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Dear Student 
 
By now, you should have received the following study material for HRD2602: 
 

STUDY MATERIAL CONTENT 

HRD2602/101/3/2018 

Word of welcome, purpose and outcomes of the module, where to start, 
communication with the university, the student support system, the 
prescribed book and enquiries, tutorial matter, assignment instructions and 
due dates, the examination, discussion classes, study plan, frequently 
asked questions, compulsory assignments for students registered for the 
first semester, compulsory assignments for students registered for the 
second semester, self-assessment assignment (both semesters), 
comments on the self-assessment assignment and general guidelines for 
answering assignment and examination questions 

HRD2602/SG001/4/2018 
Preface, Workbooks 01 to 11, self-assessment activities and feedback on 
the self-assessment activities 

 
If you have not yet received this study material, please download it from myUnisa or consult the Study @ 
Unisa brochure. Unfortunately, the lecturers cannot send tutorial letters or the study guide to students. 
 

1 INTRODUCTION 
 
I hope that you are enjoying this module. The purpose of this tutorial letter is to give you feedback on 
Assignment 01 and additional information about the examination. Please read it carefully. 
 

2 MYUNISA  
 
Consult the Study @ Unisa brochure for more information about myUnisa. I encourage you to use this 
system when submitting assignments in future. This is just one of many benefits that myUnisa offers. If 
you are already using the system, keep on visiting the module site regularly. 
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If you do not have access to a computer at home or at work, please visit the Unisa library, your 
local library, your community centre, an internet café, a friend or a family member or any other 
place where you can access the internet, if possible. Computer skills are important.  

I invite you to share interesting articles or information related to the content of this 
module with me so that I can share it with your fellow students. I would love to hear from 
you. 

3 PRESCRIBED BOOK 
 
As stated in Tutorial Letter HRD2602/101/3/2018, there is one prescribed book for this module, namely: 
 

Erasmus, BJ, Loedolff, PvZ, Mda, T & Nel, PS. 2015. Managing training and development. 7th edition. 
Cape Town: Oxford University Press. (ISBN 978 0 19 040917 3) 

 
 

Please make sure that you obtain the CORRECT edition (7th edition) of the prescribed book. 
You will NOT be able to master the learning outcomes for this module or answer all the 
examination questions properly if you use another edition than the prescribed one. 

 

4 SOLUTIONS TO ASSIGNMENTS FOR THIS SEMESTER 
 

The assignment questions for both semesters were provided on myUnisa (Assignments 01 and 02) and 
in Tutorial Letter HRD2602/101/3/2018 (Assignment 03). You will only receive feedback on the 
assignments for the semester for which you are registered. Please do not contact the lecturers to 
request the tutorial letters for a semester for which you are not registered. 
 

REGISTRATION FOR SEMESTER 2 – 2018 

Assignment Tutorial letters in which feedback will be provided 

01 
HRD2602/201/2/2018 
(this tutorial letter) 

02 
HRD2602/202/2/2018 
(will be available on myUnisa a few weeks after the assignment due date) 

03 
HRD2602/203/2/2018 
(will be available on myUnisa a few weeks after the assignment due date) 

04 
HRD2602/101/3/2018 
(self-assessment – answers already provided) 

 

5 FEEDBACK ON ASSIGNMENT 01 (SECOND SEMESTER) 
 
I hope that you found Assignment 01 interesting and stimulating. The questions for this assignment were 
designed specifically to develop your ability to master the concepts and principles as well as your 
understanding of the content of Workbooks 01–03 of the study guide. This section of the tutorial letter 
contains the answers to the multiple-choice questions in Assignment 01 and an explanation of each 
answer. For the sake of completeness, the questions are repeated.  
 
Please note that the questions and the answer options were randomised on myUnisa. As you 
were given two chances to submit the assignment, you would have been presented with any 10 
of the 20 questions below for each attempt. The questions could have been presented in a 
different order than provided below and the order of the answer options could also have differed. 
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1. Sarah Rudolph’s job entails structuring and arranging the organisation’s resources and 
processes to ensure that the organisation’s goals are achieved. Which management 
function is she involved in? 

 
1. Planning 
2. Organising 
3. Leading 
4. Control 

 
Correct answer 
The correct answer is option 2. Refer to Workbook 01 and section 1.7 in the prescribed book.  

