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Please note 

Read this study guide (SG001) in conjunction with the Study @ Unisa brochure and Tutorial Letters 
HRMALL6/301/4, HRMONLI/301/4 and HRD2602/101/3. 

I strongly recommend that you register for and use myUnisa regularly (see the Study @ Unisa 
brochure for details). This will give you direct access to important information and allow you to perform 
tasks such as updating your personal information, submitting assignments, confirming receipt of 
assignments, obtaining assignment marks, obtaining examination timetables and results, joining online 
discussion forums and many more. 

© Unisa 2017 

Author: Sumaiyah Fuad Ahmed 
DUTLD: Anneke Venter 
Language editor: Annelie Visagie 
Artist: Dawid Kahts 

*Based on a previous study guide written for HRD2602 written by J.C. Diedericks, PVZ Loedolff, W. Louw, and M.
Roman.

Dear HRD2602 student 

Welcome to the exciting world of training and development practices (HRD2602). Please note that this 
module is offered online. This means that study material for this module will be available on myUnisa. It is 
thus very important that you register to use myUnisa and access the HRD2602 myUnisa module site 
regularly. Study material and other content on myUnisa can only be accessed if you have registered your 
myLife e-mail account. Keep your login and password details in a safe place, as you will have to access 
the site regularly. By accessing the HRD2602 module site, you will gain access to the workbooks (the 
study material), discussion forums where you can talk to fellow students and your lecturer, other additional 
resources, frequently asked questions, and relevant module-related information. 

By now you should have received the Study @ Unisa brochure, which contains important information 
regarding your studies. This brochure is also available on myUnisa. The Directorate of Despatch should 
supply you with the following printed tutorial matter for this module when you register:  

 two general tutorial letters: HRMALL6/301/4 and HRMONLI/301/4
 Tutorial Letter HRD2602/101/3 (which contains contact details for the lecturer, your assignment

tasks and due dates, and other module-related information)
 this study guide: HRD2602/SG001/4

The printed material will allow you to read the core study material, even if you are not online. Remember, 
the printed study material serves only as a backup of the material found online on myUnisa. This will help 
you to access your study material even during times when you do not have access to the internet. 
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In this study guide you will find all the workbooks for this module, which includes: 

Items Pages 
1 Workbook 01 13 
2 Workbook 02 20 
3 Workbook 03 27 
4 Workbook 04 40 
5 Workbook 05 49 
6 Workbook 06 59 
7 Workbook 07 76 
8 Workbook 08 95 
9 Workbook 09 108 
10 Workbook 10 132 
11 Workbook 11 143 

It is important that you read this study guide thoroughly and then log on to the HRD2602 myUnisa module 
site and familiarise yourself with the site. Start by reading the home screen for further instructions on how 
to proceed with this module. 

On a lighter note, watch the following video and see why certain documents still need to be printed, even 
though we are moving to the online world. 

https://www.youtube.com/watch?v=-dupc0QFhmM 

Please do not hesitate to contact me if you have any module-related queries. I hope that you enjoy this 
dynamic and stimulating module. 

Kind regards 
Sumaiyah Fuad Ahmed 
Lecturer: HRD2602 
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 
UNISA 

https://www.youtube.com/watch?v=-dupc0QFhmM
https://www.youtube.com/watch?v=-dupc0QFhmM
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1 WELCOME 

It is a great pleasure to welcome you to this interesting online module (Training and Development 
Practices). This module does not stand alone as it is one of the second-year level modules and an integral 
part of the BCom degree programme. To make sure that you share my enthusiasm for this field of study, 
I urge you to read this preface carefully.  
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This preface contains introductory information for the HRD2602 module. It also contains module-specific 
information related to the tutorial matter for the module, the purpose and outcomes of the module, the 
characteristics of the module, the framework for the module, the resources available, the workbooks, the 
study plan, the HRD2602 myUnisa module site, how you will be assessed in this module, the icons used, 
and the success factors for the module. Refer back to this preface as often as you need to as it will certainly 
make studying this module a lot easier. 

The learning content and activities contained in this study guide will provide you with opportunities to 
explore the latest developments in this field and help you to discover the field of training and development 
as it is practised today. The purpose and the learning outcomes of this module are therefore aimed at 
developing your expertise and abilities in the field of training and development within the broader context 
of Human Resource Management.  

I recommend that you start studying as soon as possible, as this module is not only intensive but also 
comprehensive. By beginning with your studies early, you will be able to cover the module content in 
adequate time and submit your assignments by the required due dates. 

I look forward to interacting with you on your HRD2602 journey. 

2 PURPOSE OF THE MODULE 
The purpose of this module is to equip you to apply the fundamental concepts, principles and processes 
of training and development within the context of existing training-related legislation and organisational 
requirements.  

Students credited with this module are able to demonstrate sound knowledge of and insight into training 
and development practices in organisations, including aspects pertaining to various pressing needs and 
issues in South Africa, and concomitant targeted interventions. 

3 LEARNING OUTCOMES OF THE MODULE 
The learning outcomes are those outcomes that you must achieve in order to complete the module 
successfully and be effective in the workplace. The learning outcomes must achieve for this module are 
indicated in figure 0.1. 

Figure 0.1: Learning outcomes of the module 

Demonstrate the 
ability to analyse the 

fundamental 
principles required 

for the management 
of training in 

organisations. 

Describe how South 
African skills 
development 

legislation 
requirements are 

applied in 
organisations. 

Apply the training 
cycle to develop 

training and 
development 

interventions in 
organisations. 
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4 CHARACTERISTICS OF THE MODULE 
This module is based on the outcomes-based approach to training and development. This has the following 
implications for you, the learner: 

• You will find a number of learning outcomes at the beginning of the module and one or more learning
outcomes at the beginning of each workbook. These learning outcomes are there to guide you through
the learning material. They inform you about what you have to demonstrate at the end of the module
and at the end of each workbook. They also indicate what you may be expected to demonstrate in the
assessment process, that is, in the assignments and the examination. The learning outcomes act as
your “navigational compass” through this module.

• The learning outcomes of this module are linked to the outcomes of the BCom degree as a whole.
They are therefore the “building blocks” that help you to make progress towards the achievement of
the overall outcomes of the degree. While progressing through the learning material of this module you
will be expected to apply certain principles and processes of managing training and development to
fictitious and real-life situations.

• This module is designed for a specific level on the National Qualifications Framework (NQF). Since it
is an integral part of the BCom degree, the NQF level of this module is NQF 6.

• On successful completion of this module you will earn 12 credits towards the BCom degree.

• The learning material contains learning opportunities specifically designed to help you to achieve the
learning outcomes and develop your ability to apply the knowledge in practical situations.

• You will be provided with various examples and explanations of key points and you will be given
opportunities to practise the knowledge and skills that you acquire.

• You will find that many aspects of this module relate directly to the practical world of training and
development. If you master the learning outcomes of this module you should be well prepared for the
real-life requirements of managing training in the workplace. You will therefore find that some of the
assessment tasks that you will be required to do will require you to investigate realistic, practical
situations that are relevant to the occupational role for which this module is preparing you.

• Assessment in this module is not only aimed at the assessment of module outcomes; it is also aimed
at assessing your progress towards achieving the long-term significant outcomes, including the critical
cross-field outcomes that are linked to the degree as a whole.

5 FRAMEWORK FOR THE MODULE 
This module consists of three main topics, as shown in figure 0.2. 
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Figure 0.2: Topics discussed in this module 

 
 
Each topic is divided into sections called workbooks. Each workbook has outcomes that are specific to 
that particular workbook. The learning outcomes describe the things that you as a student should be 
able to demonstrate to show that you have successfully completed the workbook. These specific learning 
outcomes are linked to the activities in the workbooks, the assignments, and the examination and are 
therefore a means by which your mastery of a specific topic can be evaluated or assessed. 
 
You should plan your personal study programme in such a way that you are able to go through all the 
workbooks, have time to complete the assignments, and have sufficient time to spend on your preparation 
for the examination. Given the limited time you have to do this, I have drawn up a study plan for you, which 
you may use as a guideline for studying this module. You can find this study plan in Tutorial Letter 
HRD2602/101/3. The dates contained in this study plan are also reflected in the Schedule tool on the 
HRD2602 myUnisa module site.  
 
Remember that this study plan serves as a guideline only. You should work at your own pace and you 
may even prefer to draw up your own time management schedule, which is better suited to your particular 
situation. If you intend on drawing up your own schedule please remember that the assignment and 
examination dates cannot change. Thus, you need to plan your schedule around these dates.  
 
The following mind map will be repeated at the beginning of each workbook. The aim of this mind map is 
to provide an overview of the content to be covered in this module and indicate where you are in the 
process of working through the study material. 
 

Topic 1
Training and 
development 
within an 
organisation

Topic 2
Skills development 
in organisations 
and the national 
education, 
training, and 
development 
environment

Topic 3
Developing and 
implementing 
workplace 
learning 
programmes
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6 HOW TO APPROACH THIS MODULE 
You may find it challenging to switch to the online learning environment, so I suggest you start off by 
reading this preface and Tutorial Letter HRD2602/101/3 containing all the general module information that 
you need to know. Once you have done this, access the HRD2602 myUnisa module site and begin by 
reading the home page message. A detailed description of the learning material for this module and the 
HRD2602 myUnisa module site follows in sections 6.1 and 6.2.  
 
6.1 Learning material for this module 
The learning material for this module consists of this preface as well as 11 other workbooks, a prescribed 
book (which you must purchase), and tutorial letters which will be sent to you during the course of the 
semester. Please note that you can also access these tutorial letters under Official Study Material on the 
HRD2602 myUnisa module site. Information regarding the prescribed book for this module is provided in 
Tutorial Letter HRD2602/101/3. The prescribed book is of vital importance because you will not be able to 
complete this module successfully without it.  
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The workbooks will lead you through the prescribed book but sometimes deviates from it where there is a 
need to expand or elaborate on certain aspects. It is therefore important that you use the workbooks as 
well as the prescribed book. All workbooks will be available on myUnisa under Official study material 
from where you can easily download them. You will also receive a printed version of these workbooks in 
this study guide (SG001), which you will receive from Unisa.  
 
Please note that I do not expect you to learn everything in the prescribed book. The workbooks 
distinguish between the parts of the prescribed book you have to read and those you have to study. The 
sections that have to be studied are clearly indicated and form the basis of assignments and examinations. 
The content of the sections that you have to study in the workbooks and prescribed book must be mastered 
in order to be able to do the activities and assignments of this module, to master the learning outcomes, 
and to be successful in the examination. In some parts of the workbooks you will be required to read a 
certain section in the prescribed book or the workbook. This means that you should take note of the 
contents because they usually contain useful background information or offer another perspective or 
further examples. However, you will not be examined on these sections. 
 
Completing the activities in the workbooks will help you to work through and understand the theory in each 
chapter. Remember that you can only memorise something once you understand it. I therefore suggest 
that you keep your workbooks at hand when working through the prescribed book. The prescribed book 
also contains a number of case studies, examples as well as questions for self-evaluation. I suggest that 
you work through the relevant case studies and questions as you progress through the various topics and 
workbooks since this will also contribute to better insight, understanding, and application of the learning 
material.  
 
In addition to the prescribed book, you are encouraged to consult other sources, such as subject journals, 
newspapers, and additional textbooks on this subject. You can also visit the HRD2602 myUnisa site to 
find additional information. Once you have done this, you should know the work, understand it, and be 
able to apply it in practice. 
 
6.2 The HRD2602 myUnisa module site  
Once you access the HRD2602 myUnisa module site you will see a home page message. It is important 
that you read this message as it contains general information about the module and may be updated from 
time to time to provide you with important information. On the HRD2602 myUnisa site there are also a 
number of “tools” that are used. These can be found on the left-hand side of the page. Refer to the following 
screenshot to familiarise yourself with the location of the home page message and the tools. 
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Table 0.1 indicates the tools that are used on the HRD2602 myUnisa module site. 

Table 0.1: myUnisa tools 

Tool Description 

 This tool provides a number of folders which may contain important files that you will 
need when completing certain activities in the workbooks. 

 From time to time there may be announcements about important module-related 
issues. The announcements will appear on the module site so please be sure to 
check this site regularly to make sure that you are up to date with all the information 
and messages that I post. 

 You can use this tool to view the status of your assignments, submit assignments, 
and to access marked assignments 

 
This tool can be used to contact the lecturer directly via e-mail. 

 

 

This tool will be used to discuss matters related to this module among yourself and 
your fellow students as well as to post module-related queries to your lecturer. 

 

This tool contains questions that are frequently asked by students. Please read the 
questions and responses here before contacting the lecturer.  

 

Here you will find Tutorial Letters HRD2602/101, HRMALL6/301 and HRMONLI/301. 
Additional items will be available during the course of the semester. Previous 
examination papers can also be found here. 
 

 

To
ol

s 

Home page 
message 
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Tool Description 

 
This tool provides relevant details with regards to the prescribed book for this module. 

 

Here you will be able to check your official assignment and examination dates in 
order to help you plan your own schedule and manage your time.   

 
This tool will be used in order to find and complete Assignments 01 and 02 online.  

 
7 ASSESSMENT 
Your progress during the semester will be assessed in two ways, namely by means of formative 
assessment (assignments) and summative assessment (examination). 
 
7.1 Formative assessment 
In terms of the formative assessment, there are three compulsory assignments for this module. 
Assignments 01 and 02 consist of multiple-choice questions and Assignment 03 consists of essay 
questions and case studies. You will gain examination admission by submitting any one of the 
assignments. However, all three assignments are compulsory. Thus, if you hand in only one 
assignment, you will gain examination admission but your year mark will be low. These assignments must 
be submitted online to the University on/before the due dates for assessment. Completing assignments 
are extremely important as it will help you achieve the learning outcomes for the module and be better 
prepared for the examination.  
 
Some of the assignments may assess your ability to integrate a number of the learning outcomes. It is 
therefore important that you develop a thorough understanding of the learning material, which will enable 
you to apply and integrate the various learning outcomes. Completion of the assignments contributes 20% 
towards your final mark for the module. You are therefore advised and encouraged to do every assignment 
and obtain a good mark in these assignments. Detailed information on the assignments for this module is 
provided in Tutorial Letter HRD2602/101/3. The questions for Assignments 01 and 02 are available online 
under the Self-Assessments tool on the HRD2602 myUnisa module site and should be completed online. 
The questions for Assignment 03 are available in the appendices of Tutorial Letter HRD2602/101/3 and 
should be submitted online using the Assignments tool.  
 
Please note that the activities in the workbooks and on myUnisa and the self-assessment assignment 
(Assignment 04) should not be submitted to the University for marking. These are mainly to assist you in 
preparing for the examination. 
 
7.2 Summative assessment 
The summative assessment for this module takes place at the end of the semester in the form of a written 
examination. The examination is your opportunity to demonstrate that you have achieved the outcomes of 
this module. The examination mark will contribute 80% towards your final mark. 
 
Use the workbooks as your starting point when preparing for the examination. As indicated previously, the 
workbooks indicate which sections of the prescribed book must be studied and which sections must be 
read. Remember that I expect you to master the learning outcomes for the module. Detailed information 
on the examination for this module is provided in Tutorial Letter HRD2602/101/3.  
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8 ICONS USED FOR THIS MODULE 
 
Table 0.2 indicates the icons that are used for the HRD2602 module. 
 
Table 0.2: Icons used for the module 

Icon Description 

 

Activity 
This icon refers to the activities that you must complete to develop a deeper understanding of 
the learning material 

 

Additional resources 
Additional resources are provided to help you achieve the learning outcomes. 

 

Discussion forum  
This icon indicates that you are required to engage in communication with your fellow students 
on a particular topic.  

 

Feedback  
This icon indicates that you will receive feedback on your answers to the self-assessment 
activities and questions.  

 

Internet search/source  
This icon indicates that you are required to obtain information by accessing a suggested 
website.  

 

Key concepts  
Key concepts are important terms or keywords for a particular topic or workbook.  

 

Learning outcomes  
The learning outcomes indicate which aspects of the particular topic you have to master and 
be able to demonstrate.  

 

Mind map  
Mind maps are provided to help you see the relationship between various parts of the learning 
material.  

 

Read  
If I suggest that you read a certain section, it means that you should take note of the content 
because it contains useful background information or offers another perspective or further 
examples. You will not be examined on this material.  

 

Reflection  
The reflection icon requires you to reflect on the important issues or problems dealt with in the 
study material.  

 

Schedule  
The schedule outlines guidelines on week-by-week activities that should be completed when 
studying the module.  
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Icon Description 

 

Self-assessment  
When you see this icon, you will be required to test your knowledge, understanding and 
application of the material you have just studied.  

 

Study  
This icon indicates which aspects of the study material you need to study and internalise.  

 
9 WHAT SHOULD YOU DO TO BE SUCCESSFUL IN THIS MODULE? 
To ensure that you deliver the quality of work required to successfully pass this module, you need to bear 
in mind the following: 

• You have to accept the responsibility for your own studies. This includes accepting the responsibility 
for asking for assistance if you struggle with certain concepts, principles or processes. 

• Learning is not the same as memorising. You will be expected to understand and apply the information, 
not just remember it. 

• You need to spend at least 120 hours on this module. This includes approximately 40 hours reading 
and studying the learning material, 40 hours doing activities and assignments, and 40 hours preparing 
for the examination. You are encouraged to follow the proposed schedule in Tutorial Letter 
HRD2602/101/3 for the allocation of time for the various workbooks, completion of assignments, and 
examination preparation.  

• You may wish to read more widely than just the workbooks and the prescribed book. When you come 
across information in the prescribed book or in other sources you should not simply accept it as the 
truth. You should question the ideas and information that you are studying so that you develop a better 
understanding of the real-world situations they are describing. 

• To test your understanding of the ideas that you learn about in this module, you should try to apply 
them to real situations. The first step is to identify examples from your own working environment or 
from your community (local or national) that illustrate the ideas that you are studying. For example, the 
local shop, fast food outlet, or garage around the corner from where you live or from your place of 
work. Many of the concepts, principles, and processes that you will come across in this module are 
applicable to such real-life examples of businesses in which staff will require training and development. 

• I recommend that you first scan through the entire study guide to obtain an overview of the contents 
and an idea of the continuity of and relationship between the different topics. Then you should study 
specific sections of the workbooks and the relevant parts of the prescribed book.  

• You need to visit the HRD2602 myUnisa module site regularly to keep up to date with the latest 
information provided. You should also use your e-tutor sites to engage in active discussions. 

• You will often notice the use of bullets (similar to the one next to this paragraph) in certain sections of 
the workbooks. The bullets do not necessarily emphasise the importance of a particular point; they are 
used merely to reduce the density of information in those sections of the text in the workbooks. 

• For most of this module you will be studying independently. For this reason the workbooks are there 
to guide you through the learning material, to help you to master the learning outcomes and to prepare 
you for the assessment which will ultimately follow. I expect you to master the contents of the 
prescribed tutorial matter according to the guidelines provided in this study guide. 
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10 NEW LANGUAGE POLICY 
Refer to tutorial letter HRD2602/101/3 for information about the Unisa Language policy.  
 
11 REFERENCES TO LINKS AND THE WORLDWIDE WEB 
Remember that references are sometimes made to information that you will find on the worldwide web. As 
this is an ever changing environment some of these links can change. On the module site on myUnisa you 
will find under Additional Resources a document in the ‘Links’ folder. The name of the document is 
‘Changes to Links’. This document will contain information about links or websites that I refer to in this 
study guide that have changed and how you should deal with it. You can use Discussion Forum 04: 
General queries to the lecturer to alert the lecturer to problems with links referred to in the study material 
to make the lecturer aware of these. I thus strongly advise that you consult this document first when you 
stumble upon links that may no longer be available, before alerting the lecturer to it. 
 
12 CONCLUDING REMARKS 
You are welcome to contact me if you need assistance with any module-related query. My contact details 
are in tutorial letter HRD2602/101/3 or you can use the Course Contact tool on the HRD2602 myUnisa 
module site. 
 
I hope that you enjoy your studies! I am certainly looking forward to being your partner in this endeavour. 
 
Best wishes. 
 
Sumaiyah Fuad Ahmed 
Lecturer: HRD2602 
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 
UNISA 
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Topic 1 
 
Training and development within an organisation 
 
I trust that by now you are familiar with the HRD2602 myUnisa module site and the general myUnisa 
environment. You should have read the preface and Tutorial Letter HRD2602/101/3 as well as familiarised 
yourself with the suggested module study plan. In this workbook you will begin with the content of the 
module. 
 
In the preface I indicated that the module consists of three topics. You will start with the first topic where 
you will be introduced to various aspects of training and development within an organisation. You will be 
exposed to foundational elements that are relevant in an organisation that has a training and development 
function to support its core business. 
 
Topic 1 comprises of the following workbooks: 
 

Topic 1
Training and 

development within an 
organisation

Workbook 01
The management 

functions and the place 
and role of the HRD 

function 

Workbook 02
The HRD policy and the 

annual training plan

Workbook 03
Administration of training 

and development
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WORKBOOK 01 
 
The management functions and the place and role of the HRD function  
 

Contents Pages 
1 Introduction and outcomes 14 
2 The place and role of the HRD function 15 
3 The roles of the ETD practitioner 16 
4 The difference between ETD and HRD 16 
5 The management functions 17 
6 Summary 19 
7 Bibliography for Workbook 01 19 
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The following mind map will be repeated at the beginning of each workbook. The aim 
of this mind map is to provide an overview of the content to be covered in this module 
and indicate where you are in the process of working through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
I am sure that you are wondering where and how the Human Resource Development (HRD) function fits 
in with the other activities of the organisation and the types of activities that are expected from the training 
and development function. You are also probably wondering what the management functions are and how 
they relate to training. These mysteries will be solved as this workbook focuses on the management 
functions and the place and role of the HRD function in an organisation. Bear in mind that the training 
function does not operate in isolation but is an integral part of the rest of the organisation; it is part of the 
bigger picture, the bigger system. Whatever role the training function plays, whatever contribution it makes, 
it must relate directly or indirectly to the purpose of the organisation. 

For this workbook, refer to chapter 1 in the prescribed book. In order to ensure that you understand the 
content of this workbook, use this workbook in conjunction with the appropriate chapter in the prescribed 
book. 
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LEARNING OUTCOMES 
 
After completing this workbook, you should be able to do the following: 
• analyse the place and role of the HRD function in an organisation 
• discuss the role of the education, training, and development (ETD) practitioner in an 

organisation 
• relate the generic management activities to the training function in an organisation  

 
2 THE PLACE AND ROLE OF THE HRD FUNCTION 
 

 

 
 
Study section 1.5 of the prescribed book and the following text. 
 

 
The HRD function has a particular place and role in an organisation. An organisation consists of various 
components that try to achieve organisational objectives by means of different processes. Figure 1.1 
provides examples of such components.  
 
Figure 1.1: Components of an organisation 

 
 
These components are organised according to each organisation’s needs and usually have 
subcomponents or subsections. Although there may be exceptions, you will generally find that the 
education, training and development component is a subcomponent of the human resource function of an 
organisation. Similarly, aspects such as recruitment administration and labour relations are 
subcomponents of the human resource function. This interrelationship of the various components in the 
training and development function is illustrated in figure 1.3 in the prescribed book. 
 

 

Activity 1.1 
 
Indicate what you think the key functions and activities of the HRD function in an 
organisation are. 
 
Share your responses on Discussion Forum 5: Workbook 01 Activities (activity 1.1) 
on the HRD2602 myUnisa module site. 

 

Organisation

Marketing Production or 
manufacturing Logistics Finance Human 

Resources
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Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. I look forward to engaging with you on the Discussion Forum. 

 
3 THE ROLES OF THE ETD PRACTITIONER  
 

 

 
 
Study section 1.11 in the prescribed book. 

 
Once you have studied this section in the prescribed book, you will see that the ETD practitioner in the 
organisation requires a wide range of skills in order to play a proactive role in human resource 
development.  
 

 

 
 
Reflect on whether you are currently performing any of these roles. 

 
4 THE DIFFERENCE BETWEEN ETD AND HRD 
As you have come across the terms education, training, and development (ETD) and human resource 
development (HRD) in this workbook, you are probably wondering what the difference between the two 
concepts are. Read the following quotation to clarify this. 
 
“ETD forms part of the broader strategy of HRD. ETD provides short- and medium-term interventions to 
ensure that the long-term goals of HRD are achieved. HRD is therefore broader than the ETD process, 
which entails the phases of needs analysis, ETD design and delivery, and the evaluation of ETD. The HRD 
function manages the entire system and the environment in which ETD takes place. In HRD the emphasis 
is on the ongoing management of the learning environment and supporting the transfer and follow-up 
strategies needed to make ETD work” (Meyer, 2007, p.7). 
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Activity 1.2 

Make an appointment to see the most senior person in the HR department of your 
current organisation; if you are unemployed, approach an organisation with which you 
are familiar. Ask him or her the following questions and then summarise the responses 
that you receive: 

Where does the HRD function fit into the organisation? Ask him or her to show you the 
organisational chart that indicates this. What is the position of the HRD function in 
relation to the other HR functions? 

• What are the key functions and activities of the HRD function in the organisation? 
What are the focus areas of the HRD function at present?  

• What are the roles of the ETD practitioner in the organisation? Does he or she 
regard some of these roles as more important than others? 
 

After the interview, reflect on what you have been told. What changes do you propose 
should be made to the position and activities of the HRD function in the organisation 
and the roles of the ETD practitioner for the organisation to be more effective? Do you 
think that ETD practitioners in this organisation could be doing more for the 
organisation?  
 
Share your findings with your fellow students on Discussion Forum 5: Workbook 01 
Activities (activity 1.2) on the HRD2602 myUnisa module site. I am interested to see 
what you have found. 

 

 

Activity feedback 

This activity may have been more difficult than the previous activity, but you should have 
found it quite interesting. Depending on the organisation or enterprise that you chose, 
you would have found varying answers to your questions. In some organisations the 
HRD function forms part of the HR department. In others it functions as a separate 
training and development department. The roles of the ETD practitioner in the 
organisation may also vary.  

 
5 THE MANAGEMENT FUNCTIONS 
As prospective training practitioners you will have to manage the various HRD activities, hence you need 
to understand how the generic management functions or activities relate to training in the enterprise. 
 
Before I discuss the management functions, it is important that you understand the term ‘management’. 
As you have dealt with this concept in other modules, I will just recap on the definition. According to Cronje, 
Du Toit, Marais and Motlatla (2004, p.100), management can be defined as a process followed by 
managers aim to accomplish an organisation’s goals and objectives or, more precisely: “management is 
a process whereby human, financial, physical and informational resources are employed for the 
attainment of the objectives of an organisation.” You may now ask the question: If this statement is the 
definition of management, what should the activities of management be? 
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Study section 1.7 in the prescribed book as well as the following text. 

In your prescribed book you will see that the following four activities are singled out as important elements 
of the management process.  

 
 
 

 
Through planning, you essentially decide what needs to be done and, broadly, how and when things need 
to be done; for example, planning the annual training activities of the organisation. Planning also 
determines the direction of an organisation (Erasmus, Loedolff, Mda & Nel, 2015).  
 
 
 
 
 
Through organising you decide how to structure and arrange the organisation’s resources and processes 
to ensure that organisational goals are achieved (Smit, Cronjé, Brevis & Vrba, 2011). Arranging the 
training facilities for a training course to be presented is an example of organising. Organising provides 
the mechanism through which the goals, previously determined in the planning process, can be attained.  
 
 
 
 
Leading has to do with the processes, practices, and activities aimed at activating and mobilising the 
organisation’s resources to achieve goals. For example, leading training staff in conducting training 
courses entails: 
• giving orders and direction to the human resources of the business 
• motivating the staff to direct their actions in accordance with the goals and plans 
• leading the organisation through effective communication to influence and motivate staff 
 

 
 
 

 
Control refers to the all-important managerial task of continuously monitoring and checking whether the 

Planning determines the mission and goals of the business, including the ways in which the 
goals are to be attained, and what resources are needed. 
 

Organising entails the arrangement and structuring of resources and processes to ensure that 
goals are achieved.  

Leading entails activating and mobilising the resources for goal achievement. 

Control is the process of monitoring and checking whether the organisation is working towards 
its goal achievement. 
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organisation is indeed moving towards the achievement of its goals and standards; for example, checking 
whether the required standard of training has been achieved on a particular course. This means that 
managers should constantly check whether the organisation is on course towards the attainment of the 
goals. Control also requires managers to detect any deviations from the plan and to initiate corrections; 
for example, monitoring, checking and controlling expenditure in respect of training. 
 

 

 
Watch the following video for an overview of the management functions: 
https://www.youtube.com/watch?v=AeHuH39M4QQ 

 

 

 
Based on your own experience of training, reflect on how these management functions 
relate to training.  

 
6 SUMMARY 
This workbook focused on the place and role of the HRD function in the enterprise, the role of the ETD 
practitioner, and the difference between HRD and ETD. The generic management functions of planning, 
organising, leading, and control as they relate to the various activities in training were also discussed. I trust 
that you now have a better understanding of these concepts. In workbook 02 the need for an HRD policy 
and an annual training and development plan for the organisation will be dealt with. 
 
7 BIBLIOGRAPHY FOR WORKBOOK 01 
Cronjé, G.J. de J., Du Toit, G.S., & Motlatla, M.D.C. 2004. Introduction to business management. Cape 

Town: Oxford University Press. 
 

Erasmus, B.J., Loedolff, PvZ., Mda, T., & Nel, P.S. 2015. Managing training and development. 7th edition. 
Cape Town: Oxford University Press. 

 
Meyer, M. 2007. Managing human resource development: an outcomes-based approach. 3rd edition. 

Durban: LexisNexis Butterworths. 
 

Smit, P.J., Cronjé, G.J. de J., Brevis, T., & Vrba, M.J. 2011. Management Principles: A Contemporary 
Edition for Africa. 5th edition. Cape Town:Juta & Co. 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
In this workbook I will explain the need for an HRD policy and an annual training and development plan. 
You will find that these documents are crucial from a training management point of view because the HRD 
policy provides a clear direction on what needs to be done to meet the organisation’s training and 
development plans as the annual training and development plan provides the organisation’s training 
strategy for the forthcoming year. 
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For this workbook, refer to chapter 1 in the prescribed book. In order to ensure that you understand the content 
of this workbook, use this workbook and chapter 1 in the prescribed book together. 
 
Remember that the HRD policy and the annual training and development plan should be linked to the 
organisation’s business goals to enhance competitiveness and overall business performance. For example, 
if one of the main business goals is innovation, then the HRD activities should be directed at stimulating 
employee creativity to support the overall goals of the organisation. This concept is known as Strategic Human 
Resource Development (SHRD) and will be dealt with in more detail in the ‘Management of Training and 
Development’ module (HRD3702).  
 

 

 
 
Read section 1.8.3 of the prescribed book to learn more about SHRD. 
 

 

 

LEARNING OUTCOMES 
 
After completing this workbook, you should be able to do the following: 
• explain the purpose and requirements for the formulation of an organisation’s HRD 

policy 
• discuss the purpose and elements to be included in an organisation’s annual training 

and development plan 
• draw up an outline for an HRD policy and an annual training and development plan for 

a medium-sized organisation 
 
2 THE NEED FOR AN HRD POLICY 
 

 

 
Study section 1.9 in the prescribed book and read the example of the HRD policy on 
pages 34–36.  
 

 
Please note that in this section the terms ‘training and development policy’ and ‘HRD policy’ are used 
interchangeably. This means that both these terms refer to the same document as a training and 
development policy is also known as an HRD policy.  
 

