1. What are the characteristics of a learning facilitator?
· Sensitive to signals learners send about readiness to learn, level of understanding, involvement, achievement
· Sensitive to own abilities and weaknesses

· Willing to learn

· Active listener

· Looking for ways to ensure excellent learning takes place

· Active, participating learner

2. How would you contribute to a positive learning environment?
· Notify learners of the training

· Create awareness

· Notification of training

· Availability of facilities and instructional media

· Check in advance if all resources required are available

· Check equipment

· Arrange location

· Arrange other people

· Select correct facilities

· Flexibility

· Isolation

· Lighting

· Computer facilities

· Ventilation

3. How would you design a suitable course for supervisor training?
Formulate the learning outcomes
· Outcome = end product of learning process

· What students can do with what they know and understand

· Requirements

· Verb

· Noun/object

· Modifying/Qualifying phrase

· Types of outcomes

· Critical

· Specific

Select Content
· Factors to consider

· Subject-matter characteristics

· The learner

· The trainer

· Sources

· Job data

· Documents

· Types of content
· Essential

· Helpful

· Peripheral

· Unrelated

· Steps in selection of content

· Examine outcomes to identify knowledge requirements

· Topical outline should b checked for validity/accuracy

· Revise outline based on feedback

· Detailed outline for each topic prepared and teaching points formulated

· Unnecessary duplication eliminated

· Refined content outline compared to outcomes

· Experts in subject matter review detailed content outline

· Final revision

Sequencing Content
· Benefits

· Helps student make transition from 1 skill to another

· Ensures prerequisite and supporting skill acquired before new skill introduced

· Reduce training time

· Prevent learner confusion and failure

· Approaches

· Chronological

· Whole-to-part

· Part-to-whole

· Known-to-unknown

· Unknown-to-known

· Step-by-step

· General-to-specific

· Specific-to-general

· Concrete-to-abstract

· Guidelines

· Place easily learned tasks early in sequence

· Introduce broad concepts/technical terms early

· Place application close to introduction

· Place pre-requirements just prior to new skills

· Provide practice and review

· Sequence learning outcomes that are related in groups

· Place complex/cumulative skills later in sequence

· Levels

· Course and curriculum

· Topic, lesson, lesson component

Select instructional strategies
· Requirements

· Have to b compatible with formulated outcomes

· Must suit training institution

· Match available facilities and equipment

· Match learner’s background and level

· Must be appropriate to learners level of competency

· Selection

· Lecture

· Films/videotapes

· Case study

· Prompt-list
· Discussion

· Instruction

· Language laboratory

· Discovery learning

· Exercise

· Project

· Role-play

· Role-reversal

· Simulations/business games

· Study groups

· Outdoor training

· Self-managed learning:  reading / technology-assisted

· Radio and TV broadcasts

· Computer-based training

· Compact disk training

Design Lesson Plan
· Steps

· What do learners need to achieve?  Outcomes

· How will they achieve it?  Content, instructional strategy/media

· How will learners know they have achieved outcomes?  Assessment

4. How would you go about determining industrial training needs?
· Training needs assessment can be defined as ‘the process of discovering precisely what gap exist between what people know, do, feel and what they should know, do, feel in order to perform competently’

· Organizational intervention as it deals with identifying gap between current and expected results 

· Macro-level needs

· Training needs found nationally and internationally

· Political, social, economic, welfare conditions impacting on training

· Technological development

· Meso-level needs

· Organizational needs, focused on enterprise

· Changing organizational objectives, availability and utilization of resources, changing organizational climate leads to training

· Training needs can also be derived from performance problems

· Micro-level needs

· Operational level, emphasizing content of job

· Individual performance

· Time dimension

· Each section should have ‘best’ time to conduct needs assessment

· Make distinction between current and future training needs

· Organizational needs assessment

· Needs unique to enterprise such as improving productivity, building morale, better competitive status

· Concerned with system wide components of enterprise

· Group needs assessment

· Related to number of employees doing same work who lack certain skill

· Should enable designer to identify requirements in respect of specific job-related training