 
Organising entails arranging, deploying and using resources, as well as arranging the processes 
and the work. Option 1 is incorrect, as planning determines the mission and goals of the business, 
the ways in which the goals are to be attained and the resources that are needed. Option 3 is 
incorrect, as leading is aimed at activating and mobilising the resources of the organisation for goal 
achievement. Option 4 is incorrect, as control refers to the process of monitoring and checking 
whether the organisation is working towards goal achievement. 

 
2. Sam Gumede, the HR director at SAS Tasty Foods, has decided that individual budgets of 

line managers should be used for training expenses at the company. Who will be 
responsible for the training budget? 
 
1. The training manager 
2. Line managers 
3. The Chief Executive Officer (CEO) 
4. The training department and line managers 
 
Correct answer 
The correct answer is option 2. Refer to Workbook 03 and section 3.3 in the prescribed book. 
 
Line managers are responsible for individual budgets. Option 1 is incorrect, as the training 
manager is responsible for a central budget. Option 3 is incorrect, as the CEO is not responsible 
for the company's training budget. Option 4 is incorrect as both the training department and the line 
managers are responsible for a shared budget. The training department budgets for generic 
aspects and line managers budget for specific and unique items. 

 
3. Control is one of the key management functions. Which of the following is NOT one of the 

main aspects that the control function focuses on? 
 
1. Evaluating the system as a whole 
2. Measuring the learning process 
3. Motivating the staff to direct their actions in accordance with the goals and plans 
4. Achieving organisational objectives 

 
Correct answer 
The correct answer is option 3. Refer to Workbook 01 and section 1.7 in the prescribed book.  
 
Control refers to the all-important managerial task of continuously monitoring and checking 
whether the organisation is indeed moving towards achieving its goals and standards. The 
emphasis is on evaluating the system as a whole, measuring the learning process and achieving 
organisational objectives. Option 3 is an example of an activity of the “leading” function.  
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4. Which of the following statements are true descriptions of the roles of the education, 

training and development practitioner? 
 

a. The strategist formulates plans for training and development 
b. The assessor evaluates the impact of ETD on the effectiveness of individuals/organisations 
c. The evaluator ensures that the structured learning process is effective 
d. The individual learning facilitator guides interventions that enable individual learning needs to 

be satisfied 
e. The manager provides support and logistical backup to facilitate training 

 
Choose the correct option: 

 
1. a and d 
2. a, b, d and e 
3. a, c, d and e 
4. a, d and e 
 
Correct answer 
The correct answer is option 1. Refer to Workbook 01 and section 1.11 of the prescribed book.  
 
Option (b) is incorrect because the statement describes the evaluator and not the assessor. Option 
(c) is incorrect because the statement describes the manager and not the evaluator. Option (e) is 
incorrect because the statement describes the administrator and not the manager. 

 
5. Which of the following elements is included in a typical annual training plan?  
 

a. A detailed time plan of the training requirements for each department 
b. Current education and training supply for the sector 
c. A detailed time plan of the projected training for categories of staff that are not permanently 

allocated to a department 
d. Specifications related to each training item 
e. A summary of the budget allocation for training 
 
1. a, b, c and d 
2. a, c, d and e 
3. b, c and d 
4. b and e 

 
Correct answer 
The correct answer is option 2. Refer to Workbook 02 and section 1.10 in the prescribed book. 

 
A typical training plan comprises a number of elements, including: 

 A detailed time plan (monthly, quarterly, half-yearly) of the training requirements for each 
department, allocated according to the job classification and the number of employees 
involved. 

 A detailed time plan of the projected training for categories of staff not permanently allocated 
to a department. 

 Specifications relating to each training item for the standard to be achieved, the person 
responsible for implementing it and the training strategy to be used. 

 A summary of the budget allocation for training for each department and the organisation as a 
whole (this may be divided into training that is underway and to which the organisation is 
already committed, such as apprentices who have begun their apprenticeships and other 
training). 
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The format of annual training plans may differ, depending on organisational needs. Option (b) is 
incorrect, as current education and training supply for the sector is an element that should be 
included in a sector skills plan.  

 
6. The exact needs of an organisation should be analysed before a Human Resource 

Information System (HRIS) and training and development modules are chosen. Which one 
of the following aspects is applicable when considering training and development record 
needs?  
 