 

Activity 2.1 

Answer the following questions:  

• What do you understand by the term ‘HRD policy’? 
• Why is it important for an organisation to have an HRD policy? 
• What type of information do you think should be reflected in an HRD policy? 
•  
 
Share your responses with your fellow students on Discussion forum 6: Workbook 02 
Activities (activity 2.1) on the HRD2602 myUnisa module site.  
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Activity feedback 

Your description of an HRD policy should have shown a clear understanding of what a 
policy is and specifically what an HRD policy is. Your response should have also included 
a good explanation as to why it is important to have an HRD policy in an organisation. 
You should have also provided at least five types of information to show that you have a 
clear understanding of the types of information that should be included in an HRD policy. 
You were not required to provide detailed and lengthy responses; a few good points that 
covered the essence of each question would suffice. 
 
Detailed feedback for this activity will be provided on the Discussion Forum once you 
have provided your answers. I am interested to see what your responses are. 

 

 

 
Click on the following link to learn more about a training and development policy: 
 
http://www.hrworks.co.za/policies?pid=61&sid=310:Training-and-Development-Policy 
 

 

 

Activity 2.2 

Search for an organisation’s HRD policy on the internet (using Google). Once you have 
found such a policy, try to establish the following: 

(1) What are the main points covered by the policy? 

(2) What aspects of the policy would you suggest should be changed or added? 

 

 

 

Activity 2.3 

Read the following case study and answer the questions. 
 

 
 

DEVELOPING AN HRD POLICY FOR KULANA MANUFACTURERS (PTY) LTD 
 
South African organisations are currently confronted with many challenges, not the least of which is 
to develop an HRD policy for the organisation. This is especially important due to the shortage of 
human skills. Hence, such a scarce resource cannot be wasted. Kulana Manufacturers (Pty) Ltd is 
a manufacturer of domestic appliances, including two very well-known brands, namely Magic Bake 
microwave ovens and Fry Fast electric frying pans in the Kimberley industrial area. It has been 
operating since 1986 and has 389 employees. The company is in a position to take advantage of 
additional manufacturing of its well-known brands for export purposes to increase output by 40 
percent. 
 
However, Kulana will require additional staff to take care of the lucrative export market contract. An 
additional 45 semi-skilled workers are needed for this purpose. 
 

 

Activity feedback 

Compare your answers with the example on pages 34–36 in the prescribed book. 

http://www.hrworks.co.za/policies?pid=61&sid=310:Training-and-Development-Policy
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The company has not previously considered developing a long-term HRD policy. However, with the 
export contract looming, Johnny Plaatjies (the training manager) decided that an HRD policy is 
crucial and should be developed.  
 
Questions 
You are Johnny Plaatjies, the training manager. 
 
What factors should be considered when drawing up an HRD policy for Kulana Manufacturers? 
Remember that in one way or another Kulana Manufacturers may be influenced by a variety of 
external factors in the South African context. 
 
Outline the factors that should be considered and included in such a policy for Kulana 
Manufacturers. Use the example on pages 34–36 of your prescribed book as a guideline. 

 
 

 

Activity feedback 

You probably found this activity difficult and did not know exactly where to start. 
However, with a bit of effort and reflection on what you have learned previously, you may 
have come up with a number of points. The point of departure for the development of 
an HRD policy should be a consideration of the factors which influence resource planning 
at the national level. The trends in the labour market, changes in the patterns and time 
spans of working life, career mobility, HIV/Aids, and changes in employment and 
education patterns should be carefully researched in order to assess whether or not such 
factors may impact on training and development in the organisation. The national 
education strategy and the national skills development strategy should also be borne in 
mind, as well as the supply of and demand for human resources. These are all pertinent 
issues in South Africa today that you should consider in the formulation of such a policy. 
 
Another crucial factor is probably the necessity for a partnership with the Departments of 
Education and Labour as well as other employers and labour organisations, with the 
purpose of establishing a skills base founded on a macro viewpoint. These elements 
should be incorporated in Kulana’s strategic planning in order to compile an HRD policy 
that is unique to this company. The population census statistics could also be used as 
well as information from the National Research Foundation’s databank regarding the 
availability of skills in the country. 
 
Your outline of the HRD policy could have made provision for the following: 

• the aim of Kulana’s HRD policy 
• the scope of the policy 
• the objectives of the policy 
• external factors that impact on HRD in Kulana Manufacturers 
• supporting the national education strategy and the national skills development 

strategy and associated legislation 
• a partnership with external role players, such as the Department of Education, 

Department of Labour, the Sector Education and Training Authority (SETA), and the 
South African Qualifications Authority (SAQA) 

• the underlying approach to training and development in Kulana 
• values for training and development 
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• education opportunities 
• training opportunities  
• development opportunities 
• financial assistance for training and development 
 
This list is not intended to be exhaustive since the content of a policy document will vary 
from organisation to organisation. However, this list is just one example of the types of 
items you may find in an organisation’s HRD policy. 

 
3 ANNUAL TRAINING AND DEVELOPMENT PLAN 
In the previous workbook (workbook 01) you learned that planning is one of the main functions of managing 
training in organisations. This section focuses on the annual training plan. Keep in mind that the Workplace 
Skills Plan (WSP) (that you will learn about in workbook 06) can also be interpreted as an annual training 
and development plan.  
 

 

 
Study section 1.10 in the prescribed book. 

 

 

Activity 2.4 

Contact the training manager of your organisation and ask him or her if you can examine 
the organisation’s annual training plan. If you are unemployed, search on the internet for 
an organisation’s annual training and development plan and examine it. Then establish 
the type of information contained in such a plan. Make notes of all the types of information 
that you come across. 
 
Share what you have found with your fellow students on Discussion forum 6: 
Workbook 02 Activities (activity 2.4) on the HRD2602 myUnisa module site. Do you 
notice similarities with what you have found and what your fellow students have 
discovered?  
 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your answers.  

 

 
 

 

Activity 2.5 

Study section 1.10 of your prescribed book and answer the following question: 
 
Why is it so important to have an annual plan for the training function?  
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Activity feedback 

You could have indicated a number of reasons. The following are some examples: 

• The annual training plan communicates the intentions of the training function for the 
forthcoming year. This allows line managers and other role players to plan their 
activities accordingly, including the nomination of staff for training courses and 
programmes. 

• It enables the training manager to plan and allocate resources including trainers, 
facilities and funding. 

• It enables the training manager to draw up a realistic training budget. 
• In terms of the skills development legislation, organisations are required to draw up 

a workplace skills plan every year. The annual training plan will facilitate this task.  
 
 
4 SUMMARY 
This workbook dealt with the important aspects of an HRD policy and the annual training and development 
plan for the enterprise. By now you should have a good understanding of the purpose and requirements 
for the formulation of an organisation’s HRD policy as well as the purpose and elements to be included in 
an organisation’s annual training and development plan. You should also be able to draw up an outline for 
an HRD policy and an annual training and development plan for a medium-sized organisation. I am sure 
you will agree that both the HRD policy and the annual training and development plan are crucial for any 
organisation that is involved in training and development. The next workbook will discuss the administration 
of training in an organisation. 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
I am sure that by now you are aware that the administration of training and development plays a supporting 
role in the management of training. As prospective training practitioners or administrators you should 
ensure that records in the form of a database, which provides all the information needed for administering 
training, are developed and maintained. It is important to keep relevant records. You will agree that it 
makes no sense to merely keep a record of the names of the learners who have attended a certain training 
course. While this information does indicate who was present at which training session, it does not indicate 
their competency levels or the areas needing further development; nor will it enable the administrator to 
answer questions on a learner’s performance. Organisations should therefore keep a variety of training 
records for a number of reasons. Such records will differ from one organisation to the next. As a result of 
technological developments in recent years, we now use either the computer or electronic databases for 
record keeping, or integrate manually kept record systems with computer records, which are referred to as 
information systems. 
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In this workbook the training and development records and information systems will be examined in more 
detail as well as other aspects relating to the administration of training and development. In order to ensure 
that you understand the content of this workbook, use this workbook together with chapter 3 in the prescribed 
book. 
 

 

LEARNING OUTCOMES 
 
After working through this workbook you should be able to do the following: 

• understand the function of record keeping and the relevant training and development 
administration procedures 

• discuss the importance of budgets for training and development activities 
• discuss the steps involved in conducting a cost-effective analysis of a training 

programme 
• analyse a training budget to identify the various elements that a training budget 

comprises of  
 
2 TRAINING AND DEVELOPMENT RECORDS AND INFORMATION 

SYSTEMS 
 
 
 
 
 

 

 
Study section 3.2 in the prescribed book. 
 

 

Activity 3.1 

Read the following section and answer the questions. 

 

Martha Chauke has recently been appointed as a training administrator at Training for 
Africa, a firm that provides convenient and cost-effective training courses. During her 
interview for the job, she indicated that although she was not familiar with the database 
that the company used, she had worked on other databases such as Inmagic and Q&A 
previously. 

Martha’s skills are adequate and within a week she was able to operate the database 
on her computer. However, she soon discovers that all the information needed by the 
HRD manager is not readily available on the database. Some of the information still 
has to be drawn from the files manually, records are incomplete, and statistics are not 
always correct. This job soon becomes extremely time-consuming and frustrating. 
When Martha approaches her supervisor, she is informed that because of a lack of 
funds, the company has to make do with what it has. The following month Martha 
resigns. 
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Questions 
(1) Identify one major mistake that Training for Africa made in the use of an information 
system. 

(2) Does your organisation use databases, and if so, which ones do they use? If you 
are unemployed, search on the internet for a company that uses databases and indicate 
which ones they use.  

Share your responses with your fellow students on Discussion Forum 7: Workbook 03 
Activities (activity 3.1) on the HRD2602 myUnisa module site.  

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. I am very interested to see where this discussion takes us. 

 

 

Activity 3.2 

Visit the HRD department at your organisation or any organisation that has an HRD 
department and obtain answers to the following questions:  

(1) What types of training and development records does the organisation keep?  
(2) For what purposes does the organisation keep training and development records?  
(3) Are the records kept manually or electronically? 
(4) What kind of data can be retrieved from the record system? 
 
Complete the following check list to evaluate the organisation’s record-keeping system. 

CHECKLIST FOR RECORD-KEEPING SYSTEM 
No Item Yes or 

No 
1 Can the records system supply meaningful training data/information 

for making strategic decisions (as part of the planning process)? 
 

2 Is the system capable of keeping track of the status of skills in the 
enterprise? 

 

3 Can the system be used to respond to enquiries regarding training 
interventions from top management or outside institutions that will 
include evidence of compliance with statutory or other regulations? 

 

4 Can the system be used to help employees with their career 
development? 

 

5 Does the record-keeping system provide data to support human 
resource planning? 

 

6 Does the system keep records of the courses presented and results 
attained? 

 

7 Does the system keep records of the personal training and 
development of individual employees? 

 

8 Does the system have access to staff performance and development 
appraisals? 

 

9 Does the system keep records of course evaluations?  

10 Does the system keep records of in-service training?  

 
Share your responses with your fellow students on Discussion Forum 7: Workbook 03 
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Activities (activity 3.2) on the HRD2602 myUnisa module site. 

An electronic version of the checklist can also be found under Additional Resources. 
Go to the Additional Resources tab on the HRD2602 myUnisa module site and then 
select Workbook 03. The name of the document is Activity 3.2. You can download this 
MS Word document, complete it, and compare your responses with your fellow students’.  

 

 

 

Reflect on the activity that you have just completed. What improvements in the record-
keeping system would you recommend? 
 
Remember to keep the Protection of Personal Information Act 4 of 2013 (POPI Act) in 
mind. This Act gives effect to an individual’s constitutional right to privacy. Thus it 
impacts on an organisation’s record keeping as organisations have to be very careful 
about the manner in which they gather, use, store, and convey personal information 
about their employees.  

 

 

Click on the following links to learn more about the POPI Act:   
 
http://www.rbs.co.za/popi-act-keeping-employee-information/ 
 
http://werksmans.com/wp-content/uploads/2014/03/Werksmans-POPI-booklet.pdf 

 
3 TRAINING AND DEVELOPMENT COSTS AND BUDGETS  
 

 

 
Study section 3.3 of the prescribed book and the following text. 
 

 
One important question that you should ask yourself during the planning phase of training is:  
 

 

 
How much will the training cost? 
 

 
Training can be extremely costly. Cost-effective training requires the careful allocation of financial 
resources and this is usually reflected in a budget. The budget is regarded as a control instrument and 
record keeping should be exact. As there are sometimes hidden training costs, it is advisable to build a 
certain amount of flexibility into the training budget. If in-house training is offered to employees, the cost 
involved is normally not budgeted for, but the time and effort of the practitioner and the programme he or 
she uses should be taken into account. 

Let us take a look at budgets in more detail. 
 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. I look forward to see what you have found. 
 

http://www.rbs.co.za/popi-act-keeping-employee-information/
http://www.rbs.co.za/popi-act-keeping-employee-information/
http://werksmans.com/wp-content/uploads/2014/03/Werksmans-POPI-booklet.pdf
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3.1 Budgets  

 
 Study section 3.3.2 of the prescribed book. 

I am sure that at some point in your life you had to draw up a budget or at least have come across a 
budget, whether it was in school, your personal life, or at your workplace. For example, you were involved 
in budgeting if you looked at the costs of the required modules for your qualification and planned which 
modules you will register for this semester and those that you will register for in the near future. Budgets 
are prepared in a variety of ways. Specifically for training and development, you should be able to 
distinguish between the types of budgets presented in figure 3.1.  
 
Figure 3.1: Types of budgets  
 
 
 
 
 
 
 
 
 
 
 

 
Source: Adapted from Erasmus et al (2015) 
 
The responsibility for a training budget may either lie with the training manager or is shared by the training 
and the line managers. When preparing a training budget, you should carefully consider the aspects 
mentioned in figure 3.2. 
 
Figure 3.2: Aspects to consider when preparing a training and development budget  

 
Source: Adapted from Erasmus et al (2015) 
 
3.2 Cost-effectiveness of training and development 
 

 

 
Study section 3.3.4 of the prescribed book. 

Existing and 
future training 

and development 
needs

Facilities and 
personnel 
available

Salaries and 
development of 

personnel
Levies to be paid

Sundry expenses 

A Central 

Budget 

An Individual 

Budget 

A Shared 

Budget 
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The cost-effectiveness of a training programme can be determined by comparing training programmes or 
determining the monetary (financial) benefits of a training programme. The latter option will require you to 
do follow the steps in figure 3.3. 
 
Figure 3.3: Steps to determine the monetary benefits of a training and development programme  

Source: Adapted from Erasmus et al (2015) 

 
Refer to section 3.3.4 of your prescribed book for an explanation of these steps. It is important to note that 
the cost of training and development refers to all costs incurred in the development and design of training, 
as well as costs relating to the salaries and fringe benefits of the employees concerned. When calculating 
training and development costs, there are two main elements to consider: fixed costs and variable costs. 
Bendrey, Hussey and West (2003, p. 35) define a fixed cost as “a cost that remains constant and is 
uninfluenced by changes in the volume of production and/or sales” and a variable cost as a “cost which 
increases or decreases in direct proportion to the volume of production or sales”. Figure 3.4 provides 
examples of such costs.  
 
Figure 3.4: Elements to consider when calculating training and development costs 

 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 3.3 

Ask permission from your organisation’s training manager to look at the training and 
development budget. If you are unemployed, search on the internet for an example of 
a training and development budget. Once you have accessed a training and 
development budget, establish the following: 

1) What type of budget is it? (Is it a central budget, an individual budget, or a shared 
budget?) 

Step 1:
Determine the 
cost of training 

and development

Step 2: 
Calculate the 
training and 
development 

costs

Step 3:
Determine the 

losses resulting 
from training                                                                                                                

Step 4:
Estimate the 

financial value of 
each person who 
has completed 

the training

Step 5:
Weigh up the 

cost of training 
and development 

against its 
benefits

FIXED COSTS 
The cost of facilities and 

registration

VARIABLE COSTS
-Cost of materials
-Salaries
-Fringe benefits
-Transport
-Time allocated to each student participating in the programme
-Accomodation costs
-All costs related to the trainers and facilitators
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2) Which factors were considered when drawing up the budget? Tick the appropriate 
box or add items if necessary. 

Budget item or category Tick 
Existing training and development needs  

Future training and development needs  

Facilities  

Suitable personnel  

Salaries  

Personnel development  

Sundry costs such as:  

   travelling expenses  

   bursaries  

   training and development material  

   fees for consultants and guest speakers 
 

 

   refreshments  

Have they conducted a cost-effectiveness analysis of their training? If so, 
what steps did they follow? Compare the answers you obtain with the 
steps given in figure 3.3. 

 

 
Share your responses with your fellow students on Discussion Forum 7: Workbook 03 
Activities (activity 3.3) on the HRD2602 myUnisa module site. 
 
An electronic version of the checklist is available under Additional Resources. Go to 
the Additional Resources tab on the HRD2602 myUnisa module site and then select 
Workbook 03. The name of the document is Activity 3.3. You can download this MS 
Word document and complete it. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 
 

 
4 SUMMARY 
In this workbook you dealt with the elements of record keeping for training and development as well as training 
and development costs and budgets. These elements are important if an organisation is to have an effective 
training and development function. I trust that you now have a better understanding of the administration 
aspects involved in training and development.  
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5 BIBLIOGRAPHY FOR WORKBOOK 03 
Bendrey, M., Hussey, R., & West, C. (2003). Essentials of Management Accounting in Business. 
Continuum: New York.  
 
6 SELF-ASSESSMENT 
 

 

This workbook brings us to the end of topic 1. You now need to determine whether you 
have achieved the relevant learning outcomes stated at the beginning of each 
workbook. Therefore, read through the outcomes again before attempting to answer 
the self-assessment questions. 
 
The self-assessment questions are based on the learning material covered in topic 1. I 
advise you to work through these questions since they will help you to develop a better 
understanding of the topic and to master some of the learning outcomes. 

 
Question 1  
1.1 Discuss the term ‘management’ in relation to training in an organisation, as well as each of the 

management functions of planning, organising, leading, and control.  
 

1.2 Draw up a list of 10 to 15 training activities that you have come across. Relate each of these activities 
to the management functions of planning, organising, leading, and control by completing the following 
table. An electronic version of the table can also be found under Additional Resources. Go to the 
Additional Resources tab on the HRD2602 myUnisa module site and then select Workbook 03. 
You can download this MS Word document, complete it, and compare your answers to the feedback 
provided.  

 
Management 

function 
Related Training Activity 

Planning 
 
 
 

Organising 
 
 
 

Leading 
 
 
 

Control 
 
 
 

 
Question 2  

2.1 Discuss the key roles and the place of the HRD function in organisations. 
 
2.2 Evaluate the roles and functions performed by the HRD function in the organisation in which you 

work. If you are unemployed then search on the internet for an organisation that has an HRD function 
and evaluate the roles and functions performed by this function. Discuss the roles and functions you 
would like to add, bearing in mind your newly acquired perspective on this issue.  
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2.3 Discuss the primary roles and functions of ETD practitioners in your organisation. If you are 
unemployed, search on the internet for the primary roles and functions that ETD practitioners perform 
in a particular organisation and discuss them. Classify these roles according to the roles of ETD 
practitioners that you have learnt about in this topic.  

 
Question 3  

3.1 Explain why an organisation should have: 
 
3.1.1 an HRD policy  
3.1.2 an annual training and development plan 

 
3.2 Draw up an outline for an HRD policy for your organisation or an organisation of your choice.  
 
3.3 Draw up an outline for an annual training and development plan in which you include the main 

elements of such a plan.  
 
Question 4  

4.1 Discuss the purpose of records and the types of records required in order to develop a computer 
information system for training in your organisation. 

 
4.2 If you were appointed as the training manager of a medium-sized organisation, how would you 

address the following: 
 
4.2.1 Which elements would you include in the training and development budget? Use fictitious data 

and draw up such a budget. 
4.2.2 Would you consider the calculation of the cost-effectiveness of training as important? If so, how 

would you do this?  

 

Suggested answers 
 
You should be able to find the answers to these questions in the relevant workbooks, 
which you should read in conjunction with the corresponding sections in the prescribed 
book. 

You can find the answers to these questions in the following sections: 
 
Question 1 

• 1.1 – refer to Workbook 01 and section 1.7 of the prescribed book 
• 1.2 – refer to Workbook 01  and section 1.7 of the prescribed book 

 
The following provides examples of training activities that you may have identified under 
the four management functions. 
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Management 
function 

Related Training Activity 

Planning 
 

Determining the training needs of the enterprise and 
requirements of the trainers 
Analysing the tasks and the learning outcomes of a 
programme 
Drawing up a strategic plan for training to ensure alignment 
of training and development with the organisation’s 
mission and strategy 
Drawing up an annual training plan 
Planning every learning intervention, such as lesson 
planning 
Planning the training budget for the following year 

Organising 

Organising the training department, for example allocating 
responsibilities to various staff members in the training 
department 
Identifying and coordinating the resources, including 
training staff required to execute the plan; for example, 
identify the training facilities and catering requirements 
Selecting suitable training methods, aids,  facilities and the 
trainers themselves 
Arranging accommodation and making administrative 
arrangements for the training programme and learners 

Leading 

Taking steps to motivate training and support staff; for 
example, team building exercises 
Providing direction and guidelines for training staff; for 
example, direction and guidelines on training methods and 
techniques 
Providing support for the achievement of objectives 

Control 

Determining whether or not the required results have been 
achieved 
Determining whether the training programme was executed 
as planned 
Determining whether the outcomes were achieved 
Assessing whether the learner has learned and what 
changes to the programme or course are necessary for 
future programmes 

 

Question 2 

• 2.1 – refer to Workbook 01 in the study guide and section 1.5 of the prescribed book 
• 2.2 – refer to Workbook 01 in the study guide and section 1.5 of the prescribed book 
• 2.3 – refer to Workbook 01 in the study guide and section 1.11 of the prescribed book 
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CARRY ON  
 
Now that you have successfully completed topic 1 and all its activities, take a break and 
then you can go on to topic 2. 

 

 

Question 3 

• 3.1.1 – refer to Workbook 02 in the study guide and section 1.9 of the prescribed 
book 

• 3.1.2 – refer to Workbook 02  in the study guide and section 1.10 of the prescribed 
book 

• 3.2 – refer to Workbook 02 in the study guide and section 1.9 of the prescribed book 
• 3.3 – refer to Workbook 02 in the study guide and section 1.10 of the prescribed book 

 
Question 4 

• 4.1 – refer to Workbook 03 in the study guide and section 3.2 in the prescribed book 
• 4.2.1 – refer to Workbook 03 in the study guide and section 3.3 in the prescribed 

book 
• 4.2.2 – refer to Workbook 03 in the study guide and section 3.3 in the prescribed 

book 
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Topic 2 
 
Skills development in organisations and the national education, training and 
development environment  
 
The aim of this topic is to provide you with sufficient knowledge about the Skills Development Act and the 
Skills Development Levies Act. Their relevant bodies (such as the SETAs) and their requirements (such as 
the skills levies, the skills development facilitator, and the workplace skills plan) will also be discussed. The 
implications of the Skills Development Levies Act are very important and I will touch on them in this topic. 
This knowledge should assist you with your work in the HRD environment. 
 
Topic 2 comprises of the following workbooks: 
 
 

Topic 2
Skills development in 

organisations

Workbook 04
The Skills Development Act 
and the Skills Development

Levies Act 

Workbook 05
Sector Education and 
Training Authorities

Workbook 06
The workplace skills plan, 

the skills development 
facilitator,

and learnerships  
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WORKBOOK 04 
 
The Skills Development Act and the Skills Development Levies Act  
 

Contents Pages 
1 Introduction and outcomes 41 
2 The Skills Development Act 97 of 1998 42 
3 The Skills Development Levies Act 9 of 1999 45 
4 Summary 48 
5 Bibliography for Workbook 04 48 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
 
1 INTRODUCTION AND OUTCOMES 
 
In this workbook I will provide an overview of the Skills Development Act and its structure and I will spend 
some time discussing the Skills Development Levies Act. Both these Acts have a direct impact on your 
work in the HRD environment, so it is important that you are well informed about them.  
 
For this workbook refer to chapter 2 in the prescribed book. To ensure that you understand the content of 
this workbook, use this workbook and the appropriate chapter in the prescribed book together. 
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LEARNING OUTCOME 
 
After completing this workbook, you should be able to interpret the requirements of the 
skills development legislation in South Africa as necessitated in various organisational 
contexts. 

 

 

Before we move onto the legislation surrounding skills development, click on the following 
link for an overview of skills development in South Africa:  
 
https://www.youtube.com/watch?v=NwJpVPNWzus 
 

 
2 THE SKILLS DEVELOPMENT ACT 97 OF 1998 
 

 

 
Study section 2.5.3 in the prescribed book for an overview of the Skills Development 
Act. 

 

 

Activity 4.1 
 
Study the purposes of the Skills Development Act in section 2.5.3 of the prescribed book 
and answer the following question: 

Can you identify something that you do not agree with, something that you find 
problematic, or something that is lacking? 

 

 

Activity feedback 

It seems highly improbable that anyone would seriously argue with these intentions or 
the needs they address, because everything is there. Do you agree? 
 
However, we can be sceptical about one issue, namely the ambitiousness of the 
objectives. How can they be successfully implemented? You may have asked a similar 
question. This question will be addressed in this workbook, starting with the following 
information. 

 
After completing activity 4.1 you must be wondering how the aims (purposes) of the Skills Development 
Act can be achieved. This should be done through what the Act describes as an ‘institutional and financial 
framework’. 
 
The framework looks something like Figure 4.1. 
  

https://www.youtube.com/watch?v=NwJpVPNWzus
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Figure 4.1: The structures for implementing the Skills Development Act. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Keep this diagram in mind while you read through the explanations of the structures below. 
 
The National Skills Authority (NSA) 
 
Functions: 

• to advise the Minister on: 

 a national skills development policy 
 a national skills development strategy 
 guidelines to implement the strategy 
 the allocation of subsidies from the National Skills Fund 
 any regulations to be made 

 
• to liaise with SETAs on: 
 the national skills development policy 
 the national skills strategy 

 
• to report to the Minister 
• to conduct investigations 
• to exercise any other powers and duties arising out of the Act 
  

National Skills 
Authority (NSA) 

National Skills 
Fund (NSF) Labour 

Centre 
Skills Development 

Planning Unit 

Sector 
Education 

and Training 
Authorities 

(SETAs) 

South African 
Qualifications 

Authority 
(SAQA) 

interacting with 
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Includes representatives from: 
• organised business and labour 
• organisations of communities and development interests (women, youth, disabled) 
• the State 
• education and training providers 
• members with experience in providing employment services 
• non-voting member nominated by SAQA 
 
The National Skills Fund (NSF) 
The NSF is to be created with: 
• 20 percent of the skills development levies  
• the levies collected where there is no SETA  
• money appropriated by Parliament 
• interest on investments 
• donations to the Fund 
• money received from any other source 
for projects identified in the national skills development strategy as national priorities or others determined 
by the director-general. 
 
Skills development levy-grant scheme  
This is detailed in the Skills Development Levies Act of 1999. The Skills Development Levies Act will be 
discussed in section 3 of this workbook. 
 
Sector Education and Training Authorities (SETAs) 
The SETAs are the key to the effective implementation of the Skills Development Act and the Skills 
Development Levies Act. SETAs will be discussed in detail in workbook 05. 
 
Labour centres 
The main functions of the labour centres are: 
• to provide employment service for workers, employers and training providers, including improvement 

of such services to rural communities 
• to register work seekers 
• to register vacancies and work opportunities 
• to assist prescribed categories of persons: 
 to enter special education and training programmes 
 to find employment 
 to start income-generating projects 
 to participate in special employment programmes 

 
The Skills Development Planning Unit 
This is a unit at the Department of Labour’s head office to address the national issues on policy and 
strategy. 
 
Source: Bellis (2001, p.143–148) and Coetzee (2000, p.9–13) 
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As you can see it is a thorough, but rather complicated system. For our purposes in this topic the focus 
will be on the SETAs and the way they interact with the other structures. 
 
Before we move on to the SETAs (workbook 05), let us have a look at the Skills Development Levies Act. 
 
3 THE SKILLS DEVELOPMENT LEVIES ACT 9 OF 1999 
 

 

 
Study section 2.5.4 in the prescribed book. 

 
Refer to figure 4.2 for an overview of the Skills Development Levies Act. 
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Figure 4.2: Overview of the Skills Development Levies Act 

 
 

• To provide for the implementation of a skills development levy.

• This is to encourage skills development of employees by their
employers.

PURPOSE

• The administration has to do with the details of implementing the 
Skills Development Act and, in particular, how the purposes of the 
Act will be achieved, namely, through the National Skills Fund and 
the levy-grant scheme.

• This administration is fairly complex and detailed. The financial 
arrangements require:
• registration with the South African Revenue Service (SARS)   
for levy  purposes

• close interaction with the relevant SETA (you will see why later)

• SARS has issued a useful and detailed booklet to guide
organisations on these financial matters. You might want to obtain a
copy if either you or your organisation does not yet have one.

ADMINISTRATION

• The amount of the levy itself is 1,0 percent of the payroll of a given 
organisation. 

• Payroll, as you know, means the total amount of remuneration or
salaries paid by an employer to its employees during any month.

LEVY TO BE 
PAID

• Those organisations that do not have to pay the levy, include:
• any public service employer in the national or provincial 
government

• organisations with an annual payroll of less than R500 000
• religious or charitable institutions which are exempt from tax
• any national or provisional public entity that receives 80% or 
more of its funds from Parliament

EXCEPTIONS

• The levy is paid to the relevant SETA via SARS.

• It is important to note that the levy paid is not supposed to be seen
as yet another form of tax. In principle, this is true, because while
ordinary tax goes into the state coffers, the skills levy does not. This
is how it works:

• The monies that are collected in this way go to:
* the NSF (20%)
* the SETAs (80%)

PAYMENT OF 
LEVIES

• The SETAs have the biggest responsibility for administering the 
money collected via the levies. The question is, what do they do with 
it? The SETAs are required to use:
• part of the money for their operational costs
• part of the money to give to SARS for the latter’s administrative 
costs (a very small percentage)

• part of the money to give back to the organisations that paid the 
levies (grant recovery)

• The latter point is what is called the grant recovery. Organisations 
that pay their levies (1 percent of their payroll) receive a sizable 
proportion back if they meet certain requirements. 

GRANT 
RECOVERY
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From this diagram you will understand why I said at the outset that the role of the SETAs is crucial. I am 
sure that you must be wondering what the role of a skills development facilitator is and what exactly a 
workplace skills plan is. This will be discussed in workbook 06. In the meantime, make sure that you 
understand the basic requirements of the Skills Development Levies Act. When you work through the next 
workbook you may have to refer back to this section. 
 
Let us now examine the question that I asked:  

How successful can such a complicated and ambitious structure be?  
Read through press cutting 3.1 below and complete the activity that follows. 