· Individual needs assessment

· Specific need

· Easily addressed by variety of individual development programmes

· Job needs assessment

· Analysis of individual jobs and tasks to determine content of training

· GrahamMihal Model

	Make comprehensive list of specialty aspects and competencies

	Executive managers
	Middle level managers
	First-level managers

	Define tasks/aspects that apply to them, indicate importance of each in terms of effective performance

	Job description
	
	Job specification

	Evaluate job description/specification by group

	Managers to identify:

Task to perform more efficiently

Specialty area they want to know more about

Skills to improve

	Managers place needs in order of importance with view to achieve organizations goals

	Immediate heads of managers familiar with their work evaluate identified needs

	Finalize list of training needs


1. Discuss the macro factors which impact on training an development in organizations in South Africa today
Population profile
· Develop training programs focusing on adult learners

· Create culture of lifelong learning so older workers can adapt to changing external influence

· Give effect to employment equity

· Focus on literacy, numeracy, conflict handling, supervisor/manager training, develop scarce skills

· Factors influencing population growth:

· Emigration, raid population aging, impact of urbanization, HIV/Aids, immigrants

Education levels
· 27% of SA’s economically active population is illiterate

· The lower the level of education, the less likely it is for an individual to be employed in the formal sector

· Higher level of education, more likely to be employed in formal sector

Unemployment
· High unemployment related to high population growth, low economic growth, declining number of production processes

· Expanded Public Works Program provide:

· Essential services and infrastructure to disadvantaged communities

· Develop skills of unemployed

· Provide much-needed employment by making appropriate technology choices

· Present education and training in such a way as to encourage self-employment and growth in professions required by economy

· Implement Skills Development Act and Skills Levies Act

Supply and Demand for Labour
· Supply consist of persons/groups with variety of skills, demographic profile, personality traits “selling” their services

· Supply declining due to

· Decline in population growth
· Higher mortality rate

· Influx of immigrants

· Demand derived from demand for goods provided by employer

· Demand affected by

· Economic conditions in country

· Cost of labour 

· Productivity of labour

Technological acceleration
· Training is instrument by means of which knowledge to implement technology is conveyed

· Technological innovation increases importance of training

· New entrants to market must be trained

· Technological change necessitates continuous retraining

HIV/Aids
· Human capital realization, skills availability and skills shortages in SA will be affected by HIV/Aids

· Training must be provided on HIV/Aids to curb its impact on labour issues

2. What are the interrelationship between the SAQA and SDA Acts?
	SAQA Act
	Skills Development Act

	Department of Education
	Department of Labour

	Focus:

· Establish integrated national framework for learning achievements

· Facilitate access, mobility, progression within learning pathway

· Enhance quality of education and training
	Focus:

· Improve skills and employability of everyone

· Increase investment in education and training

· Encourage employers to promote education and training

· Introduce Skills Development Levy grant system to finance skills development

	Established:
· SAQA established for:

· Implementing National Qualifications Framework

· Managing standard setting

· Overseeing quality assurance
	Established:
· Framework for skills development on national, sector, workplace level

· Procedures for development, implementation, funding of learnerships

· SETAs and processes for promoting and monitoring implementation of WSP


3. Explain the rationale for the Skills Development Act
Objectives
· Develop skills of South African workforce

· Increase levels of investment in education and training in labour market to improve return on investment

· Encourage employees

· Encourage workers to participate in learnership and other training programs

· Improve employment prospects of previously disadvantaged, redress disadvantages through training and education

· Ensure quality training and education

· Assist in placement of workers

· Provide and regulate employment services

4. Explain the rationale for the SAQA Act
Objectives
· Create integrated national framework for learning achievements

· Facilitate access to, mobility and progression within education, training and career paths

· Enhance quality of education and training

· Accelerate redress of past unfair discrimination in education, training and employment opportunities

· Contribute to full personal development of each learner and social and economic development of nation


Main function
· Oversee development of National Qualifications Framework

· Formulate and publish policies/criteria for bodies that will establish education and training standards and qualifications

· Oversee implementation of NQF

· Advise minister on matters affecting registration of standards and qualifications