1. Training and development facilities required  
2. Training development period required to establish a new product 
3. Records of workplace skills plans 
4. Training and development costs 
 
Correct answer 
The correct answer is option 2. Refer to Workbook 03 and section 3.2 in the prescribed book. 
 
Records are required for a number of purposes, including budgeting. Other information that can be 
made available includes the cost per course and the cost per student. The training and 
development period required to establish a new product should also be taken into consideration. 
Option 1 is incorrect, as training and development volumes involve determining the number of 
courses to be offered or the number of employees to be trained by other institutions, the number of 
students involved and the development facilities required. Option 3 is incorrect, as legislation 
requires organisations to keep records of workplace skills plans, learnerships, employment equity 
and so on. Option 4 is incorrect, as training and development costs are included in cost reduction 
needs. 

 
7. You are the HR manager at Maly Bank and propose that the directors appoint a training 

practitioner in the HR department. Indicate which of the following would best describe the 
roles of the training practitioner at Maly Bank.  

 
1. communicator, assessor and manager 
2. assessor, manager and strategist 
3. strategist, assessor and financer  
4. strategist, manager and learner 

 
Correct answer 
The correct answer is option 2. Refer to Workbook 01 and section 1.11 in the prescribed book. 
 
The training practitioner should be a strategist (link training plans to the strategic business plans of 
the enterprise and formulate plans for training and development), a manager (perform the 
traditional management functions of planning, organising, guidance or leading, and control) and an 
assessor (assess the competency status of individuals against agreed-upon quality standards, 
using outputs and outcomes as the basis for evidence). The other options (communicator, financer 
and learner) are not part of the roles of the training practitioner.  
 

8. Which of the following is a document that promotes the vision and strategic objectives of 
the organisation with regard to standards of excellence, terms of employment, and 
employee development and services? 

 
1. Annual training and development plan 
2. Human resource policy 
3. Workplace skills plan (WSP) 
4. Human resource development policy 

 
Correct answer 
The correct answer is option 2. Refer to Workbook 02 and section 1.9 in the prescribed book. 
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Option 1 is incorrect, as the annual training and development plan is a detailed statement of 
training that will be implemented over a specific period. Option 3 is incorrect, as a WSP can be 
interpreted as an annual training plan, since it outlines the training and development for an 
organisation for one year. Option 4 is incorrect, as the purpose of the HRD policy is to regulate, 
direct and control any actions and conduct related to HRD activities in an organisation. 

 
9. Which of the following training activities should be considered when planning a training 

programme? 
 

1. Determining whether the training programme was executed as planned 
2. Providing direction and guidelines for training staff  
3. Analysing the tasks and establishing learning outcomes for a programme 
4. Selecting suitable training methods and facilities 

 
Correct answer 
The correct answer is option 3. Refer to Workbook 01 and section 1.7 in the prescribed book. 
 
Option 1 is incorrect because it is a “control” function and not a “planning” function. Option 2 is 
incorrect because it is a “leading” function and not a “planning” function. Option 4 is incorrect 
because it is an “organising” function and not a “planning” function. 
 

10. Which of the following statements is correct about a human resource development (HRD) 
policy? 

 
1. The content of an HRD policy and a training and development policy differs 
2. The successes of HRD efforts in organisations are not dependent on the organisation’s HRD 

policy 
3. One of the main reasons why HRD policies are developed is to enhance public relations 
4. An HRD policy and an annual training and development plan refer to the same document 

 
Correct answer 
The correct answer is option 3. Refer to Workbook 02 and section 1.9 in the prescribed book.  
 
Option 1 is incorrect, since the terms “training and development policy” and “HRD policy” can be 
used interchangeably to refer to the same document. Option 2 is incorrect, as the success of HRD 
efforts in organisations is dependent on the organisation’s HRD policy. Option 4 is incorrect, as the 
purpose of the HRD policy is to regulate, direct and control actions and conduct related to HRD 
activities in the organisation, whereas an annual training and development plan is a detailed 
statement of the training and development that will be implemented over a specific period.  

 
11. Training and development expenses must be justifiable in terms of the overall business 

plans of the organisation. Which of the following is NOT one of the main aspects that 
should be considered when developing a training and development budget? 
 
1. Existing future training and development needs 
2. Levies to be paid 
3. Training and development record needs 
4. Facilities and personnel available 

 
Correct answer 
The correct answer is option 3. Refer to Workbook 03 and section 3.3.2 in the prescribed book.  
 