PRESS CUTTING 3.1 
The great skills grab 
by Glenda Daniels 
 
For the first time the government 
breaks its own target for delivery. 
Over the past year there has been 
a marathon rush by South Africans 
to acquire skills. This has broken 
the government’s target to have 3 
000 people in learnerships by April 
2002. There are now 15 000 people 
in learnerships. 
Creating jobs and addressing the 
skill shortage crisis in the country, 
while eradicating past inequalities 
in the labour market are easily the 
biggest challenges facing the 
government today. 
Central to creating jobs – given that 
unemployment is more than 40% – 
is a coherent and workable skills 
strategy. The government hopes 
that a stronger skills base will 
attract foreign investors to the 
country. It recognises that the 
current skills profile of the country – 
the majority of citizens being semi-
skilled or unskilled – does not meet 
the market needs of today or the 
future. 
“Winning a change in the mindset of 
employers and workers to the need 
and benefits of increased training 
will not happen overnight. The 
excellent training systems that exist 
in Germany have evolved over 
hundreds of years. In Ireland – now 
amongst the world’s fastest 
growing economies – it took two 
decades for its training system 
[which includes  

levies] to be fully functioning,” says 
Adrienne Bird, head of the 
Department of Labour’s skill 
strategy. 
This year the department allocated 
R4.7-billion for training and 
development. In its address to the 
National Assembly, the department 
announced that 72 000 workers 
have benefited through the national 
skills training programme, while 
another 350 000 have received 
training through SETAs. There are 
25 SETAs in the different economic 
sectors in the country. 
The various bodies and legislation 
established to get skills development 
on the right track fall under the Skills 
Development Act, which requires 
employers to pay a skills 
development levy of 1% of their 
annual payroll each year to the 
South African Revenue Service 
(SARS). SARS disburses the money 
to the relevant SETAs for training. 
The government’s view is that the 
levy should not be seen as a tax but 
rather as a resource to advance 
skills development in the country. 
Employers benefit too as more 
people become productive citizens 
and contribute towards making the 
economy grow. 
The main aims of the skills strategy 
are to: develop a lifelong culture of 
learning; build skills in the formal 
economy; improve skills 
development in small businesses; 
and try to assist new job seekers so 
that they can access opportunities 
while making a positive contribution  

to the economy. 
Thirty months have passed since 
the launch of the skills strategy. 
Bird says that 270 new learnerships 
have been registered by the 
department; a new tax incentive for 
firms to take on learnerships; there 
are 15 000people in learnership 
programmes; 18 projects worth 
more than R1-billion have been 
approved to extend knowledge of 
the formal sector to the informal 
sector; last year 72 257 people 
received training through the skills 
development project through the 
National Skills Fund; and over the 
next year R39-million will be spent 
on bursaries in areas where skills 
are scarce. 
“A roaring start has been made”, 
says Bird. “A good deal has been 
achieved in the past two years. Of 
course there is still much to do, but 
that is a measure of the challenges 
we have inherited as it is a 
comment on our progress thus far. 
As business leaders under the 
umbrella of the Business Trust 
have stated:    ‘This is a marathon 
not a sprint.’ Skills development is 
only slowly coming to the forefront 
of the national agenda, where it 
needs to be.” 
“Given the challenges we face 
economically and socially, skills 
development is not an option. We 
have debated the ways in which 
skills development should take 
place in our country, and 
employers, workers and 
government must now work 
together to make it work.” 

 Source: Daniels (2002, p.1) 
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Activity 4.2  
 
You will agree that the press cutting provides us with an answer to the question I asked   
– how can one successfully implement such an ambitious plan? In fact, the report 
provides us with a positive picture. Answer the following questions to analyse this 
perspective. You may have to refer back to the report to reread sections of it. 

1. From whose perspective is this report written? How do you know that? (Hint: look at 
who is quoted and where the information comes from.) 

2. Do you find the argument that “a roaring start” has been made with skills development 
convincing? Give reasons for your answer. 

3. The main aims of the skills strategy are listed in the report. Compare these aims with 
the purposes of the Skills Development Act in section 2.5.3 of the prescribed book. 
Are there differences? 

4. The report stated that government feels that the levies should not be regarded as a 
tax. Address the following:  
a) Do some research on this issue by asking HR practitioners in two companies 

(one may be the company you work for) what their opinion is about the reason 
for the levies and how they feel about it. Also ask them how their companies 
approach this legislation. 

b) From the information you gained in this section, including press cutting 3.1, as 
well as your research in (a), write down your opinion. Do you think the levies are 
a tax or not? Give reasons for your answer. 

 
Share your answers with your fellow students on Discussion Forum 8: Workbook 04 
Activities (activity 4.2) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the discussion forum once you have 
provided your responses. I look forward to reading your responses and having an 
interesting discussion with you. 

 
4 SUMMARY 

In this workbook the bigger picture of the structures of the Skills Development Act was examined, and I 
am sure that you discovered that the SETAs play a major role in the national skills plan. We also dealt with 
the Skills Development Levies Act, which reinforces the perception that the SETAs are essential. Now that 
you have an overview of the Skills Development Act and the Skills Development Levies Act, let’s take a 
closer look at the SETAs. 
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WORKBOOK 05 
 
Sector Education and Training Authorities (SETAs) 
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2 What are SETAs? 51 
3 The role of SETAs 52 
4 Sector skills plans 56 
5 Summary 58 
6 Bibliography for Workbook 05 58 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
 
After studying workbook 04, you probably agree that the SETAs play a crucial role in the national skills 
development strategy, particularly in terms of the work you will be doing as a practitioner. In fact, if you are 
currently an HR practitioner, you probably work closely with a relevant SETA. For this reason I will spend 
considerable time in this workbook on SETAs and their roles. 
 
To ensure that you understand the content of this workbook, use this workbook and section 2.5.3.4 in the 
prescribed together. 
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LEARNING OUTCOME 
 
After completing this workbook, you should be able to evaluate the effectiveness of the 
SETAs in terms of skills development legislation implementation. 

 
2 WHAT ARE SETAs? 
 
You will recall that SETA is the acronym for Sector Education and Training Authority, and for every 
economic sector there should be a SETA. Table 5.1 lists the sectors for which there are existing SETAs, 
this is approved by the Minister of Labour. Skim through the table and complete activity 5.1. 
 
Table 5.1: Sector Education and Training Authorities 

Sector SETA Acronym 
1) Agriculture AgriSETA (Agricultural Sector Education Training Authority) 
2) Banking BankSETA (Banking Sector Education Training Authority) 
3) Construction CetaSETA (Construction Education and Training Authority) 
4) Chemical Industries ChietaSETA (Chemical Industries Sector Education Training 

Authority) 
5) Culture CathsSETA (Culture, Arts, Tourism, Hospitality and Sport Sector 

Education Training Authority) 
6) Energy and Water EWSETA (Energy and Water Sector Education Training Authority) 
7) Education, Training and Development 
Practices 

ETDPSETA (Education, Training and Development Practices 
Sector Education Training Authority) 

8) Financial and Accounting Fasset (Financial and Accounting Services Sector Education 
Training Authority) 

9) Fibre, Processing and Manufacturing FP&MSETA (Fibre, Processing and Manufacturing Sector 
Education Training Authority) 

10) Food and Beverage Manufacturing 
Industry 

FoodBevSETA (Food and Beverage Manufacturing Industry 
Sector Education Training Authority) 

11) Health and Welfare HWSETA (Health and Welfare Sector Education Training 
Authority) 

12) Insurance INSETA (Insurance Sector Education Training Authority) 
13) Local Government LGSETA (Local Government Sector Education Training Authority) 
14) Media, Information and Communication 
Technologies 

MICTSETA (Media, Information and Communication 
Technologies Sector Education Training Authority) 

15) Manufacturing, Engineering and Related 
Services 

MERSETA (Manufacturing, Engineering and Related Services 
Education Training Authority) 

16) Mining MQASETA (Mining Qualifications Authority Sector Education 
Training Authority) 

17) Public Service PSETA (Public Service Sector Education Training Authority) 
18) Safety and Security SASSETA (Safety and Security Sector Education Training 

Authority) 
19) Services SSETA (Services Sector Education Training Authority) 
20) Transport TETA (Transport Sector Education Training Authority) 
21) Wholesale and Retail W&RSETA (Wholesale and Retail Sector Education Training 

Authority) 
 

 

 
Study section 2.5.3.4 in the prescribed book.  
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Activity 5.1 

Refer back to table 5.1 for this activity. 
 
With which SETA must the following companies register? 

1. Sanlam  
2. Woolworths  
3. Spur restaurants 
4. Anglo Gold  
5. Kannheim Cattle Farms 
6. Iscor 
7. Golden Lay Eggs  
8. Benny Builders 
9. Eskom 
10. Unisa 

 

 

Activity feedback 

Here is my list. Compare your list with this one. 
Company/enterprise SETA   

Sanlam INSETA   

Woolworths W&RSETA   

Spur restaurants FoodBevSETA   

Anglo Gold MQASETA   

Kannheim Cattle Farms AgriSETA   

Iscor MERSETA   

Golden Lay Eggs AgriSETA   

Benny Builders CetaSETA   

Eskom EWSETA   

Unisa ETDPSETA   
 
I hope that you managed to get most of these correct  

 
3 THE ROLE OF SETAs 
You already know a lot about the role of the SETAs from the previous workbook. Refer to workbook 04 
and section 2.5.3.4 in the prescribed book if you need to jog your memory about SETAs’ responsibilities 
in terms of levies and grant recoveries. 
 
SETAs are central to the effective implementation and functioning of the Skills Development Act. Their 
role is to develop and implement sector skills plans, promote learnerships and skills programmes, and 
distribute funds in their sectors. 
 
What are SETAs supposed to do? 
 
The Act states their functions in clear and direct terms. Refer to figure 5.1.  
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Figure 5.1: Functions of SETAs 

 
 
 

A SETA 
must:

Develop a sector 
skills plan within the 

framework of the 
national skills 
development 

strategy

Implement its sector skills plan 
by:

•establishing learnerships
•approving workplace skills 

plans
•allocating grants in the 

prescribed manner to 
employers, education and 
training providers and workers

•monitoring education and 
training in the sector

Promote learning 
programes by:

•identifying workplaces for 
practical work experience

•supporting the 
development of learning 
materials

•improving the facilitation 
of learning

•assisting in the conclusion 
of learnership agreements

Register 
learnership 
agreements

Within a week of its 
establishment, apply to the 
South African Qualifications 

Authority for accreditation as 
a body contemplated in 

section 5(1)(a)(ii)(bb) and 
must, within 18 months from 
the date of that application, 
be so accredited (that means 
as an Education and Training 

Quality Assurance body)

Liaise with the National 
Skills Authority on:

•the national skills 
development policy

•the national skills 
development strategy

•its sector skills plan

Report to the 
Director-General on:
•its income and 

expenditure
•the implementation 

of its sector skills 
plan

Liaise with the employment 
services of the Department 
and any education body 
established under any law 
regulating education in the 
Republic to improve 
information:
•about employment 

opportunities
•between education and 

training providers and the 
labour market

Collect and disburse 
the skills 

development levies 
in its sector

Appoint staff 
necessary for the 

performance of its 
functions

Perform any other 
duties imposed by this 
Act or consistent with 
the purposes of this 

Act
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Activity 5.2 

Now that you have studied these functions, use the information you have gathered to 
make an informed, sensible decision about the following question. 

In your opinion, which of the functions listed in figure 5.1 have the SETAs already 
fulfilled? Give a reason for your opinion. 

Now share your response with your fellow students on Discussion Forum 9: Workbook 
05 Activities (activity 5.2) on the HRD2602 myUnisa module site.  
 

 

 
Read through press cuttings 5.1 and 5.2 and complete activity 5.3. 

PRESS CUTTING 5.1 
FASSET surpasses targets 
by Sharon van den Berg 
  
FASSET, the finance, accounting, 
management consulting services 
SETA, has made enormous 
progress in driving the national 
skills development strategy in its 
sector. 
During FASSET’s first effective 
year of implementation and roll-out, 
a number of important 
achievements were reached. Its 
most notable achievement includes 
the 280% increase in participation 
by employers, which were 
predominantly small, medium and 
micro- enterprises (SMMEs), says 
Cheryl James, FASSET’s CEO. 
“This has been through key focus 
projects and a specific drive to our 
SMME sector,” she says.  
“The registration of more than 2790 

 learners in the second year, leaps 
ahead of our five-year target of 3000 
learners by the year 2005, is another 
major milestone for FASSET that 
has been achieved in a short time, 
and we are set to see a number of 
learners  qualify at the end of this 
year, “ James says. 
“We approach big business and 
SMMEs quite differently with 
targeted interventions to meet 
specific needs and have been 
actively supported by both sectors.” 
FASSET is an accredited education 
and training quality assurance 
(ETQA) body and has already 
registered 11 official learnerships. 
These are targeted at the formal, 
public and SMME sub-sectors and 
range from National Qualifications 
Framework (NQF) levels five to 
seven. 
“While some SETAs may have 

 experienced difficulties in 
releasing the levies collected, 
FASSET has provided R24-million 
in skills development grants against 
claims, timeously and accurately 
submitted,” says James. 
FASSET’s social projects absorbed 
about R13.5 million. Following the 
success of these projects, FASSET 
has approved funding of R8.8 
million for 2003, which will extend 
the projects, improve the content 
and facilitate an increased number 
of candidates. 
Other successes include the 
awarding of grants for learnerships 
and the continuous professional 
education initiatives.  
 

 Source: Van den Berg (2002, p.5) 
 
  

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your response. I am interested to see where this discussion takes us. 
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PRESS CUTTING 5.2 
Services SETA surges ahead 
by Mail & Guardian Reporter 
  
The service Seta has the largest 
number of registered levy-paying 
companies in the country, 
according to the official quarterly 
report from the Department of 
Labour. It is growing at about 2 000 
members a month, and its scope 
covers 29 industries grouped into 
two chambers, with a total of 46 
000 members. 
The Seta collects R180-million in 
levies annually. A total of 100% of 
levy grants paid back to companies 
submitting their Workplace Skills 
Plans is in excess of R20-million. 
More than 92% of companies 
employing over 50 people in this 
sector are complying with 
legislation to submit their 
Workplace Skills Plans. 

Over the past two years the following 
developments have taken place in 
the Service Seta: 
• six regional offices and six 

career centres have been 
established; 

• 80 new jobs have been created; 
• 20 internship positions for 

human resource practitioners 
have been created; 

• the Seta has facilitated the 
development and funding of 13 
standards-generating bodies, 
composed of 260 industry 
experts, primarily from business 
and labour; 

• 36 learnerships have been 
established; 

• an employee assistance 
programme has been launched 
in every region to cover 
workplace management of 
issues such as HIV/Aids, 
disability and addiction; and 

• 17 areas of research in the 
sector have been 
commissioned. 

CEO of the service Seta Ivor 
Blumenthal says the challenges 
relate to buy-in from small, medium 
and micro-enterprises comprising 
the vast majority of their members. 
“We have also had to learn hard 
lessons in areas where we have 
pioneered new programmes such 
as standards and qualifications 
development, skills development 
facilitator training, assessor training 
and certification models,” he says. 
 

 Source: Services Seta (2002, p.7) 

 

 

 

Activity 5.3 

Having read both press reports, you should be able to compare the performances of the 
two SETAs by completing the following table. If the information that you require is not 
available in the press reports, then do a quick internet search to obtain the information. 
 
Area of work FASSET Services SETA   
Skills Development 
Grants Recovery 

    

Learnerships     

Mention a few likely 
companies or 
enterprises that 
would register with 
each SETA. 

    

 

 

Activity feedback 

You may have found that you had to read the press reports more than once to find enough 
information to be able to complete the comparison. It is a good idea to keep your eyes on 
the press for more details about SETAs and Skills Development Act implementation. In 
other words, read the newspapers regularly – in particular, the business sections. As a 
practitioner you need to keep abreast of developments. 
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In the next workbook we will examine three very important aspects of the Skills Development Act 
implementation, namely: 

 

As you would have noted, these are all administered and quality assured by the SETAs. However, before 
we get there, let’s first look at another important function of SETAs, namely the development of the sector 
skills plan. 
 
4 SECTOR SKILLS PLANS 
Each SETA has to develop a sector skills plan, according to the SETA functions stipulated by the Act. 
According to Bellis (2001), this plan needs to contain certain elements. Read through the extract from Bellis 
carefully – we can presume that the issues he lists would impact on the workplace skills plan, which will be 
discussed in the next workbook. 
 
Here are notes taken at a presentation by the Department of Labour on Sector Skills Plans: 

 Issues to be addressed in a sector skills plan and (in my view) therefore to be considered for 
workplace skills plans. 

 
1. Introduction 

• the establishment of the SETA 
• the role of the SETA 
• the purpose of the Sector Skills Plan 
 

2. Executive summary 

• list recommendations 
• list actions to be taken 
• identify by whom and how these will be addressed 

 
3. Sector profile 

• number of enterprises 
• total employees nationally and by province 
• size of enterprises and distribution in small, medium and large categories and by province 
• number of employees in the main occupational categories 
• qualifications of people in the sector (NQF links) 
• other characteristics of the workforce 
• economic data, for example what percentage of GDP does the sector contribute? 

 
4. Policies and drivers of future change in the sector 

• current and anticipated government policy that has an impact on the sector 
• economic, market and business trends 
• social issues – including those initiated by legislation 
• technology issues 

The workplace skills 
plan

The skills 
development 

facilitator
Learnerships
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• environmental issues 
• current and expected legislation 
 

5. Current education and training supply for the sector 

• summarised description of the main providers 
• statistics on the amount of training that is publicly supported, for example producing graduate 

engineers 
• statistics on the training of existing employees 
• the adequacy of the existing provision – capacity, resources 

 
6. SWOT analysis of the provision 

• qualitative and quantitative (where appropriate) identification and description of the strengths, 
weaknesses, opportunities and threats within and to ETD provision 

 
7. Sector mission, etc 

• statement of the vision and mission of the sector 
• policies – broad intent for indicated period 
• strategy statements 
• objectives – means to achieve these 
• glossary of terms 

 
8. Employment and skills needs 

• forecast of employment by occupations or occupational groups 
• recruitment demand 
• supply of people in those categories 
• changes in the skills profile of new recruits 
• skills needs – initial and retraining needs – new and existing employees 

 
9. Implications of this data for Skills Policy and Skills Plan 
 

10. SETA action plans (2–3 pages) 

 This Sector Skills Plan is to be built on the base of the individual Workplace Skills Plan of each 
enterprise that falls within the area of responsibility of the SETA. I would hope that, in time, this 
would become a process of interaction between the SETA and the enterprises, where the SETA 
both listens to what the enterprises have to say and also gives some clear leadership and direction 
where that is necessary and/or asked for. Conversely, the enterprises are in the best position to 
see what urgent and future needs there are at operational level and must inform SETAs. The Skills 
Development Facilitator is a crucial person in the role, already mentioned, of being the “contact” 
person. More than that, in my view, the Skills Development Facilitator must become the conduit 
and the catalyst – keeping information flowing and helping make things happen. 

 Source: Bellis (2001, p. 159–161) 
 
I hope that you agree with Bellis, as I do, that collaboration and cooperation between SETAs and their 
enterprises, companies or organisations is crucial. You can possibly establish this by looking at press 
cuttings 5.1 and 5.2 again. 
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Activity 5.4 

From press cuttings 5.1 and 5.2, what is your impression of Bellis’s concern regarding 
cooperation between SETAs and the companies registered with them?  
 
Now share what you have found with your fellow students on Discussion Forum 9: 
Workbook 05 Activities (activity 5.4) on the HRD2602 myUnisa module site.  

 

 

Access the following links for examples of sector skills plans: 

http://mobi.careerhelp.org.za/download_files/scarce-skills/MerSETA_scarce_skills.pdf 

http://www.etdpseta.org.za/live/files/Documents/ETDP_SETA_SSP_Update_2014_-
_2015_15_Nov_2013_Final.pdf 

 
5 SUMMARY 
In this workbook we dealt mainly with SETAs and their roles by looking at legislation and press reports. We 
also looked briefly at sector skills plans which have a bearing on the next workbook, in which we are going 
to examine, among other things, the workplace skills plan. 
 
6 BIBLIOGRAPHY FOR WORKBOOK 05 
Bellis, I. 2001. Skills development: a practitioner’s guide to SAQA, the NQF, and the Skills Development 
Acts. Randburg: Knowres. 
 
Services SETA surges ahead. 2002. Mail & Guardian (in supplement, Skills for Africa) 18(37), 
September: 7. 
 
Van den Berg, S. 2002. FASSET surpasses targets. Mail & Guardian (supplement “Skills for Africa”) 
18(33), 20–26 September: 5. 
 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your response. I am interested to see your responses. 
 

http://mobi.careerhelp.org.za/download_files/scarce-skills/MerSETA_scarce_skills.pdf
http://www.etdpseta.org.za/live/files/Documents/ETDP_SETA_SSP_Update_2014_-_2015_15_Nov_2013_Final.pdf
http://www.etdpseta.org.za/live/files/Documents/ETDP_SETA_SSP_Update_2014_-_2015_15_Nov_2013_Final.pdf
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Look at the mind map to determine where you are in the process of working through the 
study material. 

 
 

1 INTRODUCTION AND OUTCOMES 
 
By now you should have a fairly good idea of how skills development legislation is applied in organisations. 
In workbook 04 I started with the big picture – an overview of the Skills Development Act and the Skills 
Development Levies Act, and in workbook 05 I focused on the SETAs. In this workbook I will focus on the 
workplace skills plan, the skills development facilitator, and learnerships. You encountered these terms as 
you worked through the two preceding workbooks, so by now you should know that they are part of the 
national skills strategy. 
 
This workbook refers to chapters 2 and 5 in the prescribed book. To ensure that you understand the content 
of this workbook, use this workbook together with the relevant chapters in the prescribed book. 
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LEARNING OUTCOMES 
 
After completing this workbook, you should be able to do the following: 

• analyse the requirements for the appointment of the skills development facilitator 
• apply the requirements for compiling and implementing a workplace skills plan 
• examine the key features of learnerships and apply the requirements for 

implementing a learnership programme  
 
You may have gathered at this stage that each SETA is responsible for all companies, enterprises, firms 
or organisations within its economic sector. In turn, these organisations are responsible for: 
 
 
 
 
 
 
 
 
 
Let us start with the skills development facilitator, who, as you will see, has a great deal to do with the 
workplace skills plan. 
 
2 THE SKILLS DEVELOPMENT FACILITATOR 
 

 
I am sure you must have noticed in the previous two workbooks that the term SKILLS DEVELOPMENT 
FACILITATOR (SDF) was mentioned repeatedly.  
 
You must be wondering…  

 
Figure 6.1 depicts the SDF information that CATHSSETA (Culture, Arts, Tourism, Hospitality and Sport 
SETA), supplied to its organisations and companies. I chose to discuss their version of the requirements, 
because, firstly, it is comprehensive in terms of legislative requirements, and secondly, because it is an 
authentic document, in other words, it is the kind of document you are likely to encounter in your work as 
an HRD practitioner. Relevant information from your prescribed book has been included to provide you 
with a comprehensive understanding of the SDF. 
 

 

 
Study section 2.5.3.8 in the prescribed book  

 

 
 
Who is this person? 
 

Registering with the 
relevant SETA 

Appointing their own 
skills development 

facilitator 
 Drawing up their own 

workplace skills plan 
(WSP) 

 

Identifying priority 
areas for learnerships 
and skills programmes 
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Figure 6.1: Overview of the SDF 

 
Source: Adapted from CATHSSETA (2013) and Erasmus et al (2015)  

What is a Skills 
Development Facilitator?

What are the functions of a 
Skills Development 

Facilitator?

Who can be appointed as a 
Skills Development 

Facilitator?

What criteria should be 
used to appoint a skills 

development facilitator?

How can employers ensure 
the competence of a Skills 
Development Facilitator?

What can employers gain by 
appointing and using a Skills 

Development Facilitator?

The SDF is responsible for the development and planning of an 
organisation’s skills development strategy for a specific period. This will 
include the development and implementation of an annual Workplace 
Skills Plan (WSP) and the completion and submission of an annual training 
report. 

He or she also serves as a resource to the employer with regard to the 
criteria required for accreditation of courses, skills programmes and 
learnership development. 

 

The SDF is responsible for: 
• assisting the employer to become accredited with the relevant SETA; 
• assisting the employer and employees with the development of a 

WSP; 
• submitting the WSP to the relevant SETA; 
• advising the employer on the implementation of the WSP; 
• assisting the employer with the drafting of an annual training report 

against the approved WSP; 
• advising the employer on the relevant SETA’s quality assurance 

requirements;  
• serving as a contact person between the employer and the relevant 

SETA. 

 An SDF can be: 
• an employee;  
• a formally contracted, external person;  
• a person who is jointly employed by a number of other employers to 

assess the skills development needs of the group of employers and 
employees concerned. 

 

When selecting an SDF, employers should include any trainer, employee or 
union representative/s, or advisory committee in the process. The following 
criteria and competencies should be considered when selecting an SDF: 
• a good understanding of the National Qualifications Framework (NQF); 
• the capability to conduct a training needs analysis and develop the 

organisation’s WSP for submission to the relevant SETA; 
• the capability to compile reports to the relevant SETA on the 

organisation’s implementation of its WSP; 
• if the organisation has not achieved accreditation by the relevant SETA, 

the capability to prepare, submit and steer the company’s Application 
for Accreditation as a Training and Development Site OR to manage the 
contracting out of training and development to accredited providers; and 

• the capability to advise on and monitor implementation of the WSP, 
including training delivery, assessment and quality assurance as 
required by the relevant SETA’s accreditation. 

Four unit standards were developed under the auspices of the Standards 
Generating Body for Occupation-directed Education, Training and 
Development (ETD) Practitioners to equip SDFs to perform their functions. 

 

Apart from the value added by a competent person attending to skills 
development in an organisation, organisations that pay the skills levy may 
claim up to 20% of their levies back in grants if the SDF submits the WSP 
and ATR according to the prescribed requirements. 
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I am sure you agree that figure 6.1 is very clear in terms of the requirements for the appointment and tasks 
of an SDF.  
 

 

Activity 6.1 

1. From figure 6.1, summarise the tasks that a SDF will have to perform once he or 
she is appointed. Reread the last paragraph of the quotation from Bellis in workbook 
05 (section 4); if you agree with Bellis about the role of the SDF, add that to your list. 
 

2. Will this course that you are studying prepare you in any way for the work of a SDF? 

Hint: To answer this question, you need to think about what you have learned so far, 
and look at the mind map at the beginning of this workbook to find out what you are 
still going to learn. 

3. Find a fairly large company from any sector and identify the SDF. Interview this 
person to find out how the tasks of the SDF, which you summarised in question 1, 
evolve in practice. 

 
Share your answers with your fellow students on Discussion forum 10: Workbook 06 
Activities (activity 6.1) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the discussion forum once you have 
provided your responses. I look forward to a stimulating discussion about the SDF  
 

 
Now that you know who an SDF is, what is required of him or her, and the advantages that his or her 
appointment will bring to an organisation, let’s examine the workplace skills plan. 
 
3 WORKPLACE SKILLS PLAN (WSP) 
 

 

 
Study sections 2.5.3.8 and 5.9 in the prescribed book.  

 
In workbook 02 I briefly mentioned that a WSP can be interpreted as an annual training and development 
plan. I am sure you must be wondering what the WSP includes and what its purpose is. At this stage you 
know that the relevant SETA has to approve the WSP from each individual organisation registered with it. 
You also know that the SDF has to assist with drawing up such a plan. But there is more. Again I want to 
use the information, this time about the WSP, developed and presented by CATHSSETA to its 
organisations to explain this concept further. Carefully read through and study the following information 
from CATHSSETA and your prescribed book, keeping in mind the things you have learned so far.  
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3.1 Explanation of a WSP 
 
A WSP is a plan which is approved by the relevant SETA and outlines the skills development interventions 
that an employer is going to implement to address the training and development needs of an organisation 
for one year.  
 
3.2 Requirements of the WSP 
 
Figure 6.2 depicts the information that should be included in a WSP.  
 
Figure 6.2: Requirements of the WSP 

 
Source: Adapted from Erasmus et al (2015) 
 
3.3 Benefits of the WSP 
 
As shown in figure 6.3, WSPs can impact positively on a number of areas within an organisation. 
  

A WSP 
requires 

information 
on, amongst 
other things:

Details of the education and 
training needed to achieve 
these priorities (including 

proposed training 
interventions, estimated 

costs, specific job types and 
whether interventions will be 

conducted by external 
training providers or the 

organisations themselves)

The number of 
people trained in 

the organisation by 
occupational group 

and race

The organisation’s 
strategic priorities 

for skills 
development

Information 
regarding 

employment equity 
in the organisation 

Qualitative 
information 

relevant to skills 
planning (referring 
to the recruitment 

and filing 
procedure)
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Figure 6.3: Benefits of the WSP 

 
Source: Adapted from Erasmus et al (2015) 
 
3.4 Compiling a WSP 
 
The SDF is normally responsible for submitting the WSP to the relevant SETA and plays a major role in 
its compilation. Figure 6.4 indicates the organisational considerations before compiling a WSP.  
 
Figure 6.4: Organisational considerations before compiling a WSP 

 
Source: CATHSSETA (2013) 
 
3.5 Implementing and reporting on the WSP 
 
Organisations should keep records of all the training, activities, assessment, and/or development initiatives 
implemented. For this purpose there is a requirement for an appropriate information system to manage 
the implementation of the skills development process in the organisation. The SDF should also ensure 
that there is an appropriate communication structure to communicate information about the WSP and to 
obtain feedback. The implementation process of the WSP must be properly prioritised. An annual training 
report (ATR) is used to report to the SETA on skills development. The SDF must complete and submit the 

Organisations can obtain 
some return on investment in 

terms of the levy-grant 
system

Gaps and shortfalls in skills 
required are identified and 

positive ways of addressing 
them are devised

Management and employees 
start to discuss skills 

requirements and  training 
needs in the workplace and 
uncovers talents and skills it 

did not know it had

Gather information and consider 
their own goals, objectives and 

priorities for the year for which the 
WSP is being drafted and plan 

training to address these

Refer to their business plan

Incorporate information obtained 
from any career pathing exercises 
or processes in which individual 

training needs are identified

Consider targets in the 
Employment Equity Plan
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ATR, listing all the interventions implemented according to the WSP. Examples of documents which must 
accompany the report include copies of attendance and competence certificates.  
 
The relevant SETA will measure the achievements identified in the report against the priorities outlined in 
the WSP, in order to pay the employer the mandatory grant if they have implemented the WSP adequately. 
 

 

Activity 6.2 

You should now be able to respond to the following important question: 

What information would the SDF and an organisation in the tourism sector need to gather 
to be able to draw up a WSP? 

 
Share your answer with your fellow students on Discussion forum 10: Workbook 06 
Activities (activity 6.2) on the HRD2602 myUnisa site. 

 

 
I will now discuss “learnerships”, a term you have heard repeatedly in this topic. 
 
4 LEARNERSHIPS 
 

 

 
Study section 2.5.3.5 and Annexure F in the prescribed book. 

 
4.1 Definition of a learnership 
 
A learnership is a mode of delivering a learning programme that combines work-based experience with 
structured learning. It is one of the ways of achieving a qualification. Learnerships are aimed at equipping 
employees and those who are unemployed with the skills and knowledge required to perform competently 
in an occupation for which there is clear demand. A person who completes a learnership will be able to 
demonstrate the practical application of competencies (skills, knowledge, values, and attitudes) in an 
employment context. Figure 6.5 provides an overview of what a learnership is and figure 6.6 illustrates 
the characteristics of a learnership.  
 
 
  

 

Activity feedback 

Feedback for this activity will be provided on the discussion forum once you have 
provided your response.  
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Figure 6.5: Overview of a learnership 

 
 
Source: Adapted from ETDP SETA (2002) 
 
Figure 6.6: Characteristics of a learnership 

 
Source: Adapted from Erasmus et al (2015) 
 
4.2 The difference between learnerships and existing programmes 
 
Historically, many learning programmes have incorporated experience, and indeed many qualifications 
have included some kind of workplace experience and workplace-based assessment. Here are some 
examples. 
 

Teachers 

Most training programmes for educators have traditionally had a practical component that involved 
workplace experience. Qualifications for educators in schooling, for example, have required student 
teachers to spend on average of four to eight weeks in their final year of studies teaching in a school. 
Most universities and colleges have played a role in assessing the student teacher in the schools. 

