor-Led Web Training 

Instructor-Led Web Training is a method in which a trainer conducts online classes and guides 

employees through internet-based platforms. 

The trainer explains the subject, provides instructions, answers questions and clears doubts. 

Employees can interact with the trainer during the training session. 

It is similar to traditional classroom training, but the teaching takes place online. 

Examples: 

• Online workshops. 

• Virtual classrooms. 

• Live training programmes. 

Example: A company invites a management trainer to conduct an online leadership development 

programme for its employees. 

3.5 Collaborative Web-Based Training 

Collaborative Web-Based Training is a method in which employees learn together by sharing 

knowledge, discussing ideas and completing group activities through online platforms. 

It encourages teamwork, communication, cooperation and problem-solving skills. 

Employees can participate in online discussions, group assignments and collaborative projects. 

Examples: 

• Online discussion forums. 

• Group assignments. 

• Team projects. 

• Online brainstorming sessions. 

Example: Employees from different company branches work together on an online project and share 

their ideas through a discussion platform. 

4. Features of Web-Based Training 

The important features of Web-Based Training are: 

4.1 Accessibility 

Accessibility means employees can access training materials from different locations using internet-

enabled devices. 

They do not need to travel to a particular training centre. This makes learning convenient for 

employees working in different geographical areas. 

Example: An employee working in Hyderabad can attend the same online training programme as an 

employee working in Chennai. 

4.2 Flexibility 

Flexibility means employees can learn according to their own schedules and convenience. 

They can access training materials before work, after work or during their available free time. This 

helps employees balance their job responsibilities and learning activities. 

Example: An employee watches a training video during the evening after completing office work. 
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4.3 Interactivity 

Interactivity means employees can actively participate in the learning process through online 

activities. 

Web-based training platforms provide quizzes, exercises, tests, discussion forums and question-and-

answer sessions. 

These activities make learning interesting and help employees understand the subject better. 

Example: Employees complete an online quiz after watching a training video. 

4.4 Multimedia Learning 

Multimedia Learning means providing training information through different forms of digital content. 

It includes text, pictures, audio, animations, presentations and videos. 

These materials make difficult topics easier to understand and improve employee interest in learning. 

Example: A company uses videos and animations to explain workplace safety procedures. 

4.5 Progress Tracking 

Progress Tracking means monitoring the learning activities and performance of employees through 

online training systems. 

Organisations can check attendance, course completion, assessment scores and employee 

participation. 

It helps management identify employees who have completed training and those who need additional 

support. 

Example: An HR manager checks the training portal to identify employees who have not completed 

their assigned courses. 

4.6 Easy Updating 

Easy Updating means training materials can be modified whenever necessary. 

Organisations can update learning content when there are changes in company policies, business 

procedures, technology or government rules. 

This ensures that employees always receive updated information. 

Example: A company updates its online training materials whenever new software is introduced. 

5. Process of Implementing Web-Based Training 

The implementation of Web-Based Training involves the following steps: 

1. Identify Training Requirements 

The organisation first identifies the knowledge and skills employees need to perform their jobs 

effectively. 

It studies employee performance and identifies areas where training is required. 

Example: Identifying that employees need training in customer communication. 

2. Set Learning Objectives 
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After identifying training needs, the organisation decides what employees should learn and achieve 

after completing the programme. 

Clear objectives help measure the success of training. 

Example: Improving employees' ability to handle customer complaints. 

3. Select a Web Platform 

The organisation selects a suitable website or online training system to conduct training. 

The platform should be easy to use and provide necessary features such as videos, assessments and 

progress tracking. 

Example: Selecting a Learning Management System (LMS) for employee training. 

4. Develop Learning Content 

The organisation prepares training materials according to employee requirements. 

These materials may include videos, notes, presentations, tutorials, assignments and online tests. 

Example: Preparing videos and presentations about customer service. 

5. Provide Employee Access 

The organisation provides employees with the necessary login details and instructions to access the 

training platform. 

Employees are guided on how to use the website and complete their training. 

Example: HR sends employees their training portal username and password. 

6. Conduct Training 

The organisation starts delivering the training programme through the selected online platform. 

Employees participate in live classes or access recorded learning materials. 

Example: Employees attend an online customer service training programme. 

7. Monitor Participation 

The organisation checks whether employees are regularly participating in training activities. 

It monitors attendance, course completion and assessment performance. 

Example: HR checks which employees have completed the assigned online lessons. 

8. Evaluate Results 

After training, the organisation evaluates whether employees have achieved the learning objectives. 

It may conduct online tests, practical assessments and feedback surveys. 

Example: Employees complete a test to measure their knowledge of customer service. 

9. Improve the Programme 

Finally, the organisation identifies weaknesses in the training programme and makes necessary 

improvements. 

Employee feedback and assessment results are used to update the learning materials and teaching 

methods. 