Aspects to consider when developing a training and development budget include existing and 
future training and development needs, available facilities and personnel, salaries and the 
development of personnel, sundry expenses and levies to be paid. Option 3 is correct as it is one 
of the aspects to consider before choosing HRIS and training and development modules in order to 
determine the exact needs of the organisation. 
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12. Which of the following is NOT one of the main reasons why HRD policies are developed? 

 
1. To provide operational guidelines for management 
2. To provide information for employees 
3. To enhance public relations 
4. To provide a summary of the training budget allocation for each department 

 
Correct answer 
The correct answer is option 4. Refer to Workbook 02 and section 1.9 in the prescribed book. 
 
The purpose of the HRD policy should be to regulate, direct and control the actions and conduct 
related to the HRD activities in the organisation. Options 1, 2 and 3 are part of the main reasons 
why HRD policies are developed. Option 4 is an element of the annual training plan.  

 
13. You are calculating the training and development costs of the recently implemented health 

and safety training programme in your organisation. The rent for the training facility is an 
example of which one of the following costs?   

 
1. Fixed cost 
2. Variable cost 
3. Sundry cost 
4. Levy cost 

 
Correct answer 
The correct answer is option 1. Refer to Workbook 03 and section 3.3 in the prescribed book.  
 
A fixed cost is defined as “a cost that remains constant and is uninfluenced by changes in the 
volume of production and/or sales” (Bendrey, Hussey & West 2003:35). Thus rent is an example of 
a fixed cost. Option 2 is incorrect as a variable cost is a “cost which increases or decreases in 
direct proportion to the volume of production or sales” (Bendrey, Hussey & West 2003:35). Option 
3 is incorrect as sundry costs are irregular expenses which can include travelling expenses, 
bursaries and refreshments. Option 4 is incorrect as the Skills Development Levies Act 9 of 1999 
requires employers to pay a skills development levy of one per cent of their annual payroll each 
year to the South African Revenue Service (SARS). SARS disburses the money to the relevant 
sector education and training authority (SETA) for training. 

 
14. An HRIS usually consists of various modules which allow an organisation to be flexible and 

choose various options to achieve specific organisational goals. Which one of the following 
is an example of a module that can form part of an HRIS? 
 
1. Succession planning module 
2. Financial management module 
3. Marketing module 
4. Risk management module 

 
Correct answer 
The correct answer is option 1. Refer to Workbook 03 and section 3.2 in the prescribed book. 

 
Modules that could form part of an HRIS include succession planning, HR planning, recruitment 
and selection, health and safety, performance management, labour relations, HR analytics, 
remuneration, skills and competency inventory, and training and development. Thus options 2, 3 
and 4 are incorrect. 



HRD2602/201 
 

9 

 
15. Which of the following is a detailed statement of training that will be implemented over a 

specific period? 

 
1. Annual training and development plan 
2. Human resource (HR) policy 
3. Sector skills plan 
4. Human resource development (HRD) policy 
 
Correct answer 
The correct answer is option 1. Refer to Workbook 02 and section 1.9 in the prescribed book. 
 
Option 2 is incorrect, as it promotes the vision and strategic objectives of the organisation with 
regard to standards of excellence, terms of employment, and employee development and services. 
Option 3 is incorrect, as each sector education and training authority (SETA) has to develop a 
sector skills plan according to the SETA functions stipulated in the Act. This plan is to be built on 
the base of the Workplace Skills Plan of each enterprise that falls within the SETA’s area of 
responsibility. Option 4 is incorrect, as the purpose of the HRD policy is to regulate, direct and 
control any actions and conduct related to HRD activities in an organisation. 
 

16. Mary Botha, the training practitioner at MKN Fashion, wants to introduce an HR information 
system (HRIS) for training and development. Indicate from the list below which are the 
main characteristics that the HRIS should possess. 

 
a) It should determine the training period required to establish a new product 
b) It must be presented in a user-friendly manner 
c) It must be meaningful and appropriate 
d) It must comply with legal requirements 
e) It must be used effectively in the decision-making process to support the organisation’s overall 

business strategy 
 

Choose the correct option: 
1. b, c and e 
2. a and c 
3. a, b and e 
4. a and d 

 
Correct answer 
The correct answer is option 1. Refer to Workbook 03 and section 3.2 in the prescribed book. 
 