A 
LEARNERSHIP:
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theoretical 
knowledge 

with practical 
experience
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routes to a 
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employees to 
improve skills, 
have existing 
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and assessed, 

and to gain 
qualifications
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obtain access 
to the world of 
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field and of 
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A learning 
programme 
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with an 
accredited 

training 
provider

There is a 
learnership 
agreement 

between the 
learner, education 

provider and 
employer
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training provider 
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qualification, 
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form of a 
learnership 
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Professionals 

Many other professional degrees offered by universities have some degree of workplace experience 
as a prerequisite to practice. Medical degrees, for example, require a year of internship, and lawyers 
are required to do a practical year and write a board examination before they are allowed to practice 
as lawyers. 
 
Universities of Technology 

Many universities of technology have workplace experience built into their programmes, and workplace 
experience is often a requisite for graduation. One of the differences between current programmes and 
learnerships is that the workplace learning is not assessed and the curriculum is not thought of as an 
integrated whole. However, if these areas are addressed, many existing technikon programmes can 
easily be transformed into learnerships. 
 
Apprenticeships 

Technical and Vocational Education and Training Colleges (TVET colleges) that are being transformed 
into further education and training institutions have in the past offered apprenticeship programmes that 
have been largely workplace based. They also had workshops for learners in the technical field to 
simulate the workplace and integrate the academic training with experiential learning. 

Source: ETDP SETA (2002, p.5) 
 
So a learnership is a formalisation of what is already practised by many institutions of learning. While 
learnerships have specific rules and regulations governing them, which might differ from existing 
programmes, for most providers and employers it should not be difficult to adapt existing programmes into 
learnerships. SETAs aim to work with providers and employers in adapting existing learning programmes 
into learnerships and skills programmes. 
 

 

 
Study Annexure F (section 2) in the prescribed book for a better understanding of the 
differences between learnerships and other forms of learning programmes. 

 
4.3 The outcomes of a learnership 
 
• They represent a planned and appropriate combination of learning outcomes with defined purposes. 
• They provide learners with applied competence and a basis for further learning. 
• They culminate in a qualification registered on the NQF. 
• The graduate has to be work-ready by the end of the learnership. 
 
4.4 The components of a learnership qualification 
 
Learnerships consist of fundamental, core, and elective components. 
 
• Fundamental: basic educational requirements for taking part in the learnership – usually life skills, 

numeracy and literacy competencies, and communication skills. 

• Core: the mainframe of the learning programmes (on what is the qualification going to be based) – the 
core skills and knowledge required. 
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• Electives: the specialised areas, or the application of the core skills and knowledge in defined work 
situations. 

 
4.5 The role of recognition of prior learning in learnerships  
 
Recognition of prior learning (RPL) is an essential part of a learnership for all the components. An 
individual, supported by a mentor and an assessor, can be assisted in the process of demonstrating 
competency in accordance with unit standards and qualifications. Gaps in skills and understanding can be 
addressed during the learnership. 
 
4.6 The procedure for establishing a learnership 
 
The Education, Training and Development Practices Sector Education Training Authority (ETDPSETA) 
has established a procedure for developing and implementing learnerships. Figure 6.7 illustrates the main 
stages for developing and implementing learnerships.  
 
Figure 6.7: Stages in developing and implementing learnerships 

 
Source: Adapted from ETDP SETA (2002) 
 
During stage 1, submission of the learnership proposal, the following need to be ascertained: the need for 
the learnership, the qualification and the qualification level, and the process of stakeholder consultation 
and endorsement. Stage 2 entails the approval of the learnership by the relevant SETA. Stage 3 includes 
the development of a learnership business plan. This plan includes a wide range of points that have to be 
covered; for example, the scope and purpose of the learnership, the skills being addressed, a stakeholder 
analysis, structures for the learnership, the identification of employers, selection of providers, recruitment 
of learners, relationships between partners and role-players, curriculum development, quality assurance, 
communication strategy, budget, and implementation plan. In stage 4 the learnership must be registered 
with the Department of Labour. The last stage (stage 5) involves the implementation of the learnership.  
 
4.7 The benefits of learnerships for employers and learners 
 
There are several benefits of learnerships for employers and learners. Figure 6.8 indicates some of the 
important benefits. 
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Figure 6.8: Benefits of learnerships  

 
 
Source: Adapted from Hattingh (2003) 
 
4.8 Examples of learnerships 
 
The various SETAs have been or are involved in the development of learnerships that are appropriate for 
occupations and fields of learning in the economic sectors. Refer to section 2.5.3.5 of the prescribed book 
for examples of learnerships. 
 

 
 

Activity 6.3 

Now that you know what a learnership is and what it consists of, apply it to yourself as 
a practitioner and answer the following questions: 

1. If you were asked to design a learnership for yourself, how would you structure it? 
You are already studying this module for a degree qualification. What else would 
you add? 

2. You should have competencies that can be recognised as prior learning. Pretend 
that you are going to apply for RPL and list your competencies. The list must be in 
the form of outcomes.  

 

 

Activity feedback 

To answer the first question, you need to have read and understood the information 
about learnerships that I provided. Since you are studying this course, you need to 
consider how you would combine work experience with it. Give as much detail as you 
can – which company; under which SETA; for how long; doing what in your field of 
work?  
 
I cannot help you with the second question, since only you know your own 
competencies. As in the first question, you will have to think more widely than just this 
specific course. You will have to consider the other modules in the degree programme 

*The employer can obtain financial benefits in the form of funding of the learnerships and 
tax incentives.
*Learnerships are relevant to business needs in the sense that they are developed by the 
industry for the industry, and qualifications obtained from the learnership are relevant for 
the specific occupation and the minimum requirements of the industry.
*Learnerships provide for improved skills and work performance.
*They help to contribute towards the achievement of employment equity.
*They provide for an appropriately trained recruitment pool of potential employees.

*Learnerships provide for improved quality in the education and training learners receive 
and ensure that the training is relevant to the occupation and the real work situation.
*The learners can develop the applied competence required in the workplace.
*Learnerships are recognised nationally.
*Learnerships provide for improved access to and opportunities for employment or income 
generation.

For the 
employer 

For the 
learners 
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as well. There is a lot more about learnerships that you can find out and learn. All SETAs 
should have information about learnerships. It would be useful to contact a SETA or two 
and make enquiries. You can also refer to the website of the Department of Labour 
(http://www.labour.gov.za) as it provides a number of links to various requirements of 
learnerships, for example: 

• Basic guide to learnership contracts 
• Basic guide to learnership requirements 
• Basic guide to learnership agreements 
• Basic guide to learnership disputes 

 
5 SUMMARY 
 
This workbook dealt with crucial aspects of the Skills Development Act, namely the SDF, WSP and 
learnerships.  
 
Congratulations on having completed Topic 2! 
 
I hope you learnt a lot. From topic 2 you should first have gained a thorough overview of the structures 
set up to implement the Skills Development Act and Skills Development Levies Act. Secondly, you should 
be able to use the knowledge you gained about SETAs, the WSP, SDF, and learnerships to enhance your 
work as an HRD practitioner. It is important to mention lifelong learning here: as a practitioner, you are 
required to read continuously about new developments in your field, including the impact of national 
policies, press reports (business sections of most newspapers) as well as SETA and Department of 
Labour publications, as they contain useful information about current developments.  
 
In the next topic, topic 3, you are going to start with learning theories and principles and the various stages 
of the training cycle. I hope that you will enjoy it. 
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7 SELF-ASSESSMENT 
 

 

This workbook brings us to the end of topic 2. You now need to determine whether you 
have achieved the relevant learning outcomes stated at the beginning of each 
workbook. Therefore, read through the outcomes again before attempting to answer the 
self-assessment questions. 
 
The self-assessment questions that follow are based on the learning material covered 
in topic 2. I advise you to work through these questions since they will help you to 
develop a better understanding of the topic and to master some of the learning 
outcomes. 

 
Question 1 
 
Identify a SETA you would like to evaluate. It would make sense to select a SETA in an economic sector 
that you know something about. Find out as much as you can about the SETA you have identified (you 
will find lots of information on the website of the SETA you have chosen). Then evaluate it by providing a 
short summary on the following: 

• sector skills plan 
• training priorities in the sector 
• member registration process 
• process of collecting and disbursing (grant recovery allocations) skills levies 
• learnership registration process 
 
Question 2 
 
You have applied for a post as the SDF at one of the larger banks. In the course of the interview, the 
interviewing panel asks you a number of questions about the SDF. Answer questions 2.1 and 2.2 as you 
would in an interview situation. 
 
2.1 Tell us what you know about the functions of the SDF. 

2.2 Do you consider yourself to possess the competencies required of a SDF? Please explain. 
 
Question 3 
 
Discuss the practical implications of skills development legislation for training managers and ETD 
practitioners. 
 

 

Suggested answers 
 
You should be able to find the answers to these questions in the relevant workbooks, 
which you should read in conjunction with the corresponding sections in the prescribed 
book. 
 
Question 1 

You probably found this to be a challenging question that required some investigation 
and research. I hope you obtained the full cooperation of the SETA that you contacted. 
I realise that some SETAs are better organised than others. However, I am sure that 
you found this to be an interesting exercise and that it helped you to increase your insight 
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and understanding of the skills development legislation and the progress that is currently 
being made in promoting skills development in South Africa. 
 
Question 2.1 

As you have learnt in section 2 of this workbook, the SDF is responsible for the 
development and planning of an organisation’s skills development strategy for a specific 
period. This will include the development and implementation of an annual Workplace 
Skills Plan (WSP) and the completion and submission of an annual training report. He 
or she also serves as a resource to the employer with regard to the criteria required for 
accreditation of courses, skills programmes, and learnership development. 

Thus, the SDF is responsible for: 

• assisting the employer to become accredited with the relevant SETA 
• assisting the employer and employees with the development of a WSP 
• submitting the WSP to the relevant SETA 
• advising the employer on the implementation of the WSP 
• assisting the employer with the drafting of an annual training report against the 

approved WSP 
• advising the employer on the relevant SETA’s quality assurance requirements 
• serving as a contact person between the employer and the relevant SETA 

Remember that in an interview situation you should rephrase this information and 
convey it in such a way to show your understanding of the functions of the SDF and not 
merely repeating the theory. You could also relate the information to the SETA relevant 
to the organisation that you are interviewing at. For example, if you are interviewing at 
True Gold Mining, the relevant SETA would be the Mining Qualifications Authority 
Sector Education Training Authority (MQASETA). You could state that one of the 
functions of the SDF is to assist True Gold Mining to become accredited with 
MQASETA.  
 
Question 2.2 

I will provide you with guidelines for answering this question, since only you know your 
own competencies. You need to evaluate your competencies (knowledge, skills and 
abilities) against the competencies required of a SDF, which include: 

• a good understanding of the National Qualifications Framework (NQF) 
• the capability to conduct a training needs analysis and develop the organisation’s 

WSP for submission to the relevant SETA 
• the capability to compile reports to the relevant SETA on the organisation’s 

implementation of its WSP 
• if the organisation has not achieved accreditation by the relevant SETA, the capability 

to prepare, submit and steer the company’s Application for Accreditation as a 
Training and Development Site OR to manage the contracting out of training and 
development to accredited providers 

• the capability to advise on and monitor implementation of the WSP, including training 
delivery, assessment and quality assurance as required by the relevant SETA’s 
accreditation 

 
You then need to state whether or not you consider yourself to possess the 
competencies required of a SDF. 
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Question 3 

This question required you to review all the workbooks of this topic. Having studied this 
topic it should be clear to you that the national skills development strategy and all the 
associated legislation and regulations have several practical implications for training 
managers and practitioners in the organisation. The following are some of the important 
points you could have covered in your discussion. According to Meyer (2002, p. 53), the 
organisation should: 

• appoint a skills development facilitator 
• establish a forum of all relevant stakeholders to consider the skills development 

requirements in the organisation 
• pay the necessary levies to SARS 
• conduct a skills audit and gap analysis to determine skills development priorities 
• align skills development priorities with the organisation’s strategic goals and 

objectives 
• develop and implement a workplace skills plan in order to address the skills needs 
• present outcomes-based learning programmes to promote skills development 
• initiate or participate in learnerships and/or skills programmes to accelerate skills 

development 
• liaise with the relevant SETAs regarding skills development priorities for the sector 
• meet SETA requirements 
• keep abreast of all SAQA, NQF and SETA developments 
• evaluate the impact of the WSP and realign to the business plan 

 
Did you think of any other implications not listed here? Please add them to the list. 

 

 

CARRY ON  
 
Now that you have successfully completed topic 2 and all its activities, take a break and 
then you can go on to topic 3. 
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Topic 3 
 
Developing and implementing workplace learning programmes 
 
The aim of this topic is to examine learning theories and principles as well as the various stages of the 
training cycle. You will do this by firstly asking yourself questions about your own learning and then 
examining a number of other issues about learning, such as conditions for learning and learning styles. 
You will also explore adult learning. As you will agree, it is essential for you as an HRD practitioner or HRD 
manager to explore learning, since you are likely to be involved in the design, development, and evaluation 
of learning.  
 
The presentation of effective training programmes is largely dependent on the meaningful and systematic 
design, development, delivery, and evaluation of such programmes. In effect, this requires a systems 
approach to training since the various activities of training are interdependent (you will learn more about 
this in workbook 08). Although there are a number of models available for the systematic design of training 
(refer to section 1.6 in your prescribed book), I have decided to present the design and development 
process of training in four distinctive stages, which I will refer to as the training cycle. Workbooks 08 to 11 
will focus on these four stages in the training cycle; they are: 
 Stage 1: Analysing the training and development needs 
 Stage 2: Designing and developing the programme and course 
 Stage 3: Preparing and presenting training and development 
 Stage 4: Assessing learning and evaluating training and development 
 
Topic 3 comprises of the following workbooks: 

Topic 3
Developing and 
implementing 

workplace learning 
programmes

Workbook 07
Learning theories and principles

Workbook 08
Training needs assessment

Workbook 09
Developing the programme

Workbook 10
Presenting the training programme

Workbook 11
Programme evaluation and learner 

assessment
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
 
In this workbook learning theories and principles will be explored. Specifically, you will explore the learning 
process, the conditions under which learning takes place, intelligence, learning styles, learning theories, 
and adult learning. To ensure that you understand the content of this workbook, use this workbook together 
with chapter 4 in the prescribed book. 
 

 

LEARNING OUTCOME 
 
After completing this workbook, you should be able to apply effective learning theories 
and principles in the development, presentation, and evaluation of training in order to meet 
organisational objectives. 
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2 THE LEARNING PROCESS 
 
Firstly, let’s find out more about you, the learner. Most of the things we discover in this section can be 
applied to yourself. 
 
2.1 How do you learn? 
 

 

 
Read section 4.2.1 in the prescribed book. 
 

 
The answers to the following questions are important because in an outcomes-based model we usually 
start with the learner’s needs and characteristics. It is therefore essential to reflect on how you learn. 
 

 

Activity 7.1 

Please complete the following questions about yourself as best you can. Answer only the 
questions that apply to you. 

(1) My name is .................................................................................................................. 

(2) My name has/does not have a special meaning. It means ......................................... 

…………………………………………………………………………………………………….. 

(3) I come from the city of ………………………………or a rural area called……………... 

(4) I have knowledge of outcomes-based education (OBE).         Yes/No 

(5) I study well under the following circumstances: …………………………………………. 

........................................................................................................................................... 

(6) I find it difficult to study when ……………………………………………………………… 

........................................................................................................................................... 

(7) I read and write English very well.                                          Yes/No 

If you answered “No”, then answer questions 8 and 9. 

(8) I find it difficult to write in English because .................................................................. 

…………………………………………………………………………………………………….. 

(9) I sometimes find it difficult to read my study guides because ..................................... 

…………………………………………………………………………………………………..… 

(10) I am currently employed in the following organisation: .............................................. 

(11) My position in this organisation is .............................................................................. 

(12) I am a novice in the training and development field. …………Yes/No 
 
Share your responses with your fellow students on Discussion Forum 11: Workbook 
07 Activities (activity 7.1) on the HRD2602 myUnisa module site. An electronic version 
of the questions in this activity is available under Additional Resources. Go to the 
Additional Resources tab on the HRD2602 myUnisa module site and then select 
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Workbook 07. The name of the document is Activity 7.1. You can download the MS 
Word document, complete it, and share your answers with your fellow students. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your answers. I look forward to learning more about you. 

 

 

Activity 7.2 

Think carefully about something that you are good at – in other words, something you 
are competent in. This may be anything you have learnt to do well – a hobby, some kind 
of sport, or an interest. Once you have identified the aspect you are good at, think back 
to why you are good at it. How did you learn to do it? Write down a few sentences on this 
question. 

 

 

Activity feedback 

 
 
 
 
You could have identified anything like cooking, growing your own vegetables, dancing, 
singing in a choir, windsurfing, or sewing a dress. 
 
Here are two examples: 

I asked a colleague the same question that I asked you. Her answer was: “One of my 
first learning experiences was to peel and eat a hairy mango. I still remember the mess I 
made with the first few attempts – everything was sweet and sticky with the juice! The 
first time I managed it without the whole mango being destroyed in the process was pure 
joy. I can still smell and feel that mango. I remember I made a little doll’s face with the 
pip. I washed and combed the hair and even put a little ribbon on it. When I see a mango 
I still remember that experience.” 

Another colleague revealed how he learnt to garden, something he is now very good at: 
“When I started gardening I didn’t know a thing. But I learnt, basically through working 
hard and making a lot of mistakes. The mistakes I made helped me not to repeat them. I 
also asked other people about the plants they had planted or the vegetables that grew 
well in the area. I kept at it, because I wanted a green and shady garden and I wanted to 
pick my own vegetables. Now I’m a good gardener and I love doing it.” 

Compare your answer with these two responses. The important point is how you learnt 
to develop the skill you identified. If you thought about it carefully, you may have identified 
the following, like our colleagues, who learnt the skills by: 

 doing it 
 maintaining an interest 
 learning from your own mistakes 
 solving problems after thinking about your own mistakes 
 asking an expert or peer for advice or to show you a particular aspect of the skill 

A learning experience involves making sense of a new idea and being able to 
express it. 
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2.2  Active learning 

Source: http://funnyasduck.net/?s=real+world+skills 
 
Would you agree that the good learning experience you reflected on is different from your learning 
experiences at school? Do you remember your school learning experiences as memorising a lot of 
information without actually learning very much? This is a common experience, which is why our education 
system has recently changed. Learning should be more meaningful than merely absorbing information 
and repeating it in the exams. Bellis (2001, p. 36) explains it as follows: 
 

“In our education and training systems, in schools, colleges and universities and 
training at work, we know that some qualifications can be achieved through the 
learner simply memorising a lot of information and feeding that same 
information back into the examination. We know also that in some cases 
learners have simply been prepared or coached just for the exam!” 

 
Active learning is more than just memorising information. We learn with a deeper 
understanding when we are engaged with the learning material. 

 
You may not have realised this but activity 7.2, where you had to describe a personal learning experience, 
is an example of active learning. Learning is about much more than merely memorising information; it is 
about the quality of the journey towards competence. Sometimes the learning journey includes a 
qualification, sometimes it includes a workplace learning experience such as job rotation or attending a 
workshop. What does all this mean? Well, for a start, good learning should have all the qualities that I 
identified when we discussed your good learning experience. The most important of these are probably 
that learning is about doing, that is, learning is active. Later in this topic you are going to explore outcomes 
and outcomes-based education, which deals with what a learner can do at the end of a learning 
experience. In the meantime, let’s take a brief look at active learning. 
 

 

Activity 7.3 

Look at the illustration of learning strategies. Highlight the strategies that apply to you. 
For example, highlight A1 if this strategy applies to you. 

http://funnyasduck.net/?s=real+world+skills
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Source: Cottrell (1999, p. 78) 

 

 

Activity feedback 

Where did you highlight the most, in A or B? If you highlighted the most in B you prefer 
an active learning strategy. If you highlighted mostly in A, you are more of an inactive 
learner and need to work towards becoming a more active learner. 
 
Most of us fall into category A because that is how we were taught to learn at school. 
With the Curriculum Assessment Policy Statement (CAPS) in place, we all have to start 
learning to be active learners. I have therefore tried to design this course as actively as 
possible – in other words, you will find yourself having to do (reflect, complete, apply, 
and so forth) most of the time. I trust that this will help you become more active in your 
learning, but more importantly, it should provide you with competencies that you should 
be able to use in your work as an HRD practitioner. 

 
A framework that classifies learning objectives is known as the taxonomy of educational objectives 
(Krathwohl, 2002). Benjamin Bloom (1956) initiated the idea of a framework for educational objectives.  
Bloom (1956 in Krathwohl, 2002, p. 212) viewed this taxonomy as beneficial as it could serve as a:  
 
• common language about learning goals to facilitate communication across persons, subject matter, 

and grade levels 
• basis for determining for a particular course or curriculum the specific meaning of broad educational 

goals, such as those found in the currently prevalent national, state, and local standards 
• means for determining the congruence of educational objectives, activities, and assessments in a 

unit, course, or curriculum 
 



   

82 

• panorama of the range of educational possibilities against which the limited breadth and depth of any 
particular educational course or curriculum could be contrasted 
 

Tables 7.1, 7.2, and 7.3 below outline a taxonomy entitled Taxonomy for Learning, Teaching, and 
Assessing (Anderson & Krathwohl, 2001). This taxonomy is an improvement on the taxonomy which 
Bloom (1956) originally developed. 
 

 

 
Click on the following link for an overview of Bloom’s taxonomy: 
http://www.tandfonline.com/doi/pdf/10.1207/s15430421tip4104_2 

 
Anderson and Krathwohl’s taxonomy retains much of the structure (and simplicity) of Bloom’s taxonomy, 
but has been expanded to reflect new ways of thinking about learning. One of the characteristics of the 
taxonomy is that if we want to understand how others actually learn, we have to consider both the type of 
knowledge they are attempting to acquire and the cognitive processes (thinking actions) that need to be 
applied to that knowledge. Anderson and Krathwohl (2001) suggested that the importance of both cognitive 
processes and types of knowledge could be recognised by structuring the taxonomy as a grid rather than 
a list, as shown in the following tables. Familiarise yourself with the tables. 
 
Table 7.1: Cognitive processes and types of knowledge 

COGNITIVE PROCESSES 
Types of 
knowledge 

Remember Understand Apply Analyse Evaluate Create 

Factual 

Conceptual 

Procedural 

Metacognitive 

      

Source: Anderson and Krathwohl (2001) 
 
The key terms used to define the cognitive process dimension of this grid are presented in table 7.2 and 
the examples of action verbs suggest some ways in which these cognitive processes can be indicated in 
outcome statements. 
 
Table 7.2: Explanation of the cognitive processes 

Cognitive process What learners are required 
to do 

Examples of action verbs 

Remember 
 

Retrieve relevant knowledge from long-term 
memory 

Recognise, recall, define, describe, 
identify, list, match, reproduce, select, 
state 

Understand 
 

Construct meaning from information and 
concepts 

Paraphrase, interpret, give examples, 
classify, summarise, infer, compare, 
discuss, explain, rewrite 

Apply 
 

Carry out a procedure or use a technique in 
a given situation. This might involve routinely 
applying procedures or determining which 
procedure to use in a particular situation. 
 

Change, demonstrate, predict, relate, 
show how, solve, determine 

http://www.tandfonline.com/doi/pdf/10.1207/s15430421tip4104_2
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Cognitive process What learners are required 
to do 

Examples of action verbs 

Analyse 
 

Divide information into parts and determine 
how the parts relate to one another and how 
they relate to an overall purpose or structure. 

Analyse, compare, contrast, organise, 
distinguish, examine, illustrate, point 
out, relate, explain, differentiate, 
organise, attribute 

Evaluate 
 

Make judgments based on criteria and/or 
standards. 

Comment on, check, criticise, judge, 
critique, discriminate, justify, interpret, 
support 

Create 
 

Put elements together to form a coherent or 
functional whole, or reorganise elements into 
a new pattern. 

Combine, design, plan, rearrange, 
reconstruct, rewrite, generate, 
produce 

Source: Anderson and Krathwohl (2001) 
 
In the knowledge dimension, four distinct types of knowledge are recognised, namely factual, 
conceptual, procedural, and meta-cognitive, which are defined and subdivided in table 7.3. 
 
Table 7.3: Four types of knowledge 

Knowledge type Subtype Example 
Factual knowledge 
 
(basic knowledge required to 
work in a discipline) 

knowledge of terminology 
 
 
knowledge of specific details 
 

symbols for chemical elements; names of 
parts of a machine 
 
sequence of elements in periodic table; 
dates of events in history 

Conceptual knowledge 
 
(knowledge of how things are 
related) 
 

knowledge of classifications 
and categories 
 
knowledge of principles and 
generalisations 
 
knowledge of theories, models, 
and structures 

types of western music; forms of business 
ownership 
 
Newton’s laws of motion; Pythagoras’ 
theorem 
 
theory of evolution; information-
processing model of cognition 

Procedural knowledge 
 
(knowledge of how to do 
things) 
 

knowledge of subject-specific 
skills and algorithms 
 
knowledge of subject-specific 
techniques and methods 
 
knowledge of criteria for 
determining when to use particular 
procedures 
 

skills used in drawing a house plan; 
algorithm for multiplying fractions; 
 
interviewing technique; scientific method 
of inquiry 
 
criteria to determine when to use the 
“guess and check” procedure for problem 
solving; criteria to judge the feasibility of 
using cooperative learning as a teaching 
strategy 

Metacognitive knowledge 
 
(knowledge of cognition in 
general, and awareness of 
one’s own cognition and how 
to control one’s thinking 
processes) 
 

strategic knowledge 
 
 
 
knowledge about cognitive 
tasks 
 
 
 
 
self-knowledge 

knowledge of flowcharting as a means of 
showing relationships among elements of 
a process 
 
knowledge of the cognitive demands of 
particular tasks; knowledge of the ways in 
which understanding is typically tested by 
teachers 
 
awareness of one’s own knowledge level; 
knowledge of one’s personal strengths 
and weaknesses in learning tasks 

Source: Anderson and Krathwohl (2001) 
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As with any taxonomy, this one should not be interpreted too rigidly. It is a guide for thinking about learning, 
not a set of absolute truths. The categories and subcategories overlap to some extent and there will always 
be arguments about the placement of some examples. However, the taxonomy has the potential to be 
very useful as a guide to thinking about outcomes, teaching, and assessment. 
 

 

Activity 7.4 

Having gone through the taxonomy, do you think the authors suggest an active or a 
passive learning strategy? Explain your answer. 
 
Share your responses with your fellow students on Discussion forum 11: Workbook 
07 Activities (activity 7.4) on the HRD2602 myUnisa module site.  

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your answers. I look forward to your responses. 

 
2.3 Motivation for learning 
 
As mentioned previously, you will learn more about outcomes later in this course. Let’s now have a look 
at why you chose to study this course. 
 

  

Activity 7.5 

1) Browse through the following table and highlight the outcomes you wish to achieve 
through your studies. You will see that you can grade each outcome according to 
how important you view it. Do so by highlighting the number that is appropriate to 
the outcome. 

 
Expected outcomes Less Important Very important 

Personal development         

To acquire more self-confidence 1 2 3 4 5 6 7 8 

To broaden my horizons 1 2 3 4 5 6 7 8 

To experience thinking through new ideas 1 2 3 4 5 6 7 8 

To be motivated for self-study 1 2 3 4 5 6 7 8 

To link new knowledge with past experiences 1 2 3 4 5 6 7 8 

To express newly formed ideas 1 2 3 4 5 6 7 8 

Course-related         

To gain a higher education qualification 1 2 3 4 5 6 7 8 

To acquire new skills 1 2 3 4 5 6 7 8 

To be engaged in the learning process 1 2 3 4 5 6 7 8 
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To process new information by rehearsing the skills 1 2 3 4 5 6 7 8 

To reach another level of understanding 1 2 3 4 5 6 7 8 

To demonstrate learning by teaching others what I 
have learnt 

1 2 3 4 5 6 7 8 

To reflect on what I have learnt and to monitor my 
reflection in a reflection journal 

1 2 3 4 5 6 7 8 

To prioritise my own targets and strategies in the 
learning process 

1 2 3 4 5 6 7 8 

Work-related         

To improve my career opportunities 1 2 3 4 5 6 7 8 

To better my current employment 1 2 3 4 5 6 7 8 

To improve my promotion possibilities 1 2 3 4 5 6 7 8 

To make up for having missed out on education 
when I was younger 
 

1 2 3 4 5 6 7 8 

 
2) Now look at your grading of the outcomes. Which ones did you grade as very 

important? Select two of them and indicate why they are so important to you. 
 
An electronic version of the table is available under Additional Resources. Go to the 
Additional Resources tab on the HRD2602 myUnisa module site and then select 
Workbook 07. The name of the document is Activity 7.5. You can download this MS 
Word document and complete it.  

 

 

Activity feedback 

You have now probably gained insight into what you would like to get out of this course. 
In other words, what motivates you to study. Other students might not have chosen the 
same outcomes as you. People differ when it comes to motivation for learning. Keep 
this is mind for your work as a trainer. If you, as a trainer, are aware of the differences 
in why people learn, you will be able to cater for the needs of all the learners.  

 
You have examined a number of things about your own learning. By doing this, you now know a few things 
about the learning process. This should prepare you for the rest of the topic. In the next section we will 
continue exploring the learning process. 
 
3 SPECIFIC CONDITIONS FOR EFFECTIVE LEARNING 
 

 

 
Study section 4.3 in the prescribed book. 
 

 
What are the right conditions for effective learning to take place? Let’s take a look. Familiarise yourself 
with figure 7.1 and decide under what circumstances your good learning experience (that you identified in 
activity 7.2) took place. Then complete activity 7.6. 



   

86 

 
Figure 7.1: Conditions for effective learning 

 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 7.6 

1) Rank the conditions (they are numbered) in figure 7.1 with stars to represent the 
ranking order of your good learning experience, for example: 

 
**** very important 
***  important 
**   not that important 
*    unimportant 

 
2) Think of something that you would like to add to figure 7.1. What condition is lacking? 

 

 

Activity feedback 

You may have marked all 11 items on the mind map as important, as I did. It is extremely 
difficult to learn when one is stressed, hungry, or cold (11 on the diagram). I also believe 
that number 9 is extremely important for all learning. For a trainer, this means never 
putting learners down, but rather encouraging them so that their belief in themselves 
increases rather than decreases. The experience with the mango (refer to activity 7.2) 

Learning 
takes 
place

1. 
When you 

are 
motivated 

and 
enthusiastic

2. 
When 

information is 
organised so 

that your brain 
can structure 
and retain it

3. 
When you 

engage with 
what is 
being 

learned

4.
When you 
use both 

the left and 
right side of 
your brain

5. 
When you 
enjoy what 
you learn

6. 
When you 

use all your 
senses to 
encode 

information

7. 
When 

effective 
study skills 
are in place

8. 
When 

information 
is 

personalised

9. 
When you 
believe in 

yourself and 
your 

intelligence

10. 
When you 

rely on your 
resources 

and support 
from others

11. 
When you 

are in a 
healthy 
physical 

state 
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probably made it an experience to remember because all our colleague’s senses were 
used to encode information (6 on the diagram). In another learning experience this might 
not be the case. To study this workbook, for example, you need the information to be 
organised and logical (2 on the diagram). It is therefore clear that different learning 
experiences would call for different conditions for learning to take place effectively. As 
stated, some conditions should always be in place. As a potential trainer you have 
probably realised that you have to keep this in mind when you plan your training 
material. 

 
4 LEARNING STYLES 
 

 

 
Study section 4.2.4 in the prescribed book. 
 

 
Although most learners can make sense of the same learning content, it does not happen in the same 
manner; the individual’s preferred learning style determines it. David Kolb identified four distinct learning 
styles, based on the four-stage learning cycle depicted in figure 7.2.  
 