Example: If employees find a training video difficult to understand, the company replaces it with a 

simpler explanation. 
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6. Advantages of Web-Based Training 

6.1 Cost-Effectiveness 

Web-based training reduces expenses related to travelling, accommodation, classroom facilities, 

printed materials and trainer arrangements. 

Organisations can train a large number of employees without spending too much money on physical 

training facilities. 

6.2 Time Saving 

Employees can complete training without travelling to a particular training location. 

It saves travelling time and allows employees to spend more time on their regular work. 

6.3 Flexibility 

Employees can learn according to their schedules and convenience. 

They can access training materials whenever they have free time and repeat lessons whenever 

required. 

6.4 Wider Reach 

Web-based training allows organisations to provide training to employees working in different cities, 

states and countries. 

It is especially useful for large organisations with multiple branches. 

6.5 Standardisation 

All employees receive the same training materials, instructions and learning information. 

It helps maintain uniform knowledge and consistent work practices throughout the organisation. 

6.6 Easy Evaluation 

Online tests, quizzes and assessments help organisations measure employee learning and 

performance. 

Management can easily identify employees who have understood the training and those who require 

additional guidance. 

6.7 Continuous Learning 

Employees can access training materials repeatedly whenever they need additional information. 

It encourages regular learning and helps employees update their knowledge according to changing job 

requirements. 
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7. Limitations of Web-Based Training 

1. Requires Reliable Internet Access 

Web-based training generally requires a stable internet connection. Employees with poor internet 

connectivity may face difficulties accessing training materials. 

2. Technical Problems 

Technical problems such as network failures, software errors and device issues may interrupt the 

training programme. 

3. Limited Face-to-Face Interaction 

Employees may have fewer opportunities to communicate personally with trainers and other learners. 

This can sometimes reduce direct interaction and teamwork. 

4. Employees Require Digital Skills 

Employees should have basic computer and internet knowledge to access online platforms and 

complete training activities. 

Employees who are not familiar with technology may find it difficult. 

5. Lack of Motivation 

Some employees may lose interest in learning because they study independently without continuous 

supervision from trainers. 

This may result in incomplete courses. 

6. Practical Skills May Require Additional Hands-On Training 

Certain jobs require physical demonstrations and practical experience. Online training alone may not 

be sufficient to develop these skills. 

Example: Employees learning machine operation need practical training in addition to online lessons. 

7. Cybersecurity and Data Privacy 

Online training platforms may contain employee details, assessment results and organisational 

information. 

Therefore, organisations must protect this data from unauthorised access, misuse and cyberattacks. 

8. Difference Between E-Learning, E-Enabled Training and Web-Based Training 

These three terms are related to modern employee training, but their meanings and methods of 

delivery are different. 

Basis E-Learning E-Enabled Training Web-Based Training 

Meaning Learning through electronic 

technologies. 

Training supported by electronic 

technologies. 

Training delivered through 

web platforms. 

Scope Broad. Broad. More specific. 

Technology Digital devices and 

platforms. 

Electronic devices and systems. Internet and web browsers. 

Internet Not always essential. Not always essential. Generally essential. 
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Examples Online courses and digital 

learning. 

Computer-based training and 

digital simulations. 

Webinars and online 

portals. 

Delivery Digital or electronic 

methods. 

Electronic systems and 

technologies. 

Websites and online 

platforms. 

Easy Explanation of the Differences 

1. E-Learning 

E-Learning means learning through electronic technologies such as computers, smartphones, tablets 

and digital learning platforms. 

It includes online courses, recorded lectures and computer-based learning. 

2. E-Enabled Training 

E-Enabled Training means using electronic devices and systems to support employee training. 

It includes computer-based training, digital presentations and simulation-based learning. Internet 

access is not always necessary. 

3. Web-Based Training 

Web-Based Training means providing training through websites, web browsers and internet-based 

platforms. 

It generally requires an internet connection and allows employees to access training materials from 

different locations. 

Easy way to remember: 

• E-Learning = Learning through electronic technology. 

• E-Enabled Training = Training supported by electronic devices and systems. 

• Web-Based Training = Training through websites and the internet. 

 

 

Important questions  

 

1. Explain the meaning, objectives and elements of a good training budget. 

2. Discuss the steps involved in effective preparation and monitoring of a training budget. 

3. Explain the importance and methods of evaluating the Training and Development function. 

4. Discuss the emerging trends in Training and Development. 

5. Explain self-study and e-learning with their types, advantages and limitations. 

6. Define gamification and explain its elements, objectives and advantages. 

7. Explain team building, its objectives, activities and stages of team development. 

8. What is Six Sigma? Explain its principles, DMAIC model and importance in T&D. 

9. Explain electronic-enabled training, its components, types and advantages. 

10. Define web-based training and discuss its features, implementation process, advantages and 

limitations. 

 