An HR information system for training and development should have three main characteristics: (1) 
it must be presented in a user-friendly manner, (2) it must be meaningful and appropriate, and (3) it 
must be used effectively in the decision-making process to support the organisation’s overall 
business strategy. Options (a) and (d) are incorrect as they are important aspects to consider when 
determining the need for an information system. 

 
17. To determine the monetary benefit of a training and development programme, a cost-

effectiveness analysis should be done. Which of the following is the first step in this 
process? 

 
1. Estimate the financial value of each person who has completed the training 
2. Determine the cost of training and development 
3. Weigh up the cost of training and development against its benefits 
4. Determine the losses resulting from training 

 
Correct answer 
The correct answer is option 2. Refer to Workbook 03 and section 3.3 in the prescribed book. 
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Option 1 is incorrect, as estimating the financial value of each person who has completed the 
training is Step 4 of the process. Option 3 is incorrect, as weighing up the cost of training against 
its benefits is the last step of the process. Option 4 is incorrect, as determining the loss resulting 
from training is Step 3 of the process. 
  

18. You have recently been appointed as an HRD practitioner at XYZ Training Solutions. You 
notice that the company only keeps a record of the names of the learners who have 
attended the various training programmes offered. Through your experience in the field, 
you have come to learn about the importance of keeping the correct type of records. Which 
of the following is another important type of record that the training department at XYZ 
Training Solutions should keep? 

 
1. Financial records 
2. Training guides 
3. Course evaluation records  
4. Advertisements for the training programmes 

 
Correct answer 
The correct answer is option 3. Refer to Workbook 03 and section 3.2. in the prescribed book. 
 
Options 1, 2 and 4 are incorrect, as they are not part of the main types of records that a training 
department are required to keep. It is important that the organisation keeps HR planning and 
career development records, records of courses attended and personal training records of 
employees, performance and development appraisal records, in-service training records and 
course evaluation records. 
 

19. The role of the ETD practitioner within an organisation is of great importance. Which of the 
following is the main function of an ETD practitioner? 
 
1. To promote training programmes among top management 
2. To provide guidance and leadership regarding training and development activities 
3. To assist with employees’ performance problems 
4. To ensure that employees perform to the best of their abilities 

 
Correct answer 
The correct answer is option 4. Refer to Workbook 01 and section 1.11 in the prescribed book.  
 
The main function of an ETD practitioner is to ensure that employees perform to the best of their 
abilities. Option 1 is incorrect, as it describes the “marketer” role of an ETD practitioner. Option 2 is 
incorrect, as it describes the “manager” role of an ETD practitioner. Option 3 is incorrect, as it 
describes the “consultant” role of an ETD practitioner.  
 

20. Budgets are part of the planning process and are also a very important controlling tool. 
Which of the following is an advantage of using a central budget? 

 
1. Line managers do not assume responsibility for training and development within their sections 
2. Generic aspects transfer to a training and development manager, while the line managers are 

responsible for training and development outputs 
3. Line managers assume full responsibility for the training and development budget and thus 

also assume responsibility for training and development personnel 
4. Some measure of standardisation is introduced 

 
Correct answer 
The correct answer is option 4. Refer to Workbook 03 and section 3.3.2 in the prescribed book.  
 
An advantage of using a central budget is that all training and development are based in one 
department and some measure of standardisation is introduced. Option 1 is incorrect, as it is a 
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disadvantage of a central budget. Option 2 is incorrect, as it is an advantage of a shared budget. 
Option 3 is incorrect, as it is an advantage of individual budgets.  

 

6 CONCLUDING REMARKS 
 
I hope that this assignment has improved your understanding of the topics involved and that you have 
found the feedback helpful. If you have any questions about the content of this module or about this 
assignment, please do not hesitate to contact me by using the contact details provided in Tutorial Letter 
HRD2602/101/3/2018. It is important that you not only master the theory of this module, but also that you 
can apply the theory when dealing with everyday problems in the field of training and development. 
 
Wishing you well with the completion of Assignment 02. Please feel free to contact me if you have any 
questions or concerns.  
 

Kind regards 
 

Mrs Sumaiyah Fuad Ahmed 
LECTURER: HRD2602 
DEPARTMENT OF HUMAN RESOURCE MANAGEMENT 
UNISA 

 