Figure 7.2: Kolb’s four-stage learning cycle 

 
Source: Adapted from Erasmus et al (2015) 
 

 

 
Click on the following link to learn more about Kolb’s theory of learning: 
https://www.youtube.com/watch?v=Rp-gaV-uSIo 
 

 
The ideal is to be able to manage all four styles or stages equally well. However, each person has a 
preferred learning style or one that he or she is most comfortable with. As a trainer you should therefore 

Stage 1
Having an experience 
(Concrete experience)

Stage 2
Reviewing an experience
( Reflective observation)

Stage 3
Concluding from an 

experience
(Abstract conceptualisation)

Stage 4
Planning the next steps
(Active experimentation)

A learning style can be defined as the way in which someone prefers to learn. 

https://www.youtube.com/watch?v=Rp-gaV-uSIo
https://www.youtube.com/watch?v=Rp-gaV-uSIo
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cater for all the different learning styles, while encouraging the learner to manage all four stages. The 
dominant learning styles led to Kolb’s identification of four types of students. This is illustrated in table 7.4.  
 
Table 7.4: Kolb’s learning styles 

Dominant/preferred learning 
style 

Type of student Description 

Concrete experience Feeler or activist 
The student involves him- or herself 
fully in new experiences, often without 
stopping to think. 

Reflective observation Watcher or reflector 
The student prefers to think about 
everyday experiences and to record, 
analyse, and question information.  

Abstract conceptualisation Thinker or theorist 

The student always wants to know 
how things relate to one another. He or 
she likes to conclude from an 
experience by estimating or predicting 
theories, models, or hypotheses. 

Active experimentation Doer or pragmatist 

The student is concerned about how 
he or she can apply the content or 
information in practice, and uses the 
theories to make decisions and solve 
problems.  

Source: Adapted from Erasmus et al (2015) 
 

 

 

Activity 7.7 

Refer to table 7.4 and identify your preferred learning style. Explain why you say so by 
providing examples of how you usually study.  
 
Share your responses with your fellow students on Discussion forum 11: Workbook 
07 Activities (activity 7.7) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your response. I look forward to learning more about you as a student. 

 
You must have come across the idea of the intelligence quotient (IQ), which implies a test to establish how 
‘intelligent’ a person is. IQ tests have been criticised because they do not assess the entire person and 
are culturally bound (Erasmus et al, 2015). Therefore, I would like to discuss an alternative view on 
intelligence, namely the view that different kinds of intelligences exist. 
 
5 MULTIPLE INTELLIGENCES 
 

 

 
Study section 4.2.4.4 in the prescribed book. 
 

 
Gardner (in Erasmus et al., 2015, p. 117) argues that intelligence consists of many separate independent 
systems which interact with each other within every individual. Table 7.5 shows that intelligence can be 



Workbook 07 HRD2602/1 

89 

regarded as a preferred way of learning that unpacks into various learning characteristics. Thus, one could 
argue that intelligence is not how ‘clever’ you are, but how easily you assimilate certain types of knowledge 
or information. Assimilate means to incorporate new information into what you already know. It follows that 
since there are many learning styles, there are also many kinds of intelligences. It is important to note that 
one person can be strong in more than one intelligence type. 
 
Familiarise yourself with table 7.5, applying the contents to yourself and how you learn. 
 
Table 7.5: Gardner’s theory of multiple intelligences 

Intelligence type Learning characteristics 

Linguistic 
Likes reading, writing, listening and speaking; does 
well with books, dialogues, and debates 

Logical-mathematical 
Likes reasoning; organising and interpreting data; 
does well in Maths and Science problem-solving 

Musical 
Thinks rhythmically and in tunes; likes music and 
dance 

Body-kinaesthetic Thinks through sensations; likes sports, drama, 
and movement 

Spatial-visual 
Thinks in images; likes drawing and observing; 
does well in mind-mapping, puzzles, and graphics 

Interpersonal Thinks best with others; likes cooperative and 
group activities 

Intrapersonal 
Thinks best alone; likes individual self-paced and 
managed activities; reflective and quiet 

Source: Adapted from Erasmus et al (2015) 
 

 

Activity 7.8 

After reading the information in Table 7.5, answer the following questions: 
1) Which subjects did you prefer at school? 
2) In which subjects did you get the best marks? 
3) Do you prefer sports, music or art? 
4) Are you the person your friends discuss their problems with? 

 

 

Activity feedback 

The answers to these questions will give you a guideline on the kind of intelligences that 
are your stronger points and the ones that are your weaker points. For example, if you 
were an excellent athlete but did not do well in mathematics, the chances are that you 
are more bodily-kinaesthetically intelligent and less mathematically intelligent. However, 
intelligence is also these days described as ‘fluid’ which means that it can develop over 
time. It is important for a training facilitator to accommodate all these different 
intelligences when preparing a training programme. 
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6 LEARNING THEORIES 
 

 

 
Study section 4.2.2 in the prescribed book. 
 

 
As a practitioner who may design and develop training programmes, you need to have some idea about 
theories of learning, of which there are many. It is common knowledge that there is no universally accepted 
theory of learning. However, learning can be defined as a “permanent change in behaviour or attitude, as 
a result of the acquisition of knowledge, a skill or disposition” (Erasmus et al., 2015, p.108). According to 
Erasmus et al, learning occurs in many ways, but is not always productive, as we saw in activity 7.2. 
Sometimes we merely memorise words without understanding their meaning or being able to apply what 
we have learnt in our lives. Keep your learning experiences in mind when you study the various schools 
of thought on learning. 
 
There is no single theory that represents the absolute truth about learning. Thus, in a training situation, 
always remember to borrow from whatever learning theory seems right to you. Figure 7.3 depicts the 
various schools of thought on learning and the sub-theories within these. 
  

Learning theories are the ideas or principles people have devised regarding their view of 
learning. 
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Figure 7.3: Schools of thought on learning and learning theories 

 
Source: Adapted from Erasmus et al (2015)  
 
Study section 4.2.2 of your prescribed book for a better understanding of these schools of thought and 
their sub-theories.  
 

 

Activity 7.9 

Decide which school of thought or learning theory best matches your good learning 
experience (from activity 7.2), and explain why you say so. 

 

 

Activity feedback 

If we look at the good learning experience with the mango (from activity 7.2), the 
constructivist theory would be the best because every time my colleague sees or eats 
a mango, this process is again explored, engaged, explained and evaluated. Different 
learning experiences will therefore call for different schools of thought on learning and 
learning theories: 
 
1) Behaviourism 

Behaviourists believe learning is a result of a reward or punishment. 

 
Behaviourists believe that learning has to do with a response to a stimulus. A stimulus 
is a thing or event that evokes a specific functional reaction. For example, you tend to 
pull your feet away if someone tickles you there. The learner in a learning experience 
would thus be rewarded for correct responses and reprimanded for failures. Learning 
can be regarded as a trial-and-error process. If the learner has an enjoyable experience, 
the learning process will be reinforced and remembered. If this is not the case the 
learner will forget the experience.  
 
 

Schools of 
learning

Behaviourism 

Thorndike's 
stimulus-

response theory

Guthrie's S-R 
contiguity theory

Skinner's operant 
conditioning and 

reinforcement 
theories

Cognitivism
Gestalt theory

Developmental 
theory

Constructivist 
theory

Humanism

Social 
Theory
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2) Cognitivism 

Cognitivists explain learning in terms of the processes that 
take place inside the brain. 

 
Cognitivists believe that learning is a process of gaining or changing thought patterns, 
expectations, outlooks, and insights, and occurs by thinking about a problem, 
organising ideas and gaining insight. Thus, people develop their own understanding of 
the world and continuously expand on this.  
 
3) Humanism 

Humanists encourage self-discovery.  

 
Humanists view learning as a personal act by a human being to fulfil one’s potential. 
They regard the training practitioner and learner as unique and the process as an 
interactive one. They believe that the training practitioner should act as a facilitator and 
the learner should be involved in self-discovery and become self-directed. The training 
practitioner is responsible for creating a climate conducive to learning and evaluating 
learning outputs. Self-discovery and self-directed training are therefore encouraged by 
this school of thought. In other words, both the trainer and the trainee discuss and 
participate in designing the training programme. 
 
4) Social (learning) theory 

People learn from their interactions with others.  

 
Vygotsky’s social learning theory (cited in Erasmus et al, 2015) emphasises the role of 
language and culture in developing thinking. According to him, all learning occurs in a 
cultural context and involves social interactions. Thus, students learn best from 
teachers and peers.  

 
I have said enough about learning theories. However, there is one more aspect of learning that we need 
to focus on and that is adult learning. 
 
7 ADULT LEARNING 
 

Adult learners are not children anymore and they learn differently. 

 
It is important that you, as a practitioner, know what type of learner you are dealing with. You will probably 
work with adult learners and your main aim is for them to learn. In fact, in sections 2 to 5 of this workbook 
you examined yourself as an adult learner. Therefore, while working through this section, keep in mind 
everything you have learned so far. 
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7.1 Defining an adult learner 
 

 

 
Study section 4.4.1 in the prescribed book. 
 

 
As a practitioner, you will rarely (if ever) have to design, present, and evaluate a training programme for 
children. Your clients will most definitely be adult learners. According to the prescribed book, the purpose 
of adult learning indicates that adults learn differently from children, and have different reasons for learning. 
Adults’ needs for learning are different; they learn in a different way; their existing knowledge base on 
which they base new knowledge and skills is different; and so on. 
 
7.2 Characteristics of an adult learner 
 

 

 
Study section 4.4.2 in the prescribed book.  

 
The adult learner possesses unique characteristics, which a training practitioner needs to take into account 
when presenting the training material. These characteristics are illustrated in figure 7.4.  
 
Figure 7.4: Characteristics of adult learners 

 
Source: Adapted from Erasmus et al (2015) 
 

 

 
Watch the following video for guidelines on adult learning: 
https://www.youtube.com/watch?v=fdI0JXSealg 

• Adults need to know the reasons for learning something before they take part in a learning
experience. This is the reason why training is built upon training needs.

• The training needs assessment has to include employees. It is no use deciding on behalf of an
adult what training he or she needs. Adults have to be part of the process of needs assessment
in order to be motivated to learn through training.

The “need 
to know” 
principle

• As individuals mature they shift from dependency to self-directedness. Thus, adults motivate (or
demotivate) themselves when it comes to learning.

• They want to be involved in the process of learning, from the needs assessment to evaluating
their performance.

Self-
concept

• The adult learner brings a lifetime of experience to the training situation. As a trainer, you can
use this to enhance the learning experience of the group (for example through group discussion
and feedback on activities).

• Never treat adults as if they have no idea about what you want to tell them. Learn from them and
take their experience into consideration throughout the training programme.

Experience

• Adults learn when they realise the need to learn in order to develop a capacity they have.
• This relates further to the idea of the self-directedness and self-motivation of adults.

Readiness 
to learn

• Adults live in the real world and are subsequently oriented towards solving problems and doing
tasks.

• They are usually driven by a purpose to solve problems and do things. This affords the training
practitioner a unique opportunity to design training programmes in such a way that learning
takes place by solving problems and doing things.

• Adults also prefer to apply what they have learned directly to their personal circumstances.

Orientation 
towards 
learning

https://www.youtube.com/watch?v=fdI0JXSealg
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With this in mind, it is the responsibility of the training practitioner to select programme material, 
instructional strategies, and instructional media that will suit the learning characteristics of the adult learner, 
as set out in figure 7.4. Even the presentation of the material and the implementation of the instructional 
strategies should suit the characteristics of the adult learner. You will learn more about all these concepts 
in the workbooks that follow. 
 

 

Activity 7.10 

As an adult learner, you are capable of deciding whether the HRD2602 module adheres 
to the adult learning principles in its design and delivery. Provide examples from this 
workbook to indicate which adult learning principles are addressed through the learning 
activities, diagrams, and so on. Also indicate which adult learning principles are not 
addressed in this workbook. 
 
Share your responses with your fellow students on Discussion forum 11: Workbook 
07 Activities (activity 7.10) on the HRD2602 myUnisa module site. 

 

 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your response. Remember that by telling me whether or not I practise what I 
preach, you not only learn more about being critical of the learning to which you are 
exposed, but it also helps me to improve the learning experience that I present to you. 

 
8 SUMMARY 
 
In this topic you examined your own learning, learning principles, and learning theories. The question now 
is: how do these fit into the bigger picture of designing, developing, presenting, and evaluating outcomes-
based education and training programmes? As a trainer or manager in general, you need to have a working 
knowledge of the concepts, principles, and processes involved in the various facets of education and 
training. These will be explored further in the workbooks that follow. 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
You may well ask the following questions: What does the systems approach have to do with the 
management of training and why do I have to study the systems approach? Van Dyk, Nel, Loedolff and 
Haasbroek (2001) argue that in order to fully understand the impact of the many variables in the internal 
and external environment on training, it is important to view training and development from a systems point 
of view.  
 
 
 
 
 
In this module the systems approach will be used for the design of training and development. Remember 
that training is a process that consists of various stages. This process may be compared to a wheel or cycle 
that rotates. Thus, training never ends and every stage influences the next one. This cycle is illustrated in 
figure 8.1.  

A system is “a set of interrelated parts, all of which work together towards a defined goal” (Dick 
& Carey 1996, p.2). 
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Figure 8.1: The training cycle 

 
 
Source: Adapted from Erasmus et al (2015) 
 
This cycle indicates that the different stages influence each other. For instance, the specific needs for training 
(stage 1) will influence the way the training material is developed (stage 2). The type of programme that is 
being developed will further influence the way that material is presented (stage 3), and so on. During the 
next four workbooks, I will guide you through this training cycle, step by step. Figure 8.1 will act as your guide 
and the outlined section of the wheel will indicate to you which part of the training process is under discussion. 
So, look out for the training wheel whenever you start a new workbook.  
 
In order to ensure that you understand the content of this workbook, use this workbook together with chapter 
5 in the prescribed book. 
 

 

LEARNING OUTCOMES 
 
After working through this workbook you should be able to do the following: 

• Discuss how the systems approach is applied to the management of training in 
organisations by using various examples 

• Define the term training needs analysis 
• Identify training needs at various levels 
• Apply training needs analysis models  
• Formulate training needs for employees 

 
Please note that the systems approach is one way of approaching training in an organisation. There are also 
other models or approaches (refer to section 1.6 of your prescribed book). I prefer to work with the cycle 
model because it is a practical approach and gives one a clear indication of the different stages of the training 
process. In this training cycle, analysing the training and development needs forms the point of departure. 
Any training programme therefore starts with an analysis of training and development needs. 
However, before I discuss the training and development needs analysis stage, let’s discuss the systems 
approach to the management of training.  

Stage 1: 
Analysing the 
training and 
development 

needs

Stage 2: 
Designing and 
developing the 

programme 
and course

Stage 3:
Preparing and 

presenting 
training and 
development

Stage 4:
Assessing 

learning and 
evaluating 

training and 
development
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2 THE SYSTEMS APPROACH TO THE MANAGEMENT OF TRAINING 
 

 

 
Study section 1.4.3 in the prescribed book.  

 

 

Activity 8.1 
 
A modern copying machine is considered to be an example of a system. Would you agree 
with this statement? Motivate your answer.  
 
 
 
 
 

 

 

Activity feedback 

The copying machine has various component parts that work together to produce 
copies of documents. It has a feedback mechanism through which the copying process 
is constantly checked by sensors; for example, whether there is sufficient paper in the 
paper tray or whether there is paper jamming the copying process. The machine is then 
signalled or triggered to produce the correct number of copies and sort the documents 
as instructed by the operator, after which it switches off automatically. A system like the 
copying machine has component parts that operate concurrently and interact in a certain 
way with one another to achieve a certain purpose or function. The various parts of a 
system are usually interdependent and each part influences and is influenced by other 
parts. Similarly, there are many examples of systems in your work situation, such as the 
performance management system or a training session. A system can therefore be 
defined as “a set of interrelated parts, all of which work together toward a defined 
goal” (Dick & Carey 1996, p.2). The parts of the system depend on one another for input 
and output, and the entire system uses feedback to determine whether or not the 
desired goal has been achieved. 
 
An organisation is regarded as a system as well. Refer to section 1.4.3 of your prescribed 
book for a detailed explanation. 

 
 
 
 
 

The systems approach is a way of thinking, a tendency to think about problems in systems 
terms. 
 



Workbook 08 HRD2602/1 

99 

 

 
Read section 1.4 in the prescribed book to familiarise yourself with the various 
approaches to training interventions in organisations.  

 

 

 
Study section 1.4.3 of the prescribed book as this module focuses on the systems 
approach. 

 
The systems approach as applied to training and development today, was originally introduced in training 
in the American armed forces (Knirk & Gustafsen, as cited in Van Dyk et al, 2001). As military weapon 
systems became more complex it was necessary for the armed forces to find new procedures for 
developing and delivering training. This forced them to draw on concepts from a variety of fields, such as 
communications, learning theory and general systems theory, and this led to the development of a variety 
of approaches to managing training. 

Van Dyk et al (2001) identify two aspects of the systems approach that are particularly important and are 
illustrated in figure 8.2. 
 
Figure 8.2: Important aspects of the systems approach 

 
Source: Adapted from Van Dyk et al (2001) 
 

 

Activity 8.2 
 
Think back to the copying machine in activity 8.1 and provide an example of 
interdependence and an example of synergy in this system.  
 
Share your responses with your fellow students on Discussion Forum 12: Workbook 
08 Activities (activity 8.2) on the HRD2602 myUnisa module site. 

 

Interdependence
•Should a change occur in any one component of the system, it
will affect all the other components either directly or indirectly.

• The system should thus be seen as a functioning unit.

Synergy
•Refers to the outcome of the interaction and cooperation 
between the different components. 

•This interaction produces an output that exceeds the total 
outputs generated by the individual components.
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Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses.  

 
Van Dyk et al. (2001) also indicate the benefits of thinking in terms of systems. These are presented in 
figure 8.3. 
 
Figure 8.3: Benefits of thinking in terms of systems 

 
Source: Adapted from Van Dyk et al (2001) 
 
HRD also constitutes a system. It is part of a bigger system; it is a subsystem of the entire organisation. 
This subsystem interacts with the other parts or subsystems of the organisation and supports the entire 
organisation to achieve a common purpose or goal. 
 
I am not suggesting that the systems approach to training is the only or the best approach. You can decide 
for yourself what approach is the most appropriate for your particular needs and requirements.  
 
3 TRAINING NEEDS ANALYSIS 
 
 
 
 
Any job requires a person to meet certain standards. Standards are levels of expertise or skills one has 
to comply with to do a job properly. Whenever one does not meet the required standard, the need for training 
arises. Training based on such a need (or needs) will then aim to address that need, and by eliminating it, 
will give the employee the skills to do the job properly (i.e. according to the standards set for that job). 
 

 

Activity 8.3 
 
Every job, whether complicated such as budgeting for a multinational company or just an 
ordinary task such as painting a room in your house, requires you to have a certain number 
of skills and a certain amount of knowledge. If you are not skilled (or not skilled enough) to 
do a job, it becomes difficult to do it. Once you realise that you cannot do a job properly, 
you are halfway to identifying your training needs. 
 
Based on this introductory explanation, what would you say a training needs analysis is? 

Helps the designer of training to isolate and define the problem as clearly and effectively as 
possible.

Helps the trainer to analyse the problem in such a way that the best possible alternative 
solutions and strategies can be identified.

Helps the trainer to choose from the alternatives and to develop the most acceptable 
combination of solutions. 

Enables the trainer to implement the solutions, to evaluate their effectiveness, and to assess 
their effect on the training system and the enterprise as a whole. 

Standards can lead to training needs. 
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Activity feedback 

Although I have not yet defined the concept, “training needs analysis”, you have already 
started to think ahead to what elements this concept may include. Have you included in 
elements like: 
• Measuring the elements of success in a job (how well a job is to be done) 
• Mistakes made on the job that indicate that the standard is not being met 
• Feelings of incompetence in doing a job 
• Deficiencies (or gaps) in an employee’ skills and knowledge base 
 
Include these elements and see what type of definition for training needs analysis you 
can come up with. 

 
3.1  Defining training needs analysis 
 

 

 
Study section 5.2 in the prescribed book.  

 
 
 
 
 
Thus, a training needs analysis can be defined as the process of finding out what an individual is supposed 
to do (the desired performance prescribed for the job) and what the individual can actually do (the actual 
performance or what an individual is doing incorrectly, inadequately, or not at all). 
 
From this information, one can view training needs as a gap to be filled. A training needs analysis therefore 
identifies the gap between what the job expects an employee to do and what the employee is actually doing. 
Consequently, there is a discrepancy or conflict between what an employee ought to be doing and that which 
he or she can do. 
 

CAN DO/IS DOING  GAP OUGHT TO DO 
 
“Can do/is doing” is the way in which someone is doing some type of job now (currently). “Ought to do” 
indicates what someone is expected to do (the standard or level of accounting or of painting) if they were 
adequately trained. If the way in which I am painting a room now is not on the standard that it is supposed 
to be, then a gap occurs. That gap is the difference between what I am doing now (while painting the room) 
and what is expected of me (the way in which a skilled, experienced painter ought to be painting). In the 
job or role description you can find information on what is expected of the employee to do a specific job. 

Training needs analysis identifies a gap between what a person MUST do and what he or she 
CAN do.  
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Activity 8.4 
 
Are you a human resource practitioner, an HRD practitioner, or a marketing manager? 
Share four of the most important tasks that your job description expects you to do. Share 
not only these tasks, but also the standard or level at which you ought to be doing them. 
 
I realise that some of you may at this stage still be unemployed. The reason why you 
enrolled for this module may have been to find a job. Right? So if you do not have a job 
description at this moment you can share a friend or a relative’s. Just ask them what it is 
that they have to do at work and write it up in terms of tasks and duties. Alternatively, you 
can think of some of the tasks you perform around the house, such as doing the dishes, 
cleaning the windows, watering the garden, and so on. 
 
Share four things that you or someone else has to do in order to complete these tasks. Also 
share the level at which you or someone else has to do these tasks in order to do them 
well, that is, to your own or someone else’s satisfaction. 
 
Share your responses with your fellow students on Discussion Forum 12: Workbook 08 
Activities (activity 8.4) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Well done! You have just completed an elementary training needs analysis of yourself or 
of someone else by identifying the gap between what you (or the other person) ought to be 
doing and what you (or the other person) are doing (or not doing) at this moment. 
 
Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 

 
3.2 Different levels at which training needs are experienced 
 
 
 
 
 
The need for training is experienced at different levels within an organisation. “Level” in this sense does not 
necessarily refer to job levels, such as manager, middle management, or factory floor worker. These levels 
indicate the spheres within which the company and its employees operate. 
 
An example will help you to understand what the word “levels” means in this context. A multinational company, 
such as Coca Cola, operates mainly within an international or global level. Thus some of its employees 
operating at this level would probably make deals with companies in countries all over the world. One would 
further imagine that these employees would at times also require training. This could include training related 
to the culture of and ways of doing business in a country like China, for instance. This training need would 
therefore be at an international level. 
 

 

 
Study section 5.3 in the prescribed book.  

Levels of training needs refer to the spheres within which the company and its employees 
operate. 
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There are four main levels at which a company can operate, each with its specific needs that have to be 
assessed through a training needs analysis. These are the macro level, meso level, micro level, and the 
mega level of operation. These levels are discussed in table 8.1. 
 
Table 8.1: Levels of training needs  

Level Description Examples 
Macro  
 

 

Macro-level needs refer to 
training needs on an 
international and national level. 

Macro-level needs are the kinds of training needs as indicated 
in the Coca-Cola example. These are needs on international 
and national levels. International (worldwide) and national 
(countrywide) issues that impact on companies include politics, 
social issues (e.g. Aids) and economics (e.g. fluctuating world 
markets). In order to operate effectively, company employees 
(especially CEOs) need to take note of these issues and their 
effect on the company. 

Meso  
 

 

Meso-level needs refer to 
organisational needs. Thus, the 
meso level represents the level 
of the local organisation. 

In a changing world, an organisation has to adapt quickly or else 
the gap between what employees know and what they ought to 
know will soon widen. Issues that impact on (influence) the local 
organisation include a changing organisational climate or 
culture, the availability or use of resources, as well as shifting 
organisational goals and objectives. One often hears of “the 
shifting of the goal posts”. This shifting could refer to new 
challenges at organisational level caused by changes at meso 
level. In order to remain successful and profitable, an 
organisation’s employees need to adapt to changes at an 
organisational level. Training needs that occur at this level need 
to be identified and addressed by a manager or practitioner like 
you. 

Micro  
 

 

Micro-level needs refer to 
training needs in the 
immediate working 
environment. This is also called 
the operational level and 
indicates the content of every 
employee’s job. The micro level 
includes performance of 
individual employees to 
determine in which performance 
areas the individual is lacking in 
terms of knowledge, skills 
and/or attitude. 

This is the level of the individual worker’s personal performance. 
Do you remember the activity in which you had to identify your 
own tasks and the needs you experienced because of gaps in 
your competency level? Those were tasks at the micro or 
operational level. An example of an operational need would be 
‘to develop lecturers’ careers within the university’. An example 
of an individual performance need would be ‘to equip Sarah with 
time management skills’. 

Mega 
 

 

Mega-level needs arise from 
organisational contributions that 
add measurable value to 
society and external clients (i.e. 
the value that the organisation 
adds outside itself). With mega-
level needs, the organisation 
has to determine how it will add 
measurable value to the societal 
bottom line. 

Examples include safety, well-being of family, health, and 
survival.  

Source: Adapted from Erasmus et al (2015)  
 
The reason why it is important to identify the appropriate level of training needs is that the information you 
will gain from this analysis will directly influence the other stages of the training cycle. For example, it would 
be ineffective (and a waste of money) to train employees on issues at macro level (e.g. the business culture 
in China) if their needs were really at micro level (e.g. how to lay bricks in a straight line). 
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Activity 8.5 
 
Consider the following training needs and identify the level at which each of the training 
needs lie: 

1. Employees need to undergo training regarding national competition. 
2. Consultants require training in customer service. 
3. Employees need to learn how to use the new e-recruitment system. 
4. Employees need to be trained in pollution prevention. 

 

 

Activity feedback 

The first training need is at the macro level as it refers to training needs on a national level. 
The second training need is at the micro level since the training need relates to the content 
of the consultants’ jobs. The third training need is at the meso level as it refers to changes 
in operational requirements for the recruitment processes. The fourth training need is at 
the mega level as pollution prevention adds measurable value to the societal bottom line. 

 
4 MODELS FOR DETERMINING TRAINING NEEDS 
 
The needs analysis models, also called plans of action, may be used in our search for finding out exactly 
what needs should be addressed through training. I will refer to two possible models for needs analysis in 
your organisation. There are other models that you will probably come across as you read various books on 
needs analysis. However, I will only refer to two: the model of Graham and Mihal, and the model of Michalak 
and Yager because they seem to be successful in many work environments. 
 
4.1 Graham and Mihal’s model for determining training needs 
 

 

 
Study section 5.5.2 in the prescribed book. 

 
This model dates back to 1986 and was designed by two specialists in the field of training and development. 
Their surnames, Graham and Mihal, came to be associated with their model. Figure 5.3 in your prescribed 
book illustrates Graham and Mihal’s model for determining training needs. This model was specifically meant 
to assess the training needs that managers of companies might experience (yes, even managers experience 
gaps in their skills and knowledge base). Graham and Mihal’s model follows a number of steps until one 
can finally list the exact training needs. Work through the steps in the prescribed book and see how they 
all fit together. 
 
4.2 Michalak and Yager’s model for determining training needs 
 

 

 
Study section 5.5.3 in the prescribed book. 

 
 
The second model for determining training needs that I will briefly discuss is the model of Michalak and 
Yager; again two specialists in the field of training and development. They have a different approach to 
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needs analysis from the previous model. In order to be an educated professional you have to look at more 
than one possibility when addressing a problem in your organisation. This is another reason why I will 
discuss more than one model for needs analysis, so that you can choose and therefore become a critical 
learner (i.e. a learner who does not take the first best option, but who investigates more than one possibility 
when facing a problem). 
 
Figure 5.3 in your prescribed book illustrates Michalak and Yager’s model for determining training needs. As 
you will see from this schematic representation, there are 11 steps to be followed to determine training needs. 
You will also notice that there seems to be a split with steps 4 to 8, on the one side, and steps 9 to 11, on the 
other. Work through these steps and you will see how this model guides you in the process of needs analysis. 
 
Although both these models are called models for determining training needs, you would have noticed that 
Michalak and Yager’s model goes far beyond the scope of determining training needs. It also deals with 
solutions to training needs, but this should not pose a problem for you at this stage in the training cycle. From 
this model one can see where the determining of training needs is leading to. The ultimate purpose of the 
needs determination component of the training cycle is to assist the employee in reducing or hopefully 
eliminating (erasing) the gap between what he or she ought to be doing and what is currently being done or 
not done. 
 
5 SOURCES OF INFORMATION AND METHODS OF COLLECTING DATA 

FOR DETERMINING TRAINING NEEDS  
 

 

 
Study sections 5.8.3.2 and 5.8.3.3 in the prescribed book.  

 
 
 
 
 
 
When it comes to needs analysis for training (or determining training needs), the focus is on collecting data 
or information on the gap between what ought to be and what is currently happening. The sources of this 
type of information (the origin of this information) must firstly be the people who are actually doing the job. 
There are also a number of other sources (apart from talking to the employees themselves) that you could 
use to gather information on employee problems. I will merely mention them here and not explain each in 
detail as they are discussed in section 5.8.3.2 of the prescribed book. These alternative sources for learning 
about job-related problems include: 
• production/output records 
• performance appraisals 
• supervisors 

Sources of information refer to places where information can be found, that deal with what is 
expected of employees in a certain job as well as whether they are performing their jobs to the 
required expectations. 
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Activity 8.6 
 
Refer to activity 8.4, where you had to determine your training needs, and answer the 
following questions: 
• Which source/s of information did you use? 
• What other sources of information could you have used? Motivate your response. 
 
Share your responses with your fellow students on Discussion Forum 12: Workbook 
08 Activities (activity 8.6) on the HRD2602 myUnisa module site. 
 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 

 
There are many ways of gathering information on just how effectively people are doing their jobs. Figure 8.4 
illustrates the methods of data collection. Again I will merely mention them here as they are discussed in 
section 5.8.3.3 of your prescribed book.  
 
Figure 8.4: Methods of collecting data for determining training needs  

 
Source: Adapted from Erasmus et al (2015) 

 
It is important to use an information source and data collection method that is relevant and will provide reliable 
and valid information. For example you cannot send out a survey to employees who are illiterate, while you 
would probably use a focus group with managers. 
  
6 FORMULATING TRAINING NEEDS 
Although an employee, or you as a practitioner, may at this stage be aware that a particular training need 
exists at a specific level in your organisation, the exact scope of the training need still has to be finalised. 
This is done in the formulation of training needs. This is necessary to ensure that the most appropriate 
training programme is designed to address the need. 

Consider the following guidelines when formulating training needs: 

• Be specific – call the need something, give it a name. 
• Be concise in your formulation – do not use too many words to describe the need. 
• Indicate the level at which the need exists (macro, meso, micro, or mega). 
• Indicate the situation in which the need arises. 
• Describe the effect (influence) of the need on job performance. 
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Activity 8.7 
 
From the analysis in activity 8.4, formulate the training needs in a way that is clear enough 
for them to serve as a foundation for the design, development and delivery of the training 
programme to follow.  

 

 

Activity feedback 

At this stage it has probably occurred to you that training needs have to be formulated in 
a clear, concise and specific manner. What good would it do for a trainer (you, in this case) 
to design a training programme if he or she has to go on a broad, vague needs 
formulation? 

Evaluate the training needs that you formulated against the guidelines provided above.  
 
7 SUMMARY 

 

 
Watch the following video for an overview of training needs analysis: 
https://www.youtube.com/watch?v=X3cSAjHDeag 

 
In this workbook you were exposed to the concepts of a system and the systems approach to training. In 
essence, a system is a set of interrelated parts that works together towards a defined goal. Training is also 
seen as a system that comprises various parts or sub-systems which work together towards a defined 
goal. The systems approach enables the training practitioner to isolate and define the training need in such 
a way that it is possible to identify alternative solutions and strategies and to develop the most acceptable 
combination of solutions. As you proceed through the rest of this topic you will continue to see the role and 
significance of this approach in all aspects of training.  
 
Workbook 08 required a lot of hard work on your part. The reason for this is the fact that the entire training 
programme relies heavily on the quality of the work that you do during stage 1 of the training cycle – the 
training needs analysis. The more thoroughly you research your organisation’s specific training needs, 
the better any gaps in employee competence can be addressed through training. This will become clearer 
as you progress to the next workbook (workbook 09). Based on the needs you have identified in this 
workbook, you will now be in a position to start planning what to present to employees in order to close 
the gaps that you have identified. 
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WORKBOOK 09 
 
Designing and developing the programme 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
 
I have mentioned repeatedly thus far that the training needs assessment is the first stage of the training 
cycle. Do you remember what I said right at the beginning of the topic about the turning wheel, called the 
training cycle? 
 
You have now completed the first stage of that cycle, which deals with training needs assessment, and you 
have identified and formulated a number of training needs. Refer to Figure 9.1 to determine how you will 
move from the first stage to the next one.  
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Figure 9.1: The training cycle 

 
Source: Adapted from Erasmus et al (2015) 
 
It is now time to design and develop a training programme to address the training needs that were identified 
in the training needs analysis stage (workbook 08) and this will form the second stage in the training cycle. 
Remember that the outlined section of the wheel indicates to you which part of the training process is under 
discussion. In order to ensure that you understand the content of this workbook, use this workbook together 
with chapters 6 and 7 in the prescribed book. 
 

 

LEARNING OUTCOMES 
 
After working through this workbook you should be able to do the following: 

• Formulate learning outcomes for a training programme 
• Identify ways to assess learning outcomes 
• Select and sequence the content of a training programme 
• Select instructional strategies for a training programme 
• Select instructional media for a training programme 
• Develop a lesson plan as part of a training programme 

 
2 FORMULATING LEARNING OUTCOMES 
Did you notice that learning outcomes were formulated for each of the workbooks? This section deals 
specifically with the formulation of learning outcomes. 
 

 

Activity 9.1 
 
Refer to the learning outcomes at the beginning of this workbook and answer the following 
questions:  

1) For whom have these outcomes been formulated? 

2) Identify the verbs (‘doing’ words) in each of these outcomes. 
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development 
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Stage 2: 
Designing and 
developing the 
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and course
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Preparing and 

presenting 
training and 
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learning and 
evaluating 

training and 
development
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Activity feedback 

These outcomes are meant for you, the learner of this module. The learning outcomes 
are the things you have to be able to do or to demonstrate after working through this 
workbook and are clearly specified through the use of verbs. After you have studied this 
workbook you should be able to: 

• Formulate (verb) learning outcomes for a training programme 
• Identify (verb) ways to assess learning outcomes 
• Select and sequence (verb) the content of a training programme 
• Select (verb) instructional strategies for a training programme 
• Select (verb) instructional media for a training programme 
• Develop (verb) a lesson plan as part of a training programme 
 
You will notice that the verbs in the learning outcomes require you to do things with the 
new knowledge you are gaining. You are not only required to know things but also to 
apply the knowledge. It is for this reason that this workbook comprises of both theory and 
activities. You are therefore confronted not only with theoretical material, but are also 
given opportunities to apply new knowledge and consequently practise new skills. 
 
Once you have identified the training needs, you need to think about the outcomes you 
wish to achieve through training. This is an important activity, because the whole process 
that follows (not only in this design phase of the training cycle, but also in the 
implementation phase and eventually in the evaluation phase) depends on the accuracy 
of this input. By ‘accuracy’ I do not mean right or wrong outcomes, but meaningful and 
appropriate ones – outcomes that will address and solve the original problem, that is, the 
gap between what ought to be and what currently is. 

 
2.1 What is an outcome? 
 
 
 
 
 

 

 
Study section 6.4 in the prescribed book.  

 
You will probably agree with me that once trainees (those employees receiving the training) have 
completed the training, they need to use their new knowledge and skills in practical situations in the 
everyday workplace. The question that you as a trainer therefore need to ask yourself is: “What must 
trainees be able to do after completing the training programme?” Both the knowledge and the skills they 
will gain through training need to be of practical value for these trainees. It is therefore crucial throughout 
the learning programme that learners be given opportunities to demonstrate (show) that they have 
achieved the outcomes. 
 
Outcomes for your training programme will therefore always be related to: 

• the audience’s typical learning styles and training needs 
 

A learning outcome is a “clear learning result that needs to be demonstrated by the learner at 
the end of each learning experience” (Van Dyk et al., 2001, p. 150). 
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• national standards 
• the people involved in the presentation of the programme or course, such as the facilitator and the 

evaluator 
 
From activity 9.1, you will notice that the approach to learning in this module (or in the workplace) is quite 
different from the more traditional approach, in which learners were only expected to remember, know, 
believe or understand the prescribed material. Outcomes-based learning is much more than that. 
Outcomes are what learners can actually do with what they remember, know, believe and understand. In 
terms of this outcomes-driven approach, outcomes need to be formulated in accordance with the actions 
or demonstration process required from the learning experiences. Thus, in formulating learning outcomes 
for your programme, you as a human resource practitioner, have to use observable action words such as 
‘describe, ‘apply’, ‘design’, ‘produce’, and so on. These are specific verbs, rather than vague terms such 
as ‘know’ or ‘understand’. Hence there are three requirements for a suitable outcome as indicated in Figure 
9.2. 
 
Figure 9.2: Requirements for a suitable outcome 

 
 
Source: Adapted from Erasmus et al (2015) 
 
A trainer can even add more criteria to these three, by indicating: 

• how the trainer will assess the outcomes 
• how the learner will demonstrate the outcomes 
• what learning techniques will accompany the learning experience 
 
The formulation of outcomes is not something that a trainer may or may not do. This step in the training 
design is not optional. A trainer actually has no choice in this matter. The South African Qualifications 

•The  verb or “doing” word will indicate the type of learning activity that will 
take place and the nature of the outcome.

•The verb needs to indicate the end result. 
•The verb must indicate behaviour that can be observed and measured. 
•Examples of these types of verb are: 'develop' (a business plan), 'analyse' (a 
case study), 'compile' (a budget), 'formulate' (training needs), 'build' (a wall), 
and so on.

Verb

•The noun indicates the object of the verb. It indicates what is going to be 
achieved, clearly indicating the issue to be addressed.  

•From the above-mentioned examples the following will serve as nouns: 'a 
business plan', 'a case study' 'a budget', 'training needs' and 'a wall'. 

• It is therefore not sufficient to expect learners just to develop, analyse, 
compile, formulate or build. There also has to be an object that is linked to 
these verbs.

Noun

•The modifying phrase (or qualifier)  indicates the scope, dimensions or 
methodology through which something is done. 

• If I use the building of a wall as an example, the following learning 
outcome will suffice: after completing the training programme the trainees 
will be able to: build (verb) a wall (noun) according to the relevant 
municipal regulation” (qualifier). 

• I can also take the issue of training needs as an example to learn about 
how to formulate outcomes: after studying the first phase of the training 
cycle, that is, training needs assessment, the learner must be able to 
formulate (verb) training needs (noun) based on the discrepancy or gap 
experienced in the workplace (qualifier).

Qualifier
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Authority (SAQA), which is a legal South African entity and oversees and directs all training and 
development in our country, has prescribed this and it is a requirement by law.  
 
The following is an example of a learning outcome that satisfies the requirements of outcomes as stated 
above: 
“Compile a draft outline of a workplace skills plan for a small business of 50 employees according to the 
requirements of the Skills Development Act and the Skills Development Levies Act.” 
 
“Compile” – verb 

“a workplace skills plan” – object 

“according to the requirements of …” – qualifier 
 

 

Activity 9.2 
 
Let me practise what I preach by affording you an opportunity to demonstrate whether 
you have the ability to formulate outcomes for the training needs you identified in activity 
8.7 (workbook 08). 

Formulate one outcome for each of the training needs that you identified in activity 8.7. 
Remember to keep the following questions at the back of your mind as you complete this 
activity: 

• What must the learners be able to know or do after completing the training 
programme? 

• How will the outcomes that I formulate contribute to reduce or eliminate the gap 
between what they now do or know and what they ought to be doing/knowing? 

• Does every learning outcome contain a verb, a noun and a qualifier? 
 

 

Activity feedback 

If I use an example of a subject that you are likely to have come across in your BCom 
degree studies, such as the job of a marketing manager, the training need may read as 
follows: 

The prospective marketing manager needs to be trained in how to conduct market 
research in a small to medium company. 
 
From this need one can formulate a learning outcome as follows: 

After completing this training programme, the learner will be able to conduct (verb) market 
research (noun) in accordance with the market research process (qualifier). 
 

 
2.2  Values and attitudes built into outcomes 
There is one more vital aspect of an outcome that I need to mention. This is the issue of the values and 
attitudes that need to be included in the outcomes (Gagné & Briggs, 1979). Thus far in the discussion I 
have concentrated mainly on the knowledge and skills aspect of training outcomes. Learners need to gain 
knowledge through training (e.g. the bricklayer needs to know how bricks are manufactured and the 
amounts of sand, water and cement it takes to mix top quality dagha for building). Learners also need to 
acquire skills through training (i.e. the bricklayer needs to lay bricks in a straight line). 
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When you add the dimension of values and attitudes to your outcomes the whole issue of learning 
becomes even more personal and individualised. By this I mean that the employee starts thinking about 
(reflects on) his or her abilities and also about the job at a higher level than previously. Let us take the 
example of the bricklayer again to illustrate this point. A bricklayer who knows everything involved in his 
or her craft and who can do the job at a high standard can achieve an even higher level of ability, which 
may include a value system of creating beauty through this craft. Attitudes that complement this value 
system may include self-confidence, pride, and a feeling of achievement in doing this job. Values and 
attitudes operate at a higher level of development than knowing and doing. 
 
So far I have focused on the formulation of learning outcomes. This step in the design process is vital for 
all subsequent steps in the training cycle. The next section will deal with the selection and sequencing of 
content for the training programme. 
 
 
3 THE SELECTION AND SEQUENCING OF CONTENT 
 

 

 
Study section 6.6 in the prescribed book.  

 
Unless training is based on carefully planned material, the success of the training programme will be at 
risk. As a trainer you will often come across other terms that are used to refer to content, such as ‘syllabus’ 
and ‘curriculum’. These two terms are often used interchangeably and indicate what has to be learnt in a 
training programme. Although there is some confusion about the exact meaning of these terms in that 
some scholars indicate that ‘syllabus’ is not the same as ‘curriculum’, I will not go into the finer differences 
of these technical terms. For the purposes of this module, I speak of the ‘content’ of the training programme 
and that is sufficient.  
 
 
 
 
 
I deliberately use the expression “conveying content” and not “teaching content”. In the context of the new 
understanding of how learning takes place, the trainer does not teach the content but facilitates a learning 
experience driven by outcomes. 
 
Selecting the content of a training programme is a vital procedure and can contribute to the success of 
such a programme. A programme designer (a role that you as a practitioner will play) normally has to rely 
on several sources from which to select the programme content. The relevant or applicable content then 
needs to be arranged in a specific sequence in order to achieve the outcomes (Van Dyk et al., 2001). 
Remember that this content must be directly related to the outcomes you have formulated. 
 
Let us discuss two factors in connection with content or programme material (i.e. selecting and sequencing 
of content). 
  

Content refers to “the material that is to be learnt by the trainees, together with the different 
ways in which the trainer will convey it to the learners” (Van Dyk et al., 2001, p. 237).  
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3.1 Factors that influence the selection of content  
 

 

 
Study section 6.6.3 in the prescribed book.  

 
There are a number of factors that influence a training practitioner’s selection of relevant training content. 
These factors will also influence the way the content is presented to the learners later on in the training 
cycle. You will learn more about this in the sections that follow. Figure 9.3 illustrates the factors that 
influence the selection of content. 
 
Figure 9.3: Factors that influence the selection of content  

 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 9.3 
 
In your opinion, what factors regarding the subject, learners, and facilitator are important 
when selecting content for a marketing training programme?  

 

Subject-matter 
characteristics

•Each subject has its own characteristics according to its types of content, whether it is
figures as in Economics or words as in History or Marketing. The same applies to areas
within an organisation, such as sales training (with the emphasis on profit margins), human
relations (with the emphasis on interpersonal relations) or management (with the emphasis
on processes and structures).

•Thinking back to the example of marketing, it would obviously be futile to think that one
can select marketing training material as course content if the trainee’s need is training in
the field of human relations.

The student

• It is impossible to know exactly how each learner learns. There are, however, aspects of
these learners that can be considered when selecting programme content. This includes
the learners’ culture and cultural differences within a group of learners, as well as
language ability, which is their ability to understand the language of instruction and
whether they can express themselves in that language.

•Learners’ learning styles also influence both the selection and the presentation of the
content of the programme. You learnt about the different learning styles in Worbook 07.

•What do you think the effect of language would be on your selection of content for a
marketing management programme? Would you select content with technical language?
Our idea is to use simple English terms and content material when training the learners.
Have you thought about their level of schooling?

The trainer or 
the facilitator

•Let us assume that you, as a practitioner, are skilled in lecturing. Your skills and
knowledge can thus be put to good use in selecting material that can be learnt through this
method of instruction.

•When a facilitator is an expert in the field, he or she is the right person to select the content
for a specific programme. However, if you feel that you are not an expert in the field in
which you have to train employees, find an expert to help you select the relevant content.
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Activity feedback 

With regard to the relevant subject or area within the organisation, you can safely 
concentrate on marketing-related material. So, do not look for sources for your content in 
the finance or human resources sections of the company’s library or archives. 
 
With regard to learner characteristics, you should take into consideration the fact that 
your learners may differ in culture. What about their level of literacy or their general style 
of learning because of a certain schooling background? What other learner 
characteristics can you think of?  
 
What type of content do you as trainer feel comfortable with? Theoretical? Practical? A 
bit of both, possibly. Will this preference lead you to select a certain type of content? I am 
convinced that it would. Why not ask a fellow employee with different expertise to help 
you select content that will contribute to the achievement of the outcomes. 

 
3.2 Sources in which content can be found 
 

 

 
Study section 6.6.4 in the prescribed book.  

 
The content of a training programme cannot simply be plucked out the air. A trainer needs to investigate 
relevant sources to find the content. The primary source (or first source to look at) is of course job data. 
Job data includes job analysis reports, performance agreements and performance work cards. It is useful 
here to use a trainee’s job as the point of departure. The reason for this is that a job description consists 
primarily of a series of job outcomes, that is, what an employee ought to know and do. Can you see how 
this comment takes us back to where the training need originated, namely the job description? This is 
where the gap or training need, as highlighted by the job description, between what an employee ought to 
do and what is actually done, originated. 
 
Other documents that can assist the trainer in finding appropriate content for the programme include: 

• Technical and operator manuals  
• Standard operating procedures  
• Standard reference books 
• Textbooks to be found in libraries 
• Organisation and function manuals 
 
In this age of information technology, one can easily find appropriate information for programme content 
on the internet. While working on this section, I quickly turned to my computer and did an internet search 
with the key phrase “human resource training”. Google came up with 64 600 000 items relating to human 
resource training. I am sure that a trainer will find something worthwhile on these internet sites to include 
in a training programme. 
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Remember that when selecting content it is important that you always consider the validity and 
trustworthiness of the source. Company documentation can be trusted with a fair amount of confidence. 
The internet however consists of information that is posted by various individuals or companies of which 
the names and credibility are not known. Be careful not to include information from the internet if you are 
unsure that it is well-researched and can be believed to be the truth.  
 
 
3.3 Learning outcomes also determine the selection of content 
One always has to keep in mind that the selection of content for the training programme is determined by 
the learning outcomes that have been formulated. The reason for this is that the purpose of this specific 
content is to achieve the perceived (predetermined) outcomes. It is in fact a matter of designing backwards, 
starting from the training need. 
 

TRAINING NEED <––––––––––>OUTCOMES <––––––––––> LEARNING CONTENT 
 
This simple diagram attempts to show you that the training need impacts on the outcomes that are 
formulated for the training programme and the outcomes will directly influence the learning content that 
you select to achieve those outcomes. You will notice that the arrow indicates movement from the training 
need to the outcomes and from the outcomes to the learning content. Too often trainers first decide on the 
content of the programme and then decide on the effect (outcome) this will have on the trainees. 
Outcomes-based education has turned around this traditional way of doing things. 
 
The arrows between the training need and the outcomes and between the outcomes and the learning 
content moves in both directions. The first arrow means that the training need influences the outcomes 
and the outcomes are based on the training need. The second arrow means that the learning outcomes 
influence the learning content and the learning content is based on the learning outcomes. This touches 
on a fundamental aspect of outcomes-based learning, namely that of learner-centeredness. In the 
traditional way of training an objective was formulated, which indicated what the trainer would do during 
the training programme (for example, “I aim to do the following: teach trainees about formulating outcomes, 
teach them about content selection”, and so on). In outcomes-based learning the focus is on the learner, 
not the trainer. Outcomes therefore describe the results of learning, and the content is the vehicle for 
ensuring that learning takes place and that these outcomes are met. For this reason the content selection 
process is determined by the outcomes. The example in figure 9.4 will demonstrate how this works. 
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Figure 9.4: Difference between a training need, an outcome, and content 

 
You have now discovered that the relevant content needs to be selected before it can be included in a 
training programme. You also saw the value of different sources in finding relevant content. Furthermore, 
I emphasised that content must serve the purpose put forward by the outcomes. This is called a learner-
centred approach to training. Next I will discuss the different ways to arrange the content that is to be 
included in the training programme. 
 
3.4  Sequencing the content of a training programme 
 

 

 
Study section 6.6.8 in the prescribed book.  

 
 
 
 
It is impossible to convey to your trainees everything they need to know all at once. Somehow the trainer 
needs to organise the content of the training programme. Proper sequencing of content can make a 
significant difference to the efficiency and effectiveness of the learning experience. For example, examine 
how the content of this workbook is sequenced. This workbook follows directly from workbook 08, in which 
the training needs analysis stage was discussed. The information from the training needs analysis is used 
to formulate the learning outcomes, which was discussed earlier on in this workbook. Training content was 
then discussed because the learning outcomes determine the content. Can you see that the sequencing 
in this workbook and also between the workbooks of this module is important? Have you noticed that the 
sequence used in the workbooks does not correspond with the sequence used in the prescribed book? 
This sequencing method is used so that you, a novice in the subject matter, will be able to make sense of 
the content provided. If you were a subject matter expert, the sequence in which information is provided 
would not matter as much because you would be able to make sense of it yourself. 
 
3.4.1 Benefits of sequencing 
 
There are a number of benefits involved in sequencing the training content properly. This will undoubtedly 
motivate the trainer not to neglect this aspect of training. Some of the benefits include the following: 

• It helps learners to make the transition from one learning experience to the next. 

I will illustrate this point by taking this topic of the module as an example. You as a learner would have 
become very confused if there was no sequence to the material in this topic and the previous ones. Let us 
assume that I, the trainer, mixed it all up and started discussing content selection, then jumped to needs 
analysis without even indicating to you, the learner, what I was doing. After providing a little information 

Training need
The worker is unable to
make a garment(like a
dress) according to a
specific measurement taken
from a commercial pattern.

Outcome
After training this worker, she
will be able to make (verb)
garments (noun) from patterns
(qualifier).

Content
Material on how to interpret a
pattern, different types of
patterns, how to measure with
a measuring tape, and so on.

Sequencing of content refers to the way in which the training material is organised. 



Workbook 09 HRD2602/1 

119 

and activities on outcomes, I returned to information on needs assessment. Can you imagine the mixed-
up learning experiences you would have had, with this resulting in frustration, confusion and feelings of 
being totally lost? Thus, sequencing is important to avoid such a situation occurring.  
 
• It ensures that the prerequisite skills and knowledge are acquired before new ones are 

introduced. 

In the context of this topic it is necessary to learn about needs assessment first before one can be 
confronted with outcomes, and later, the selection of course content. The first is a prerequisite for the 
second and third. 
 
3.4.2 Various ways to sequence content  
 
There are various ways you can sequence the learning content as well as the learning experience as a 
whole. Table 9.1 provides a few approaches that can be used to sequence content. 
 
Table 9.1: Approaches to sequencing content 

Sequencing Approach Description 

Chronological 
sequencing 

The content is arranged by time sequence. An example is dates in history, from past 
to present. 

 
Whole-to-part 
sequencing 

Learners are first shown the whole or complete model or procedure under 
discussion and then given instructions in each of the parts. Do you realise that this 
is the approach we are using right now? First I gave you a diagram of the training 
model or cycle then I started to explore each aspect of it in greater detail (whole to 
part). This type of sequencing can also be done by means of advance organisers, 
which involve a preview of the content to come. Such a preview can also take the 
form of a graphic display of the content. 

Part-to-whole 
sequencing 

Content can also be arranged the other way round. Start with the separate parts of 
information and then eventually indicate to the learner how the parts fit together to 
form the whole. This is much like the approach one uses to complete a jigsaw 
puzzle. Another example of part-to-whole sequencing is the way children learn to do 
mathematics. They start with counting forward and backward, followed by simple 
addition problems, then simple subtraction problems, and so on. 

Known-to-unknown 
sequencing 

Here the programme starts with the material that is familiar to the learners. Gradually 
the programme proceeds to material that is totally new to them. In mathematics, 
children are usually first reminded of what they learnt previously before more 
advanced or complex problems are taught. This approach is also followed in this 
module when I remind you what was discussed in previous workbooks before 
presenting new information.  

Unknown-to-known 
sequencing 

Learners are initially bombarded with new information and skills in order to arouse 
their interest and desire to know more. Is this the approach used in this topic or is it 
the other way around? I am of the opinion that this topic takes both of these routes. 
Sometimes new information is presented first and then explained by means of an 
example from everyday life (something with which the learners are familiar). At other 
times, familiar information is used to which new knowledge can be attached. Can 
you see how a trainer can mix a variety of content sequencing techniques? The 
purpose here is to create a learning experience through which outcomes can be 
achieved. 

Step-by-step 
sequencing 

Here instruction is sequenced around each step of a procedure or process. An 
example would be instructions on how to use the internet. First step: log onto a 
provider; second step: identify key words or phrases; third step: do a search; and so 
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Sequencing Approach Description 

on. This sequence also applies to programme content aimed at learners being able 
to assemble a car engine and the instructions you get when you purchase a piece 
of furniture (such as a desk) that has to be assembled. 

General-to-specific 
sequencing 

Training starts with an overview of the topic and gradually works towards the 
specifics or details. In your first year you had to register for and pass a business 
management subject, which provided you with an overview of all the aspects related 
to managing a business. Currently, you are learning about human resource 
development (HRD) which forms part of human resource management.  

Specific-to-general 
sequencing 

This is the mirror image of the previous one, namely first the detail and eventually 
the big picture. This approach is often used when statistics are taught. Student are 
taught about statistical concepts (such as populations and samples), followed by 
various statistical tests and analyses, and in the end students are taught how these 
concepts and techniques fit together in research. 

Concrete-to-abstract 
sequencing 

Here a learning programme starts with simple, observable, concrete learning 
experiences that are not open to much interpretation. Gradually the learners are 
exposed to more complex and abstract experiences. This is another one of the 
sequences we are following in this topic. Do you still remember how concrete it was 
to identify the levels of needs? Then you went onto something more abstract, namely 
specific training needs and outcomes. Can you remember how I advised you to use 
your imagination? If I now had to ask you to select programme content and to 
sequence it for your course, it would be even more abstract than formulating 
outcomes. This, by the way, is the direction this workbook is taking. At the end of 
this workbook you will be able to design (verb) a lesson plan (noun) based on the 
principles of programme design set out in this workbook (qualifier). 

 
Source: Adapted from Erasmus et al (2015) 
 
3.4.3 Guidelines for sequencing content  
 
Figure 9.5 provides guidelines for the sequencing of content to be used in a training programme. 
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Figure 9.5: Guidelines for sequencing content 

 
 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 9.4 
 
We are all exposed to information on a daily basis, whether it is through the radio, the 
television or through people talking to us (either formally or informally). 
 
Listen to any presentation or conversation by someone else and see if you can recognise 
the way in which the information is sequenced. Does the person start with the easy 
material and move on to more complicated content? Does he or she supply a step-by-
step sequence of tasks? Does he or she revise information that you ought to have before 
going on to something that is not so familiar? 
 
Share your responses with your fellow students on Discussion Forum 13: Workbook 
09 Activities (activity 9.4) on the HRD2602 myUnisa module site. 

 

Guidelines 
for 

sequencing 
content

Place tasks and information 
that are easy to learn early in 
the sequence (this is much 

the same as known-to-
unknown sequencing 
discussed previously).

Introduce early in the 
sequence broad concepts, 

principles and technical 
terms that can be applied 

throughout the course.

Close training sequences with 
discussion of 'so what' and 

'now what'.

Place previously learnt 
knowledge and skills just 

before new knowledge and 
skills (this is the reason for 

ending one learning experience 
with a summary or concluding 
remarks before moving on to a 

new learning experience).

Maintain a good mix 
of activities.

Place complex skills 
later in the sequence 

(this corresponds to the 
concrete-to-abstract 

sequencing discussed 
earlier).

Group together concepts 
and skills that build on 

each other.

Build interest and 
introduce new content 
before delving more 

deeply.

Provide subskills before 
practicing complex 

skills.

Sequence the learning 
outcomes into closely-
related, self-contained 

groups.

Place the application of 
skills, concepts and 

principles close to the 
point where they are 
introduced (it is this 

piece of advice that is 
followed when it comes 
to activities in this topic; 
what is the use of you 

only doing all the 
activities once you 

have worked through 
all the material, that is, 
right at the end of this 

topic).
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Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 

 
Selecting content for a training programme is not just about what is to be learnt, but also how it will be 
learnt. Thus, I will now discuss the selection of instructional strategies. 
 
4 SELECTING INSTRUCTIONAL STRATEGIES 
 

 

 
Study section 7.2.5.1 in the prescribed book.  

 
I would like to introduce two terms namely ‘instructional strategies’ and ‘instructional media’. These terms 
will be used in the next few sections and thus I feel it is necessary to explain them.  
 
 
 
 
 
A strategy is a plan of action for achieving a certain goal. Thus, an instructional strategy is the trainer’s 
plan that is built into his or her training programme in order to realise the formulated outcomes. While the 
content material of a programme answers the question “What will be learnt?”, instructional strategies 
answers the question “How will it be learnt?”.  
 
You should ask yourself, what is the use of selecting wonderfully relevant content, but having no plan for 
presenting it to the learners? 
 
 
 
 
 
Instructional media refers to anything, other than the written or spoken word, that can be integrated into 
the programme to improve its probability of success. This may include media such as graphics, 
photographs, video recordings, authentic texts such as newspaper clippings, laws, advertisements, 
original articles from magazines, pictures, and so on. The case studies that we are using in this study 
guide may be regarded as an instructional medium for enhancing the learning experience. 
 

 

 
Watch the following video for more information on instructional media: 
https://www.youtube.com/watch?v=iBym8gpdbz0 

 
  

An instructional strategy refers to a trainer’s plan of action on how the material will be learnt, 
the aim being to achieve the desired outcomes. 

Instructional media refer to any learning device other than the written or spoken word that 
enhances the programme, the aim being to achieve the desired outcomes 

https://www.youtube.com/watch?v=iBym8gpdbz0
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4.1 Requirements for selecting appropriate instructional strategies 
 
Let us now return to the concept of instructional strategies. As in the case of the selection of content, there 
are certain requirements to keep in mind when selecting appropriate instructional strategies, which include: 

• Strategies have to be compatible with the formulated outcomes. This means that your instructional 
plan of action must be aimed at achieving specific outcomes. An example would be an instructor who 
wants his trainees to learn how to lay bricks in a classroom setup. A lecture in a classroom and the 
outcome of learning how to lay bricks are totally incompatible. Another more suitable instructional 
strategy such as a simulation needs to be selected. 

• The instructional strategy or plan of action must suit the training institution. Pretend that you 
are a farmer wanting your employees to learn how to milk cows (the farm here being the learning 
institution) by using e-learning as an instructional strategy. Milking cows is a hands-on type of learning 
experience and, like bricklaying, requires the trainer to choose a suitable instructional strategy. 

• Match the available facilities and equipment with the learning strategy. How will learners learn 
how to milk a cow through a simulation strategy if there are no cows or milking machines available? 

• Learning strategies need to match the learners’ background and level of education. Take e- 
learning as an instructional strategy. How can a trainer include such a plan into a programme if trainees 
have never even seen a computer? 

• Instructional strategies must be appropriate to the learners’ level of competency. Instructional 
strategies need to be in line with the activities learners have to complete, as well as with their learning 
environment. I would not provide a workbook such as this one to someone who is enrolled in an adult 
basic education and training (ABET) course because the content of this workbook and the language 
used would be above the learners’ level of competency. 

• Instructional strategies should match the abilities of the training staff (including the trainer) 
who select and use them. If case studies are selected as an instructional strategy and the trainer 
does not have the ability to develop relevant case studies, this has a negative impact on the training 
and the trainees. Also, if technical content has to be mastered, one cannot use someone who does 
not have the necessary technical competence to offer the training. 

 

 

 
Study section 7.2.5.1 in the prescribed book for other considerations when selecting 
instructional strategies.  

 

 

Activity 9.5 
 
There are many types of instructional strategies that you as a trainer can select to 
achieve the six requirements for selecting appropriate instructional strategies. Once you 
become more experienced in training you can even develop your own unique and 
creative instructional strategies and use them together with any existing one. 
 
When we discussed the requirements for instructional strategies, a number of examples 
of such strategies were given. Read those requirements again and see how many 
different types of strategies you can count. 
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Activity feedback 

I hope that you also counted four strategies which include:  

1. Lectures 
2. e-learning 
3. Simulations  
4. Case studies 

 
4.2 A selection of instructional strategies 
 

 

 
Study section 7.3.4 in the prescribed book.  

 
Let us now concentrate on six of the common instructional strategies used. There are many more 
strategies which you will find in section 7.3.4 of your prescribed book.  
 
4.2.1 Lectures 
 
 
 
 

 

 
Study section 7.3.4.2 in the prescribed book.  
 

 
This instructional strategy should be used sparingly and only by skilled trainers who can combine it with a 
number of other strategies in a classroom setup. One of the disadvantages of the lecture is that it puts 
learners in the position of passive listeners. To overcome this, the lecture content and presentation need 
to be interesting and stimulating. Section 7.3.4.2 in your prescribed book provides some guidelines to 
prepare and present effective lecturers. Other suggestions include:  

• Never regard reading out loud to the learners from a textbook or a manual as lecturing. 
• Start your lecture with a real-life incident and build your content around the story. 
• Activate learners by asking them to introduce themselves before the training starts. Ask one or two of 

them to recall all the others’ names after this introduction. If something interesting is mentioned ask 
them to elaborate on it, like a surname or place of origin that you specifically relate to. 

• Start the lecture with an activity, such as asking the trainees to write down in 5 minutes what they know 
about the topic to be discussed in the lecture and get feedback from a few of them. This will help you 
to learn what they know about the subject material. Through this you would know which part of the 
topic they do know something about and which parts they know nothing about. Structure your lecture 
around this information. 

• If it is a manageable group you should learn the names of all the trainees and call them by their names 
when addressing them. 
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• Build your presentation around questions. Ask the trainees questions and encourage them to ask their 
own questions. This technique is called guided learning. 

• Ask the trainees to apply information in the programme material to their real-life situation at work. Let 
them think about this, discuss it in small groups of two or three and then share it with the entire group. 

• Change the tone of your voice at times by talking louder or softer or higher or deeper. Do it naturally 
as if you were talking to someone you know very well. 

• If the venue allows it (a huge auditorium will not work) sit down at times (especially while learners are 
giving feedback) or change your position and go and stand at the back of the classroom, for instance. 
This will create the perception that you are also learning from the learners. 

 
There is much more to be said on the issue of successful lecturing. However, I will conclude this section 
by stating that you should observe the ways in which trainers handle the lecture as a presentation 
technique, learn from their mistakes and practise what they do well. 
 
4.2.2 Electronic learning (e-learning) 
 
 
 

 

 
Study section 7.3.4.7 in the prescribed book.  
 

 
Electronic learning (e-learning) basically means learning via an electronic network. Examples are a local 
area network (LAN) or a wide area network (WAN), or even the internet. Practical examples of such 
networks include: 

• the company’s intranet 
• the internet  

 
If a company wishes to start with e-learning as a method of providing training and development and lacks 
the necessary network, it would require a huge capital investment to put all the hardware and software 
with lines of communication in place. This would also include the cost of developing the content of the 
learning programme. 
 
In e-learning it is critical (in the ideal situation) for a learner to have unlimited access to the network that 
forms the e-learning platform, for example, the internet. If he or she has difficulty in accessing the internet, 
the value adding factor of having a network-based learning facility starts to decline rapidly. Costs for e-
learning include the following: 

• establishing a network 
• developing interactive content (making the learning more user-friendly) 
• ensuring that all the learners can gain access to the network 
 
Once this is in place, the return on investment (ROI) for the company that had to pay huge amounts of 
money to start the e-learning system begins to increase quickly. However, there is one precondition which 
specifies that the place and role of e-learning in the overall learning strategy must be well defined. 
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Furthermore, the company must want to have e-learning as part of its plan for human resource 
development (HRD). It may also want to incorporate e-learning as part of its organisational culture so that 
the learners are guided and supported during the entire learning process. For e-learning to succeed, the 
programme to be presented by means of this method must be scientifically designed, suited to e-learning, 
and implemented with enthusiasm. Ultimately, taking the e-learning route will require management to be 
firm with the employees using it in cases where the learners are not comfortable with the electronic way 
of learning on their own. This so-called “top-down approach” may be necessary if ROI is to be enjoyed by 
all who recognised the advantages of e-learning in the first place.  
 
Section 7.3.4.7 in your prescribed book provides various advantages and disadvantages of e-learning. It 
is important to note that e-learning is not the be-all and end-all of presenting training and development to 
employees. It should be used selectively or avoided if it does not benefit both the company and its 
employees. 
 
4.2.3 Simulations 
 

 

 
Study section 7.3.4.3 in the prescribed book.  

 
This strategy is used to activate learners to take part in a real-life situation, but under controlled 
circumstances. Some of you may have heard of or even experienced a flight simulator, where one actually 
flies an aeroplane, but the lesson takes place in a room where an instructor is available to help. 
 
The advantages of the simulation as an instructional strategy include the following: 

(1) It develops skills by doing something in a way that is closely related to reality.  
(2) It provides an opportunity to work on something as part of a team. 
(3) Learning is reinforced because of the presence of an instructor to help one along.  
(4) It is less stressful than a real-life situation because one is allowed to make mistakes (although stress 

may also be present). 
 
A disadvantage of this strategy may be that some simulations (like a flight simulation) are expensive to 
develop. 
 
4.2.4 Demonstrations  
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Study section 7.3.4.3 in the prescribed book.  

 
A demonstration is information in action. Learning is enhanced when more than one of our senses (touch, 
taste, smell, hearing and sight) is involved. A demonstration affords one the opportunity to include the 
majority of these senses. This may take the form of assembling a car engine, milking a cow, or building a 
brick wall. A demonstration therefore takes place when the trainer tells the trainees about something (e.g. 
how to assemble the machine). Then he or she demonstrates to the learners how to do it and finally 
learners are given a chance to assemble the machine themselves. While they are doing it themselves, the 
trainer gives advice and corrects actions where applicable. Always remember that the demonstration does 
not end with the trainer demonstrating how it is done; trainees need to do it too. Demonstrations are useful 
when it comes to on-the-job training programmes in an organisation as they save a lot of precious working 
time, save money that would have been spent on formal training, and ensure that employees actually learn 
in a setting where they will be using their new skills and knowledge. 
 
4.2.5 Case studies  
 

 

 
Study section 7.3.4.3 in the prescribed book.  

 
A case study is the description of a real-life situation that the learners can read, analyse and discuss. It is 
an instructional strategy because it differs completely from the author’s style and therefore serves to 
complement the training content. A case study can, however, also serve as an instructional medium. 

Case studies also have a direct bearing on the rest of the programme content. Through a case study, 
knowledge of real-life situations can be gained as well as opportunities for the development of skills to 
solve problems presented in the case study. Learners therefore test their abilities and skills on this real-
life or fictitious situation. There are great advantages to this type of instructional strategy which includes 
the fact that learners learn to transfer newly gained skills to a real-life situation. It further supplies learners 
with a fun-filled and stimulating learning experience, because they are allowed to create their own reality 
within that of the case under investigation. 
However, this instructional strategy is not without its disadvantages as the students may not see the 
relevance of the information to their particular situation and inadequate information provided in the case 
study may lead to inappropriate results (Kizlik, 2016).  
 
4.2.6 Group enquiry 
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Study section 7.3.4.3 in the prescribed book.  

 
This is a great way to get learners involved in their own learning. Group enquiry is a technique that gives 
learners (individually, but preferably in small groups of two or three) the opportunity to go and find out for 
themselves what a certain training topic is all about. They can be referred to a library or the company 
archive where files are kept. The trainer can also supply them with relevant books, manuals, records and 
so on, and put them to work to investigate. After a while they give feedback to the group on their findings 
and the trainer latches his or her presentation onto this feedback. This does not mean that the trainer does 
not have to plan and prepare. It actually means that he or she must be so in control of the material that he 
or she can go in any direction that the learners’ investigation takes. 
 

 

Activity 9.6 
 
Provide examples of circumstances in which each of the instructional strategies 
discussed would be appropriate. Motivate your answers. 
 
Share your responses with your fellow students on Discussion Forum 13: Workbook 
09 Activities (activity 9.6) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 

 
5 DEVELOPING A LESSON PLAN 
 

 

 
Study section 6.7 in the prescribed book.  

 
It was made clear previously that effective training (achieving the outcomes it sets out to achieve) requires 
good planning. All the elements we have discussed so far are elements of this planning process, be it the 
formulation of outcomes, the selection of content, or the selection of instructional media. It is all about 
planning. 

Not only does an entire qualification, course, module, or topic need to be planned, but also the smallest 
unit of learning, which is the lesson. Lesson planning is all about taking one’s outcomes, content, 
instructional strategies and instructional media and transforming them into a learning experience. 
 
 
 

A lesson plan is an outline of a single presentation that highlights the most important elements 
of that presentation. 
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The following steps (in the form of questions) are suggested for developing a lesson plan. These steps are 
merely suggestions for the planning process and should not be seen as rigid prescriptions. Always use 
your own creative abilities to improve on and adapt material suggested by the lecturer. The steps include:  

(1) What do the learners need to achieve? You should be aware by not that this deals with the 
outcomes of the lesson, based on specific needs. 

(2) How will they achieve this? Here the trainer has in mind the selected content, the instructional 
strategy, and the instructional media to be used to achieve the outcomes. 

(3) How will the learners know that they have achieved the outcomes? This question refers to 
assessment criteria and standards of excellence that need to be in place to test the learners’ levels 
of achieving the outcomes. 

 
I discussed all three of these elements of the lesson plan at the start of this topic. It is now time for you to 
put all your efforts together (from outcomes to instructional media) into one lesson plan. This will take the 
form of an activity. 
 

 

Activity 9.7 
 
Develop a lesson plan (i.e. an outline of a learning experience) by including all the 
following aspects into a learning experience. Base your lesson plan on the work that you 
have already done so far in this workbook. 

(1) Define a training need of one of your colleagues. If you are unemployed, define a 
training need of an employed friend or family member.  

(2) Select one or two (no more than three) outcomes to address that need. 
(3) Clearly indicate the types of assessment you will be using as well as the criteria to 

be used in each type of assessment. 
(4) Identify applicable sources of information from which you can select content to use 

as lesson material. Give reasons for your actions. 
(5) Briefly highlight the main themes from the material you have selected to achieve 

the skills, knowledge and attitudes highlighted in the outcomes. Give reasons for 
your actions. 

(6) Indicate how you would sequence the material in your lesson. Give reasons. 
(7) Indicate what instructional strategies you would use in your lesson. Give reasons. 
(8) Indicate what instructional media you would use in your lesson. Give reasons. 

 
 

 

Activity feedback 

It is suggested that you put this whole lesson plan onto a lesson plan sheet (a format 
used in designing a presentation) or a lesson plan table with seven columns from left to 
right, one column for the training need, the next for the outcomes, followed by the sources 
of content, and so on. This will help to give you an overall picture of the lesson plan once 
all the columns are completely filled with information. Table 9.2 will give you an idea of 
such a lesson plan sheet. 
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Table 9.2: Example of a lesson plan table 

Training 
need Outcomes Sources 

of content 

Main themes 
to be 

covered in 
content 

Sequence Instructional 
strategies 

Instructio- 
nal media 

Refer to 
section 6 
in 
workbook 
08. 

Refer to 
section 2 in 
this 
workbook 
(workbook 
09). 

Refer to 
section 3.2 
in this 
workbook.  

Select any 
themes you 
feel will be 
appropriate. 
For example: 
-Human 
relations 
-Culture 
studies 
-Controlling 
stress 

Refer to 
section 
3.4 of this 
workbook 
and select 
one or 
more of 
the ways 
to 
sequence 
your 
content. 

Refer to 
section 4 of 
this 
workbook 
and select 
one or more 
of these 
strategies to 
convey the 
content and 
eventually 
reach the 
outcomes. 

Refer to 
section 4 
of this 
workbook 
and select 
one or 
more of 
these 
media to 
convey the 
content 
and 
eventually 
reach the 
outcomes 

 
I believe that you have had enough opportunities up to this point to understand and apply 
these elements of training, so I am not going to supply you with a lesson plan to serve as 
an example. The only thing I would like to emphasise is that this is just an outline, a plan 
of a lesson and not every word, sentence, graph, picture or paragraph that you would 
include in your lesson. 
 
If there are any aspects of the process that you have difficulty with, I would advise you to 
look them up in the topic material, revise them and redo the activities based on them. 
 
Note that the purpose of completing a lesson plan sheet is to: 

• use it as a quality assurance mechanism – that is, to convince yourself and your 
overseer (supervisor) of the quality of the training programme you are developing (of 
which the lesson plan is only a small part) 

• use it after the training programme has been completed for the purpose of determining 
the strengths and weaknesses of the programme 

• build on the experience one gains from each lesson plan 
 
Remember these wise words: “Failing to plan, is planning to fail”. It is said that the Japanese, who are 
renowned for the quality of work they do, spend 80 percent of their effort on planning, and 20 percent on 
doing what they have planned. This principle goes for every aspect of our lives, whether it is for a soccer 
game, a hobby, or a car wash. The question of planning is therefore of paramount importance in training 
as well. 
 

 

 
Watch the following video on the importance of lesson planning: 
https://www.youtube.com/watch?v=ZX6WMmkc0ls 

 
  

https://www.youtube.com/watch?v=ZX6WMmkc0ls
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6 SUMMARY 
I would like to emphasise the importance of planning in designing a training programme. It is important to 
realise that tackling something as comprehensive as a training programme that addresses specific needs 
should not be taken lightly. Training is not something that “happens” as one goes along. It is a 
predetermined (although not rigid), well-planned process that envisages certain outcomes. These 
outcomes, as you have seen, determine not only the content you select for the programme, but also the 
sequencing of that content within the programme. In addition, the outcomes directly influence the 
instructional strategy you will follow, as well as the instructional media you choose. It is now appropriate 
to move on to the next phase in the training cycle, which is the actual presentation of the programme. 
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
 
You have now completed the second stage of the training cycle, which deals with designing and developing 
the training programme. Refer to figure 10.1 to determine how you will move from the second to the third 
stage.  
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Figure 10.1: The training cycle 

 
 
Source: Adapted from Erasmus et al (2015) 
 
It is now time to prepare and present the training programme which will form the third stage in the training 
cycle. Remember that the outlined section of the wheel indicates which part of the training process is under 
discussion. 
 
To ensure that you understand the content of this workbook, use this workbook together with chapter 7 in 
the prescribed book. 
 

 

LEARNING OUTCOMES 
 
After working through this workbook you should be able to do the following: 

• Create a learning environment for a training programme 
• Select the type or types of presentation for a training programme  
• Describe the role of the facilitator in presenting a training programme 

 
2 CREATING A LEARNING ENVIRONMENT 
 
Ask yourself in what type of environment would you prefer to learn? 
 

 

 
Would it be an autocratic environment in which people tell you what to learn, when to 
learn it, and how to learn it? 
 

 

 
Would it be a paternalistic environment in which people treat you like a child by telling 
you what is good for you to learn and what is not? 

Stage 1: 
Analysing the 
training and 
development 

needs

Stage 2: 
Designing and 
developing the 

programme 
and course

Stage 3:
Preparing and 

presenting 
training and 
development

Stage 4:
Assessing 

learning and 
evaluating 

training and 
development



Workbook 10 HRD2602/1 

135 

 

 
Would it be a stress-filled environment in which you are thrown in at the deep end not 
knowing what to do, not understanding the study material, and not knowing how you 
will be assessed? 

 

 
Would it be a step-by-step type of environment in which people assume you cannot 
think for yourself and therefore never offer you an opportunity to do so, or to make up 
your own mind on issues and explore things you do not yet know? 

 
I cannot say exactly what your learning preferences are. However, it would probably be safe to say that 
the majority of adults do not prefer to learn in any one of the negative learning environments mentioned.  
 

 

Activity 10.1 
 
How would a positive learning environment look in which you would like to learn, thrive and 
be successful?  

Share your responses with your fellow students on Discussion Forum 14: Workbook 
10 Activities (activity 10.1) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. I look forward to your responses. 

 

 
2.1  What is a learning environment? 
 
 
 
 
 
Different components contribute to this learning climate (be it a positive or a negative climate) and these 
include the people who participate in the training (trainees), the person who facilitates or presents the 
training (the trainer), and the places (training venue and training facilities) where training takes place. Let 
us discuss these environmental factors in more detail. 
 
2.2 Factors that contribute to a positive learning environment 
 
You will notice that this third stage of the training cycle is based largely on practical things that you can do 
to ensure that your training programme is a success. 
 
 
 

A learning environment refers to the overall climate or atmosphere in which learning takes 
place. 
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2.2.1 Notify learners of the upcoming training/learning opportunity 
 

 

 
Study section 7.2.5.4 in the prescribed book.  

 
The training practitioner notifies prospective learners to create an awareness of the training and to inform 
them about the training programme that is about to take place. This action can be related to the training 
needs assessment. Those employees who have indicated that they are experiencing a need for training 
have to be selected for your programme and informed about it. You, as the practitioner, can convey this 
to their direct supervisor who will arrange for them to undergo the training. Informing these employees well 
in advance will prevent a situation where they are caught unaware by a notice stating that they have to 
undergo training in, say, two days’ time. 
 

 

Activity 10.2 
 
Describe how you get to know about training opportunities in your organisation. If you are 
unemployed, how do you get to know about self-improvement opportunities? 

 

 

Activity feedback 

There are various ways in which learners can be notified about training opportunities. At 
Unisa, training opportunities are communicated to lecturers via the intranet or personal 
invitations emailed to the lecturers. Lecturers can also look for opportunities and apply 
for training funds to attend opportunities that are not offered at Unisa.  

 
Trainees may have to prepare for the training programme (for example, do some prescribed reading or 
activity, like writing a short life history of themselves beforehand). This strategy will encourage dialogue 
between trainees even before the training programme has started. Learners will be sensitised to different 
viewpoints on aspects of the programme. Sharing these viewpoints once the programme has started will 
inform the facilitator about the learners’ prior knowledge of aspects of the programme. 
 
Preparing trainees beforehand will help them to arrange their work programme in such a way that they can 
concentrate on their training and not on any unfinished business on their desks. A formal invitation from 
the human resource department will contribute to their motivation and positive attitude. An outline of the 
programme outcomes, content, and a short description of the instructional strategies involved, will motivate 
people to start looking forward to the training. By now, you should have prepared the outcomes, content, 
and strategies of the training programme. 
 
2.2.2. Check in advance whether all the resources required for the programme are available 
 

 

 
Study section 7.2.5.3 in the prescribed book.  
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This includes all the equipment you will be using during the training programme, such as chairs, tables, 
pens, paper, any other stationery trainees will require, a whiteboard, flip chart, overhead projector, radio, 
digital recorder, name tags for trainees and yourself, files with class notes and a writing pad, computer(s), 
and so on. This also includes lighting and air conditioning. Check your equipment to make sure it is in 
working order. Arrange everything as you have planned it (you can include this type of planning in your 
selection of instructional strategies and media). Make arrangements for drinking water to be placed on the 
tables if you are using a classroom strategy for learning. Make arrangements with people who will be 
making a contribution to the training, for instance, the foreman if you are visiting a building site, a speaker 
on a certain topic, or for transport if you are visiting places away from the workplace. This list can go on 
and on. I encourage you to be creative. 
 
2.2.3 Select the correct facilities where training will take place 
 

 

 
Study section 7.2.5.2 in the prescribed book.  

 
Never feel that you have to use the only training venue your company has, such as a classroom or a 
boardroom. Choose a venue that suits your choice of instructional strategy. Make sure beforehand that 
the venue you select has enough space for all the trainees. If your instructional strategy requires trainees 
to work individually or in groups, make sure that your venue allows for this. The most frustrating experience 
is when a trainer suggests working in teams, but then realises that the chairs and tables are attached to 
the floor, which makes it difficult to form discussion groups. See to it that the venue has enough light and 
that it can be controlled for the purpose of showing slides or videos. Ventilation also plays an important 
part in the success of your training programme; a poorly ventilated venue will soon lead to drowsiness 
among learners, which will limit their receptiveness to new knowledge and participating in activities. 
 
Additional factors regarding the facilities can include: 
 

 

 
Acoustics  

For example, if the room has an echo effect you will have to speak softly.  
 

 

Parking and accommodation for trainees  

If training takes place away from trainees’ homes, investigate possible accommodation 
close to the training centre as well as prices, and give out this information to them before 
the training starts. 

 

Physical location of the venue  

Is it close to centres of transport? 
Is it safe and secure? 
Are emergency services, like doctors, pharmacies and hospitals available? 
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Activity 10.3 
 
Think back to some of the training sessions you have attended in your life and answer 
the following questions: 

1) Were you impressed with the training environment that was created for you to learn 
in?  

2) What impressed you most?  
3) What did not impress you at all?  
4) What did you feel like complaining about?  
 
Make a list of each of these issues. 

 

 

Activity feedback 

Let me share with you a situation that a colleague of mine experienced as she had to 
facilitate a training programme. This may not be the same scenario as yours in the 
activity, in which you were one of the trainees, but it aims to show you what can go wrong 
if planning is not done properly. 
 
My colleague had planned all her instructional strategies for the training which included 
background music to create a relaxed atmosphere, transparencies to summarise the 
lecture content, different colours of whiteboard pens to activate the learners’ visual 
senses, activities for the group work, as well as slides that would contribute to the 
understanding of one part of her presentation. She had visited the very same venue once 
before and knew exactly what to include in her planning and what to take along. To play 
it safe she took along a projector to show the slides, because she knew that the venue 
did not have one. What she did not know was that the company for whom she had to do 
the training had changed the venue because of a double booking. 
 
The moment she arrived at the new venue the whole training programme collapsed 
before her eyes. There was no electricity, so the music and slide-show scenarios were 
out of the question. Since there was no overhead projector the transparencies were 
useless. The board was not a whiteboard, but a chalkboard. There was one piece of red 
chalk and red chalk does not really work on a green background. Her world was shattered 
and she felt like going home. It is at times like these that a trainer must be resourceful to 
save the situation for the sake of successful learning. 
 
She decided not to become caught up in disappointment and negative thoughts. She 
realised that she did not have many instructional media to rely on. The lecture (as an 
instructional strategy) seemed to be the only way out of her dilemma, but realising that it 
had its limitations she had to add some value to the lecture as an instructional strategy. 
So she combined the lecture with small group activities. At times the group of learners 
even stepped outside of the classroom and explored some aspects of the information by 
playing with a ball or playing hide and seek. 
 
Reflect on what you would have done in this situation. What type of creative combination 
of instructional strategies and media would you have used to make it worthwhile for the 
learners? 
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3 TYPES OF PRESENTATION 
 

 

 
Study section 7.3.4 in the prescribed book.  

 
In the feedback to the previous activity I mentioned that a trainer needs to be resourceful. This simply 
means that he or she needs to be skilled in more than just one or two types of presentation. If you have 
planned a certain type (or a combination of types) of presentation and things go wrong, you have to be 
able to rely on your knowledge of other training methods to save the day.  
 
There are various types of presentation, which include lectures, electronic learning, simulations, 
demonstrations, case studies, and group enquiry, to name a few. You will notice that this section on the 
types of presentation corresponds to what you learnt about instructional strategies in workbook 09. Thus, 
I am not going to discuss these types of presentation again. Recap on what you have learnt by going 
through section 4.2 of workbook 08 and section 7.3.4 in the prescribed book. When instructional strategies 
were discussed in workbook 08, you were still planning the training programme. Now, in the third stage of 
the training cycle, you are applying in practice what you planned in the previous stage. The third stage of 
the training cycle is therefore the practical stage, so to speak. 
 
Although only six types of presentation have been discussed, the possibilities are endless. Thus, you are 
encouraged to be creative. As I have said many times before in this topic, a trainer needs to become 
creative by combining specific types of presentation and even devising new ones. 
 

 

Activity 10.4 
 
Combine the lecture and the group enquiry as two types of presentation. Describe clearly 
how you would go about it by using both of them in one presentation. 

 

 

Activity feedback 

This may seem quite challenging to you. It is, in fact, not as difficult as it may seem at 
first. One can start by using the lecture type of presentation. You as a trainer will inform 
the class about the aims of the presentation, namely that learners have the opportunity 
to discover more about a certain topic. Let us pretend that the topic for the day is: 
‘Company policy on service to clients’. The group will then be given the opportunity to go 
and look for policy documents dealing with this issue. Think of strategies for organising 
the group into smaller units to go and find out about this topic. When the groups return 
after an hour or two, you, as the trainer, could give a lecture on client service in a 
corporate environment. You will also have to think of ways to incorporate what the groups 
found in their investigation into your presentation. 
 
A combination of presentation types makes training an exciting experience and creates 
a healthy environment (full of action and feedback) for learning to take place. 
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4 THE ROLE OF THE FACILITATOR IN PRESENTING THE TRAINING 
PROGRAMME 

 
The term ‘facilitator’ has cropped up a number of times in this topic and I am sure that you must be 
wondering what exactly a facilitator is. In section 2 of this workbook, a number of negative learning 
environments were presented. In such environments a learning facilitator is not present and the learner is 
seen and treated as an inactive recipient of training and not an active participant in the training session. 
Let us now explore the role of the facilitator in greater detail. 
 

 

 
Study section 7.3.2 in the prescribed book.  

 
4.1  Characteristics of a learning facilitator 
 
A learning facilitator is someone who creates and promotes learning experiences. He or she is not a 
teacher whose aim is to cover certain study material. A learning facilitator knows that learners are more 
important than anything else, including him or her and the learning material. The facilitator guides the 
learner, as active participant in the training, through the learning outcomes of the training course. He or 
she needs to possess the skills, knowledge, attitudes, and values as illustrated in figure 10.2. 
 
Figure 10.2: Characteristics of a learning facilitator 

 

Source: Adapted from Erasmus et al (2015) 

Focus on students
Understanding that learning is not about the trainer but the trainees, and helping them improve.

Expertise in subject matter
This refers to proficiency in the theoretical, technical and practical aspects of the particular discipline or 
content area. Passion in the content area is also important.

Making the learning content interesting
Even if a student is personally motivated to learn a topic, if the learning content itself is not 
motivating, the student's brain will do everything possible to look for something more interesting.

Personality
While people are born with particular personality traits, it is possible to cultivate a personality that is 
conducive to the achievement of one's objectives. An example is that of a job interviewee. Whether 
you are naturally shy or an introvert, if you go for a job interview, you try and come out of your shell 
and present yourself in a way that reveals your competencies, abilities and friendliness. 

Interpersonal and human relations skills
This is also related to personality. Interpersonal skills include listening, showing genuine interest in 
people and their concerns, and patience (this last skill is very important in a learning situation).

Instructional design
This refers to knowledge and skills in strategies and techniques of preparing subject matter for 
presentation. These include calculating  the time needed for the lesson, compiling the necessary aids 
such as media, introducing the lesson, presenting the new subject matter,  knowing what not to include 
so as to avoid cognitive or information overload, and incorporating assessment of understanding.

Learning transaction skills
A learning facilitator needs to know how learning takes place and the various learning styles that people use. 
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4.2  Competencies of a learning facilitator 
The competencies that a learning facilitator should possess are summarised in figure 10.3. 
 
Figure 10.3: Competencies of a learning facilitator 
 

 
Source: Adapted from Erasmus et al (2015) 
 
It is clear from this list that a facilitator of learning needs to be multi-skilled and highly experienced. This 
list can be extended for another full page or two. Reflect on what you contribute to this from your own 
abilities and experience as a facilitator. 
 

 

Activity 10.5 
 
This activity will combine this content of this workbook with the material presented in 
workbook 07 about adult learning. 
 
You will have noticed that a learning facilitator is a unique type of person. What, in your 
opinion, is the relationship between the characteristics of a learning facilitator and the fact 
that such a facilitator deals with adult learners? In other words, see if you can find a link 
between the characteristics of the adult learner and those of the learning facilitator. 

 

 

Activity feedback 

I previously said that adult learners are experienced people. They know a lot about many 
things and they have a lifetime of experience. A good facilitator, on the other hand, is 
always on the lookout for something new to learn. When you combine these two things, 
you will find that the facilitator can (and ought to) learn from any group of trainees and 
also enables any group of trainees to learn from each other. 
 
Have you thought of combining the following two ideas: adults are ready to learn and 
want to be involved in the learning event, on the one hand, and the facilitator is an active 
listener, on the other? 

 
5 SUMMARY 
This workbook provided a number of practical guidelines on the presentation of a training programme, 
which is stage 3 of the training cycle. I explained how to create a positive learning environment in which a 
learner can succeed. This environment is not only dependent on the choice of a venue and the “hardware”, 
such as stationery, chairs and sufficient fresh air, but also has to do with the type of presentation, as well 
as the skills of the facilitator of the training programme. It is therefore of the utmost importance that the 
facilitator improves his or her knowledge and skills of facilitation and presentation. 
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Presenting a training programme successfully requires resourcefulness on the part of the facilitator. As 
you have seen from this workbook, there are a number of possible ways (and of course, combinations of 
them) to present a training programme. It is also a matter of “practice makes perfect”. So, whenever you 
have an opportunity to present material to people, try as many of these techniques as possible and acquire 
skills in a variety of presentation techniques. In the next workbook the last phase in the training cycle will 
be discussed, which involves assessing learning and evaluating the training programme. 
 
6 BIBLIOGRAPHY FOR WORKBOOK 10 
Erasmus, B.J., Loedolff, PvZ, Mda, T. & Nel, P.S. 2015. Managing training and development. 7th edition. 
Cape Town: Oxford University Press.  
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Have a look at the mind map to determine where you are in the process of working 
through the study material. 

 
1 INTRODUCTION AND OUTCOMES 
We have now come to the last stage of the training cycle which involves the evaluation of the training 
programme and the assessment of learners. Take a good look at figure 11.1 and orientate yourself to the 
stage of the cycle that is going to be discussed in this workbook. Remember that the outlined section of the 
wheel indicates which part of the training process is under discussion. 
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Figure 11.1: The training cycle 

 
Source: Adapted from Erasmus et al (2015) 
 
The concepts ‘evaluation’ and ‘assessment’ are discussed in stage 4 in order to indicate at what stage of 
the training cycle certain types of evaluation and assessment should be carried out. However, the planning 
of this last phase should be done much earlier, during the second stage of the cycle. A serious problem with 
many training programmes is that trainers do not regard the evaluation of the training programme or the 
assessment of learners’ learning as an integral part of the entire training process. When asked whether the 
training really contributed to the improvement of a trainee’s job performance, superficial attempts are made 
to quickly test trainees in some or other way. The problem with this kind of approach to evaluation and 
assessment is that one will never know how training really benefits the company.  
 

 

Activity 11.1 
 
Think about a training session you have attended. Would you regard this session as 
effective in improving your work or personal habits?  

 

 

 

Activity feedback 

The first example that comes to mind is one where I attended a session presented by a 
motivational speaker. As I walked out of the venue, I was inspired to change various aspects 
of my life. However, many of the changes that I had in mind were soon forgotten and were 
not implemented in my life. How many of you can relate to this? The same often happens 
with workplace training programmes.  

 
Evaluation and assessment should therefore not be treated as an afterthought or an add-on, or a process 
totally unrelated to the entire training programme. Plans for evaluating training programmes and assessing 
learners’ achievements should be built into the training process and should form an integral part of it. Thus, 
the focus of this workbook will be on learner assessment and programme evaluation.  
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To ensure that you understand the content of this workbook, use this workbook together with chapter 8 in 
the prescribed book. 
 

 

LEARNING OUTCOMES 
 
After working through this workbook you should be able to do the following: 

• Distinguish between evaluation and assessment 
• Identify different types of evaluation 
• Explain the principles of evaluation 
• Identify the applicable evaluation instruments for a programme 
• Apply criteria for evaluating a programme 
• Apply criteria for assessing learning outcomes 
• Explain the role of assessment in outcomes-based training and development 
• Describe the principles of assessment 

 
2 DEFINITION OF THE TERMS ‘ASSESSMENT’ AND ‘EVALUATION’ 
 

 

 
Study section 8.2 in the prescribed book.  

 
From the introductory remarks you would have realised that both the terms ‘evaluation’ and ‘assessment’ are 
used. You should NOT treat these words as synonyms (words having the same meaning).  
 
 
 
 
 
In other words, assessment answers the question: Has learning really taken place? 
 
For the purpose of this topic, the word ‘assess’ is used in the sense of determining whether the learning 
outcomes were achieved by individual learners. The term ‘evaluate’ is used in order to determine the success 
of the training programme itself. However, these two processes cannot be separated entirely because they 
influence each other continuously. 
 
 
 
 
 
In other words, evaluation refers to the act of finding out to what extent the training programme was/is 
successful. The evaluation process therefore “focuses on two aspects: the effectiveness of training and 
development, which determines whether the correct type of training was presented, and the efficiency of 
training and development, which determines whether the correct methods and techniques were used to impart 
the course content to students” (Erasmus et al, 2015, p. 222). 
 

Evaluation refers to the effort that goes into determining the extent to which a training 
programme has accomplished what it set out to accomplish. 

Assessment implies the process of finding out to what extent learning outcomes are being/were 
achieved. 
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Activity 11.2 
 
Think about this module and answer the following questions: 

1) Are the assignments and examination examples of assessment or evaluation? 

2) If you were asked to rate this module, would that be an example of assessment or 
evaluation? 

 

 

Activity feedback 

The assignments and examination for this module are examples of assessment as the 
aim is to find out to what extent the learning outcomes are being/were achieved. Rating 
this module is an example of evaluation as it aims to determine the effectiveness of the 
module.  

 
3 LEARNER ASSESSMENT  
 
A thorough discussion on assessment needs to be included in a course such as this one, because 
assessment in the HRD environment is very important. Unfortunately, I cannot include everything you need 
to know about assessment in a short workbook such as this one. However, I can sensitise you to specific 
knowledge, skills, and attitudes that will benefit you in your workplace.  
 
3.1 Explaining the concept ‘assessment’ 
 

 

 

Study sections 8.3.1 and 8.3.2 in the prescribed book.  

 
 
 
 
 
It is clear from this definition that assessment basically consists of the following elements identified by 
Erasmus et al (2015): 

• It is a structured process and therefore not done haphazardly, once-off, or willy-nilly. Assessment 
needs to be planned and executed in a structured fashion. 

• Assessment is about gathering evidence; therefore, the assessment plan should include a variety of 
techniques for gathering evidence of competence and not rely on just one technique, such as written 
(pen and paper) examinations. 

• Assessment focuses on learners’ achievements; this is contrary to traditional practices, where 
assessment usually highlights learners’ non-achievements (that which they cannot do). 

• Assessment is directly related to specific learning outcomes and assessors may never assess the 
knowledge, skills, and attitudes that were not part of the learning experience because that would make 
the assessment invalid. (You will learn about the principles of assessment, such as validity, reliability, 
and others in section 3.4 of this workbook.) 
 
 

Assessment can be defined as a structured process for gathering evidence about the 
candidate’s (i.e. the learner’s) achievements in relation to specific learning outcomes 
(Kenwright, 2003, p.12). 
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Refer to section 8.3.2 of the prescribed book for the purposes of assessment.  
 
3.2 Requirements of outcomes-based assessment 
 

 

 

Study section 8.3.3 in the prescribed book.  

 
How and when should trainees be assessed in an outcomes-based approach to learning? The following 
explanation of the requirements of outcomes-based assessment from Erasmus et al (2015) will attempt to 
answer this burning question: 

• Learners should be assessed against the criteria put forward in the outcomes. 
Never assess learners against criteria that you have not communicated to them – hence the importance 
of including the assessment criteria in the outcomes. 

• Learners should be provided with sufficient opportunities to demonstrate or provide further 
evidence of their achievement of the outcomes. 
Think about the bricklayer example mentioned previously. The bricklayer should not be removed from 
the programme to come back at another time; alternative ways should be found so that he or she is able 
to achieve the outcomes. 

• The assessment process should be considered as an integral part of the learning process.  
Do not surprise learners with a test or examination only after completing their learning experience; 
assessment is also a learning experience and therefore part and parcel of the programme.  

• There should be some form of moderation to ensure consistency of assessment. 
Moderation, which is a quality assurance process, should ensure consistency of assessment. In order 
for assessments to be regarded as ‘consistent’, they must allow for comparable judgments to be made 
in the same (or similar) contexts each time a particular assessment is conducted (ETDPSETA, 2012).  

• Competence must be demonstrated: 
o Assessment must take place at the end of each learning experience (this is the purpose of each of 

the activities in this document, namely to provide you with an opportunity to demonstrate your level 
of competence after each learning experience – hence regard each heading in this topic as a learning 
experience and not only as information to be learnt). 

o Assessment should be related to a performance requirement. 
o Assessment should show evidence of significant learning. 
o Assessment must be of a high quality. 

 
3.3 Types of assessment 
 

 

 

Study section 8.3.5 in the prescribed book.  

 
You may have realised by now that there are two main types of assessment in outcomes-based learning. 
These also correspond to the question posed earlier, namely: “When does assessment take place in an 
outcomes-based approach to learning?” There are various other types of assessment that you will come 
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across in section 8.3.5 of the prescribed book. However, I will focus on the two main types, namely: formative 
assessment and summative assessment. 

• Formative assessment monitors learners’ abilities (i.e. their knowledge, skills, and attitude as set out in 
the outcomes) throughout the training programme. Techniques that one can use to implement this type 
of assessment are activities and feedback on these activities (as in this workbook), role-playing 
throughout the programme, projects, and group activities. What makes assessment formative is the fact 
that learners are assisted by their instructor/facilitator in the role-play, the project, the activity, and so on. 
This type of assessment therefore takes place during the actual training of employees. The feedback to 
the activities that you, as a student, perform serves this purpose as well as the feedback you receive on 
assignments. 
 

• Summative assessment takes place at the end of the time allotted for the programme, course, or 
qualification. It is still part of the learning process, but differs from formative assessment in the time that 
it occurs within the learning process. This type of assessment indicates whether a learner has achieved 
the learning outcomes for the entire programme or whether he or she complies with the purpose for 
which the training programme was developed. 

 

 

Activity 11.3 
 
Identify two examples of formative assessment and one example of summative 
assessment used in this module.  

 

 

Activity feedback 

There are many examples of formative assessment used in this module, which include: 
the assignments, activities, self-assessment questions, reflections, and discussion forum 
activities. The examination takes place at the end of the semester and is an example of 
summative assessment used in this module.  

 
3.4 Principles of assessment 
 

 

 

Study section 8.3.4 in the prescribed book.  

 
Nothing in life is principle free. This means that whatever you do will be driven by principles or basic rules. 
This section will make you aware of (good and bad) principles that underlie people’s assessment practices. 
The aim is, firstly, to make you aware of the underlying principles that govern the practice of assessment, 
and secondly, to guide you towards incorporating ‘good’ principles into your own assessment practices. 
Various assessment principles are illustrated in figure 11.2 that will contribute to your own development in 
the field of assessment. 
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Figure 11.2: Principles of assessment 

 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 11.4 
 
Ethics (correct conduct) is part and parcel of assessment. Ethical behaviour is incorporated 
in the principles that were just discussed. Do you see how attitude (another aspect of 
assessment) also forms part of these principles? 
 
Access the following links: 
• https://facultyinnovate.utexas.edu/teaching/assess-learning/ethical-considerations 
• http://www.fasset.org.za/downloads/implementing_conducting_ass20041026.pdf 

(refer to page 33 of the document) 
 
Now answer the following question: 
In your opinion, what attitudes of the assessor are implied in the principles of transparency 
and fairness? 

 

• The assessment process should be clear and open to candidates. 
• Candidates (especially adult learners who you will be working with) may sometimes even question the 
process and procedures that you as an assessor are employing.

Transparency

• Assessment is valid when it assesses what it claims to assess – that is, when evidence demonstrates that 
outcomes have been met.

• Assessment is therefore invalid when one assesses something different from what you and your learners 
agreed upon (i.e. learning outcomes).

Validity

• This refers to the fact that the same judgements are made regardless of the context (i.e. consistency). 
• Thus, even if the same assessment is done by different assessors, or in different circumstances (e.g. a 
different venue), the process and procedures remain the same.

Reliability

• The test must eliminate the judgement or bias of the scorer when marking the test.
• If the test is completely objective, different people scoring the test at different times will arrive at the same 
score.

Objectivity

• Assessment must be feasible. 
• Assessment practices must take into account financial resources, facilities, equipment, and time.

Practicality. 

• Assessment is fair if it does not disadvantage anybody on the basis of race, gender, ethnicity, disability, 
language, or location. 

• Assessment is also fair when it takes learners’ learning styles, values, and life experiences seriously. 

Fairness 

• Assessment should be flexible enough to cater for the scope of knowledge and skills covered by the 
assessment criteria.

• Assessment is flexible when it takes into account and accommodates variations in learners’ contexts, 
range of needs, and personal circumstances.

Flexibility

• The evidence provided by the student must be the evidence that the student himself or herself has 
produced to show competence.

• The assessment must not have been done by someone else on behalf of the student. 

Authenticity

https://facultyinnovate.utexas.edu/teaching/assess-learning/ethical-considerations
http://www.fasset.org.za/downloads/implementing_conducting_ass20041026.pdf
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Activity feedback 

It is becoming increasingly clear that an assessor needs to be a person with high integrity 
and advanced emotional intelligence. 
 
To be transparent in what one does takes a huge measure of maturity. Transparent 
people take the attitude of “I have nothing to hide”, and “I am at peace with myself; I don’t 
have to build an empire in which I am the king”. 

Fairness can only become part of you if you are free of bias and stereotypes. People 
who are fair adopt the attitude of “in my eyes all people are equal”. 

 
3.5 Assessment methods and instruments 
 
Methods and instruments of assessment may be seen as tools that you as a trainer/assessor can use to 
ensure the effectiveness and efficiency of the assessment. It is easy to teach somebody to master a craft 
(e.g. that of a plumber) by first teaching that person how to use the relevant tools for the job. It is also 
important to introduce that person to a wide range of tools as possible in order to do the same thing or 
different things in a variety of ways. Although a trainer is not identical in nature to a plumber or motor 
mechanic, you, as a trainer, will also need tools to do the job of assessing. This section firstly introduces you 
to a number of methods and instruments to be used for assessment purposes and, secondly, puts them in 
your hands to try them out on your own. Familiarise yourself with these new tools – consider their use in your 
own environment, think of other ways in which to use them and experiment with ways to combine a number 
of them to ensure effective assessment. 
 
3.5.1 Gathering evidence 
 
Although gathering ‘evidence’ is not all that assessment is about, it is a crucial aspect of assessment. 
 

 

 
Study section 8.3.6.2 in the prescribed book.  

 
 

 

 
The evidence that you are looking for may differ in kind from one type of assessment to another. Evidence 
will be different every time you assess the following, among other things: 

• technical competence 
• occupational competence 
• critical outcomes 
• team performance 
• a learner’s ability to transfer knowledge 
 
Hence, there are many different ways that you can collect evidence during an assessment. The four main 
types of evidence are indicated in figure 11.3. 
 
 
 

Assessment evidence can be defined as evidence collected from workplace performance, 
supplemented by other performances.  
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Figure 11.3: Types of evidence 

 
Source: Adapted from Erasmus et al (2015) 
 
There are three additional types of evidence presented by Erasmus et al (2015), namely: 

1. Evidence of knowledge: The candidate must supply evidence that he or she has mastered the content 
as set out in the standard (e.g. on the background knowledge coupled with a work activity performed). 

2. Evidence of application of knowledge: This type of evidence focuses on the way in which the 
candidate can apply the knowledge to improve or optimise the task. 

3. Evidence of understanding and reflection: Candidates need to give evidence that they have thought 
about the learning material in such a way that they understand what they are doing, why they are doing 
certain tasks, and how to improve their current practices. 

 
3.5.2 Methods and instruments of assessment 
 

 

 
Study section 8.3.6.3 in the prescribed book.  

 
 
 
 
 
 
 
Table 11.1 has been developed as a practical guide indicating the various assessment methods, a 
description of these methods and possible assessment instruments. 
Table 11.1: Assessment methods, description and assessment instruments 
 
Table 11.1 has been developed as a practical guide that indicates the various assessment methods, a 
description of these methods, and possible assessment instruments. 
 
 
 

Direct evidence is obtained when you 
directly observe someone’s 

performance, both in a normal or non-
routine workplace situation and in the 

execution of specific tasks.

Indirect evidence is the opposite of 
direct evidence and may be collected 
by means of simulations and projects 

and the assessment of products or 
services.

Historical evidence is evidence of 
what the candidate could do in the 

past, for example, previous completed 
products and portfolios, and 

performance appraisals. 

Supplementary evidence may be 
required to see whether a learner can 
perform in a variety of circumstances. 

Learners will have to give proof of 
their competence, and evidence can 
be gathered in a variety of ways such 
as written or oral exams. Third-party 

reports (from supervisors, fellow 
candidates and clients) may also 

contribute to the body of evidence.

Assessment methods are methods used by an assessor to gather evidence of a candidate’s 
performance, for example, a written test. 

Assessment instruments are designed to make assessment methods more practical, consistent, 
and effective for the assessor. For example, a written test (method) needs a test paper and 
assessment criteria (or memorandum) as instruments in order to be executed effectively.  
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Table 11.1: Assessment methods and instruments 

Assessment method Description Possible assessment instrument 

Assignments 
Tasks undertaken by an individual or 
group; the assignment is unique in 
terms of its outcomes, parameters 
and criteria 

Assignment sheet and rubric clearly 
indicating the assessment criteria or 
standard against which learners 
are measured 

Case studies Assessment is based on evidence of 
prior achievements 

Printed case studies and questions based 
on the case study 

Written 
work/exams/tests 

Aimed at assessing the level of 
knowledge and understanding, the 
ability to interpret facts and to analyse 
the relationship between them. 
Reporting on and discussing issues 
and debating viewpoints 

Essays, reports, structured answers, short 
answers, matching items, multiple-choice 
questions, case studies, and examination 
paper with answer sheet and memorandum 

Multiple-choice 
questions (MCQs) 

Assessment is based on evidence of 
prior achievements 

A bank of reliable MCQs, their answers and 
explanations for selecting or not selecting 
each item 

Oral questions/ 
presentation 

The candidate is given a topic and 
time to rehearse or questions to 
answer 

Questions and their possible responses, 
assessment criteria and a rating scale 

Personal interviews 

Aimed at establishing whether the 
candidate understands and can apply 
knowledge and skills. Candidate 
discusses issues in a structured 
manner 

Structured interview format 

Practical 
demonstration/ 

observation 

This implies observing the candidate 
while he/she is carrying out the tasks. 
It is aimed at 
recording evidence of a candidate’s 
competence in carrying out a process 
or developing a product 

List of expected activities and checklist of 
observations required, logbooks or a diary 

Projects 
Tasks undertaken by an individual or 
group; the project is unique in terms of 
its outcomes, parameters and criteria 

Clear purpose and instructions are required. 
Examples include a report, dissertation, 
model, computer programme, exhibition, 
and posters 

Role-play/ simulations An imitation of a real-life situation 
Clear instructions and outcomes to be 
achieved, work-based projects, role play 
and models/simulators 

Portfolios Assessment is based on evidence of 
prior achievements 

Clear purpose and instructions are required 
as well as outcomes to be achieved 

Source: Adapted from Erasmus et al (2015) 
 
For example, in this module, assignments are used as an assessment method and the assignment questions 
provided in written format are the assessment instrument (the answers to the assignment questions that you 
submit form part of the assessment instrument).  
 
4 EVALUATING A TRAINING PROGRAMME 
 

 

 
Study section 8.4.1 in the prescribed book. 

 



   

154 

In the previous sections, the issue of assessment (of learners’ achievements) was discussed as opposed to 
evaluation (of the training programme). The discussion that follows focuses on the evaluation aspect of 
training.  
 
The evaluation of training may be regarded as the climax of the training process. Without intending to 
confuse you, I have to mention that the evaluation phase may also be regarded as the first phase of a new 
training cycle. One could ask the question: What happens if one finds out from the evaluation that the 
programme was NOT a success? Refer to the training cycle in figure 11.4. 
 
Figure 11.4: The training cycle 

 
 
Source: Adapted from Erasmus et al (2015) 
 
There is an arrow leading from stage 4 back to stage 1. This means that if a training programme is found 
(through evaluation) to be in need of revision, the trainer can go to the identification of trainees’ needs (in 
the needs analysis phase) and start the process all over again. Such a revision and correction of the weak 
points of the training programme will then serve as an improvement on the previous programme. The 
training programme can also be reviewed before it is presented to various groups of learners. For example, 
a programme on ethics in the workplace will have a different ‘presentation feel’ if you present it to a group 
of accountants and then to a group of HR practitioners, since their work processes differ (even though 
both sets of processes require ethical practices). It is important to review a training programme every time 
before presentation, in order to ensure that appropriate examples are used and the exercises and/or 
activities are relevant.  
 
The arrow that links the last and first phase of the training cycle can also mean that the evaluation phase 
is meant to determine to what extent the gap that caused the need for training has been reduced or totally 
eliminated. Do you remember that this ‘gap’ refers to the difference between what employees ought to 
know or be doing and what they are currently doing or not doing, or what they do know or do not know? 
Read workbook 08 again if you missed anything in this regard.  
  

Stage 1: 
Analysing the 
training and 
development 

needs

Stage 2: 
Designing and 

developing 
the 

programme 
and course

Stage 3:
Preparing and 

presenting 
training and 
development

Stage 4:
Assessing 

learning and 
evaluating 

training and 
development
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4.1 Purpose of programme evaluation 
 

 

 
Study section 8.4.2 in the prescribed book.  

 
As mentioned earlier in this workbook, the evaluation process aims to determine both the effectiveness 
and the efficiency of the training programme. The effectiveness and efficiency of the programme refers to 
finding an answer to the following question: Did the programme do what it was supposed to do, that is, 
achieve the learning outcomes that would eliminate the job deficiency (or training gap) that was identified 
during the training needs assessment? 
 
It is important to evaluate training in any organisation. A great deal of time, money, and effort goes into 
training and one needs to know whether or not it was successful. Evaluation is therefore also meant to 
determine whether the financial investment (the money that went into it) was money well spent and whether 
the trainee (the person who experienced the performance gap) benefited from the training. 
 
One can look at training evaluation from different angles. Let us keep it simple and easy to remember and 
concentrate on three general purposes of training evaluation as illustrated in figure 11.5. 
 
Figure 11.5: Purposes of training evaluation 

 
Source: Adapted from Erasmus et al (2015) 
 
4.2 Principles of training evaluation 
 

 

 
Study section 8.4.3 in the prescribed book.  

 

Proving
• Requires demonstrating conclusively that something has happened as a result of training and
developmental activities.

• It may provide evidence that it was the right thing to do and it may justify the cost.
• It demonstrates that training has worked and that it has the desired impact on trainees.

Improving
• Implies an emphasis on trying to ensure that either the current or future programmes or activities 
become better than they are at present.

• It explores and identifies how the programme can be adapted and improved.

Learning
• Recognises that evaluation cannot be divorced from the processes on which it concentrates and 
is an integral part of learning and the development process itself.

• It utilises evaluation activities to aid and reinforce individual learning. 
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After intensive study of the previous section, you would have realised that there are a number of principles 
involved in training evaluation. Figure 11.6 highlights these principles. 
 
Figure 11.6: Principles of evaluation  

 
Source: Adapted from Erasmus et al (2015) 
 
4.3 Types of training evaluation 
 
A principle that has been present throughout the discussion so far is that training evaluation is a continuous 
process. It should never be regarded as something that occurs at the end of the process only after training 
has been completed. In order to counter this outdated approach, three types of evaluation have been 
identified that represent different stages in the training cycle, namely formative, summative, and practical 
evaluation.  
 
4.3.1 Formative evaluation of a training programme 
 

 

 

Study section 8.4.4.1 in the prescribed book.  

 

 

 
Formative evaluation is meant to evaluate the success of the training programme throughout the process. 
This enables the trainer to determine whether the programme is effective in achieving the learning outcomes 
set out earlier on in the process. A trainer can also use this information to correct mistakes or even to adjust 
his or her instructional strategies or instructional media while the training is still in process (Goldstein & Ford, 

The evaluation of training is a continuous process
This is not something that occurs only at the end of the training period, but also throughout.

Training evaluation must be well planned
The outcomes (and objectives) must also be clearly indicated. This should be done in Stage
2 of the training cycle (developmental stage). Training is therefore not conducted on an ad
hoc basis.

Use of accurate and applicable measuring instruments
Such instruments must be used to obtain information for the purposes of decision-making.
The various measuring instruments are discussed in section 4.4 of this workbook.

Training evaluation is a form of quality control
Training evaluation should be used as a tool to ensure that quality work is done by those
trainees who have undergone the training. It should also determine the quality of work done
by the HRD department itself.

Evaluation looks at the wider training and development system as a whole
Evaluation not only includes the assessment of learners to determine whether they have
achieved the learning outcomes, but also tests the effectiveness of the entire training
system.

Formative evaluation refers to a continuous process of checking the success of a programme.  
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2002). In this way, information is collected from participants and stakeholders to ensure that the programme 
meets their needs. 
 
Refer to table 8.3 in section 8.4.4.1 of the prescribed book for the various methods of conducting formative 
evaluation.  
 
4.3.2 Summative evaluation of a training programme 
 

 

 

Study sections 8.4.4.2 and 8.4.4.3 in the prescribed book.  

 
 
 
 
This type of evaluation happens at the end of the programme to determine its overall success, failure or 
shortcomings, and focuses on the effectiveness of completed interventions (Goldstein & Ford, 2002). 
Summative evaluation therefore seeks to determine the value of the training material for a specific target 
group of learners.  
 
A useful way of conducting summative evaluation is through a post-instructional evaluation. This is done 
after a training programme has been completed and its aim is to obtain information at different levels. 
Kirkpatrick (as cited in Erasmus et al., 2015) developed a four-level taxonomy of post-instructional evaluation 
by arranging the possible results of training. These levels include: the reactions to the training, the level of 
learning, the changes in the trainees’ behaviour, and the job results attributable to the training programme. 
Philips (as cited in Erasmus et al., 2015) added a fifth level to Kirkpatrick’s model, that of return on 
investment. These levels are presented and discussed in Table 8.4 of section 8.4.4.3 in the prescribed book.  
 
4.3.3 Practical evaluation of a training programme 
 
 
 
 

 
This is closely linked to the previous type of evaluation and refers to evaluation in the work environment 
about three months after the training has taken place. The purpose of practical evaluation is to determine 
whether an employee’s job performance has improved (i.e. whether the gap that was initially identified has 
disappeared) and whether this improvement can be attributed to the achievement of the outcomes of the 
training programme. 
 
The question is whether the participants, after exposure to the training programme, have significantly 
changed their performance. To answer this question one can design a pre-test to be administered before the 
training starts, together with a post-test at the end of the training programme (Goldstein & Ford, 2002). The 

 

 

Study section 8.4.4.5 in the prescribed book.  

Summative evaluation refers to the final effort to check the success of a programme.  

Practical evaluation refers to the process that checks the employee’s performance in the work 
environment. 
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difference between these two test results will provide an indication of the learning that has taken place. 
However, this still does not provide an indication of subsequent performance in the workplace. 
 
A control group can be used to ensure that training makes a difference in the work environment. Control 
procedures allow one to determine whether the changes in the experimental group (the group that 
participated in the training) were caused by the intervention of the training programme or by other factors. 
 
4.4 Evaluation instruments 
 

 

 

Study section 8.4.7 in the prescribed book.  

 
In the previous section the types of evaluation and the subsequent methods of evaluation were discussed. 
There are also various evaluation instruments that can be used during the training evaluation. Refer to 
section 8.4.7 in the prescribed book for examples of evaluation instruments that can be used. 
 
4.5 Measuring return on investment (ROI) in training 
 
 
 
 
 
 
 
 

 
An important aspect of evaluation in training is the concept of ‘return on investment’ (ROI). ROI is a measure 
of the monetary benefits obtained by an organisation over a specified period in return for a given investment 
in a learning programme. In other words, it measures the extent to which the benefits of training (output) 
exceed the costs (input). You would have come across this concept when studying the levels of post-
instructional evaluation discussed in section 4.3.2 of this workbook and section 8.4.4.3 of the prescribed 
book. 
 
In South Africa, the skills development legislation requires employers to increase their investment in training 
and development of employees. Therefore, managers are increasingly demanding accountability for 
development programmes, as well as evidence of how training interventions benefit their companies in terms 
of financial impact. The pressure to measure ROI is therefore increasing in South African organisations and 
in organisations worldwide. The reality facing HRD practitioners in South Africa is that they need to provide 
evidence of the impact of human resource development interventions on the business. 
 
 
 
 

 

 

Study section 8.4.4.4 in the prescribed book.  



Workbook 11 HRD2602/1 

159 

ROI is a ratio of net benefits to costs, expressed as a percentage. The formula for calculating ROI is: 
 

ROI = monetary benefits – cost of training x 100 
cost of training 

 
Refer to section 8.4.4.4 of your prescribed book for an example of such a calculation.  
 
Evaluating training programmes in terms of ROI enables HRD practitioners to provide line management 
(those who are directly responsible for managing individuals or teams) with hard evidence of the direct 
financial result they receive from training investments. Only after a complete evaluation process can HRD 
managers and training specialists show the value they can add to the organisation. 
 
4.6 Diagnosing training failures 
 
After evaluating the success of the training programme, it is the trainer’s responsibility to establish what 
went wrong if a programme failed to achieve what it set out to achieve. Figure 11.7 illustrates the main 
reasons why training and development fails, as determined by the American Society for Training and 
Development. 
 
Figure 11.7: Why training fails 

 
Source: Adapted from Erasmus et al (2015) 
 

 

Activity 11.5 
 
Think back to a training programme that you attended and that did not meet your 
expectations or one that you regard as a training failure. Share your experience and explain 
why you regard it to be an ineffective programme. 
 
Share your experience with your fellow students on Discussion Forum 15: Workbook 
11 Activities (activity 11.5) on the HRD2602 myUnisa module site. 

 

 

Activity feedback 

Feedback for this activity will be provided on the Discussion Forum once you have 
provided your responses. 

 

No on-the-job rewards 
for behaviour and skills 

learned in training

Insufficient time to 
execute training 

programmes

Work environment does 
not support new 

behaviours learned in 
training

Lack of motivation 
among employees

Inaccurate training 
needs analyses

Training needs changed 
after programme has 
been implemented

Management does not 
support training 

programme
Insufficient funding for 
training programme
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5 SUMMARY 
 
The aim of this workbook was not only to suggest a structured way of evaluating a training programme and 
assessing learners’ achievements, but also to invite you to be creative and innovative and to do things your 
own way within the space offered to you by the training cycle. Managing the different stages of the training 
cycle and process forms an important part of the work of an HRD practitioner. Like everything else in life, 
when this aspect is approached in a structured way, positive results follow. This does not mean that you 
have to become a slave to rules and recipes, but to approach training and development in a structured 
way while also being creative and innovative within the boundaries of the training cycle. I trust that you 
have found this topic both informative and practical for your training endeavours.  
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7 SELF-ASSESSMENT 
 

 

This workbook brings us to the end of topic 3. You now need to determine whether you 
have achieved the relevant learning outcomes stated at the beginning of each 
workbook. Therefore, read through the outcomes again before attempting to answer 
the self-assessment questions. 
 
The self-assessment questions are based on the learning material covered in topic 3. I 
advise you to work through these questions since they will help you to develop a better 
understanding of the topic and to master some of the learning outcomes. 

 
Question 1  
1.1 In your own words describe the principles of effective learning. 

 
1.2 In your own words explain how the characteristics of the adult learner apply to you as a student. 

Which characteristics do you currently possess? Which characteristics would you like to develop? 
Provide real-life examples to support your discussion.  

 
Question 2 
You are the training manager at Sasco Gold, a large gold mining company, and have been called in by the 
director of human resource management to attend a meeting on training issues at the company. At this 
meeting you are given the task of determining industrial relations training needs for managers at three 
mines. Prepare a memorandum that you can submit to the director of human resource management at 
the next meeting in which you explain how you would go about carrying out this task. 
 
Question 3 
3.1 Formulate three learning outcomes for a group of identified employees. Make sure that these 

outcomes meet the criteria for well-formulated and demonstrable outcomes. 

3.2 Select one relevant instructional strategy with which to convey selected content to these employees 
(refer to question 3.1). Pay particular attention to the fact that the instructional strategy should be 
suitable for achieving the outcomes formulated (in 3.1). Also discuss (by using practical examples) 
how you would use this instructional strategy creatively in this situation. 

 
Question 4 
Describe the learning environment that you would create within your company (or even a fictitious 
company) if you were to present a training programme. Focus on and give examples of the following 
aspects of the learning environment: 

• initial contact with the trainees 
• your personal style of presentation 
• the presentation skills you will be using 
• the characteristics and skills that you as a facilitator will use to create this learning environment 
 
Be practical in your description and use a number of examples from your own experience. 
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Question 5 
How would you assess the achievement of the learning outcomes you formulated in question 3? For each 
learning outcome you formulated, provide at least one assessment method and one assessment 
instrument that you would use. Explain why the chosen assessment methods and instruments would be 
appropriate for the specific learning outcomes. 
 
Question 6 
Formulate an evaluation strategy on how you would go about evaluating the success of the training 
programme that you have developed and presented up to now. Discuss your strategy in detail and provide 
examples from your workplace and real-life experiences. 
 

 

Suggested answers 
 
You should be able to find the answers to these questions in the relevant workbooks, 
which you should read in conjunction with the corresponding sections in the prescribed 
book. 
 
Question 1.1 

Refer to workbook 07. After working through the learning material that you have covered 
so far, you probably came up with the following list of principles of effective learning: 

• The learner must exercise or practice whatever he/she has to learn. 
• The learner must obtain feedback on his/her work. 
• The learner must be motivated to learn. 
• The learner must use his/her intellectual skills in order for learning to occur. 
• Only the learner can learn. The trainer can merely act as facilitator. 
• Learning tasks must be divided into meaningful units. 
• Learning tasks must be sequenced in a meaningful way. 
• Learners are more successful if they can work at their own pace. 
• Learners tend to learn better when the learning activities are based on the learner’s 

ability and learning style. 
• The learner must be provided with a clear and unambiguous learning outcome to 

achieve. 
 
Question 1.2 

The answer to this question will obviously differ from student to student. However, you 
will probably agree that the majority, if not all, of the characteristics of adult learning 
discussed in workbook 07 apply to you in one way or another. However, you must also 
note that some of the characteristics may play a bigger role than others. For example, 
some of you may be in a training-related job at present and therefore have more 
experience of real-life situations than others. Some of you may be more self-directed in 
your learning than others. It is important to recognise these differences. It is also 
important to realise that these characteristics of adult learning play a significant role in 
the design, development, presentation, and evaluation of training and in your own 
learning as you progress through the learning material. 
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Question 2 

Refer to workbook 08. Your memorandum should include an explanation covering the 
following points: 

• Your understanding of the concept ‘training needs assessment’ 
• The level at which these training needs must be determined (macro, meso, micro, 

or mega) 
• Which model you would use and why 
• The steps you need to follow 
• How you would formulate the training needs once they have been determined 
 
Question 3 

Your answers to questions 3.1 and 3.2 should have covered the following: 

• each of the three outcomes should have an action verb, a noun or object, and a 
qualifier 

• two or three items of content based on the outcomes 
• one of the instructional strategies discussed in workbook 09 
• practical examples of how you would ensure a creative approach in the situation 
 
Question 4 

No feedback is provided here since all the answers can be obtained in the relevant 
sections of workbook 10. You should have also quoted examples to illustrate your 
understanding.  
 
Question 5 

The learning outcomes that you formulated will differ from those developed by other 
students. Thus, you had to refer to the various assessment methods and instruments 
that were presented in the relevant sections of workbook 11 and the prescribed book. 
Once you were familiar with the various choices, you had to identify the applicable 
assessment methods and instruments for the learning outcomes that you formulated 
and justify your response. In this module, for example, if you are given a case study and 
required to answer questions based on the scenario presented, the case study is the 
assessment method and the paper on which the case study and questions are written is 
the assessment instrument. 
 
Question 6 
Note that this question is aimed at applying your knowledge of and skills in stage 4 of 
the training cycle and reflecting on what you have learnt.  
Refer to workbook 11. Your strategy could have included the following: 

• the purpose of the evaluation 
• the type of evaluation to be conducted 
• the method of evaluation to be used 
• the evaluation instruments to be used 
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CARRY ON  
 
Now that you have successfully completed topic 3 and all its activities, you can go on to 
the assignments and self-assessment questions.  
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