· Be responsible for control of finances of Authority
5. What aspects of training management should be addressed in order to put the management of HRD on a proper footing?
Planning
· Determine training needs of organization

· Analyze tasks and learning outcomes of programs

· Draw up strategic plan for training

· Draw up annual training plan

· Plan all learning interventions

· Plan training budget

Organise
· Organize training department

· Organize course on supervisory training or communication skills

· Identify and coordinate resources

· Select suitable training methods

· Arrange accommodation and administrative arrangements

Leading
· Motivate training and support staff

· Provide direction and guidelines for training staff

· Provide support for achievement of objectives

Control
· Determine if outcomes was achieved or not

· Determine if training program was executed as planned

· Determine if required results was achieved or not

· Assess learners

· Determine what changes is required for program

6. Discuss the total strategic training management process
· Strategic Human Resource Development is geared to strategic business plan

· Help implement HRS by improving knowledge, skills of employees and/or knowledge/efficiency levels of interest groups outside organization

· Helps implement strategic business plan and HR management plans

· Key assumptions

· Should be overall purpose statement for enterprise and HRD effort should relate to it

· Every major plan of enterprise should be weighed in terms of human skills available to implement it and alternative ways to get skills

· People on all levels of enterprise should share responsibility ad accountability for HRD

· Formal, systematic, holistic planning process for enterprise, HR department and HRD

· Assess training needs

· Do environmental scanning

· Compare present strengths and weaknesses to future threats and opportunities

· Choose and implement organizational strategy

· Evaluate training

1. How would you compile a Workplace Skill Plan (WSP)?
Step 1:  Feedback on number of persons in each occupational group who received training in past year as specified by regulations
· Feedback needs to be in terms of race, gender, disability within framework of each occupational group

Step 2:  Strategic skills development priorities
· HRD strategy sets HRD processes, policies, programs

· Will contribute to achieve corporate goals contained in business plans

· Required to deal with:

· Strategic priorities of skills development

· Reference to sectoral/national skills plans

· Linkage to employment equity


Step 3:  Skills audit and needs analysis
· Done to determine the real skills requirements of organization

· Determine actual skills of current workforce to define skills gaps and real skill requirements

· Requires time, money and expertise

· Needs analysis is training gap between what is and what should be

Step 4:  Qualitative information relevant to skills planning
· Supply information on:

· Vacancies not filled

· Recruitment expectations during next 12 months

· Aspects to consider

· Restructuring as result of expansion

· Job redesign

· Creation of new positions


Step 5:  Training skills needs for next year as required
· Indication must be given of numbers of staff to be trained in next period in question

· Feedback in terms of race/gender/disability within occupational group

2. Explain the purpose of a Workplace Skill Plan (WSP)
· Provide mechanism against which grant can be released from Sector Education and Training Authority (SETA) to individual organizations

· Serve as format for collecting information by Sector Education and Training Authority from individual organizations
3. Discuss the need for a training policy
· Policy considered as expression of intent which gives general guidance for conduct of affairs

· Policy for training/development establishes broad framework for organizations training plan

· Plan express priority training interventions of enterprise and strategies followed during given time period

4. What are the main elements of a training policy?
· Task or job content training

· Training in leadership behavior

· Training in management strategy

5. As a training and development manager what could you do to position a company strategically from a human resource development point of view?
· Strategic human resource development implies a formal, systematic plan for all training and development that will support overall business plan of organization

· Step 1:  determine purpose of the HRD effort

· Purpose statement relate to organization’s purpose/mission

· Step 2:  assess present conditions

· Broad systematic examination of conditions conducted for purpose of identifying general differences between what people ‘should know’ and ‘do’ and what they ‘actually know’ or ‘do’

· Macro level – national and international needs

· Meso level – organizational needs

· Micro level – operational level needs

· Step 3:  Environmental Scanning

· Structured examination of future external environment

· Monitoring world in which enterprise receives sustenance for purpose of identifying opportunities and threats

· Step 4:  compare current strengths and weaknesses to future threats and opportunities

· Analysis of strengths and weaknesses will give information for planning of training and education

· Analysis of strengths and weaknesses provide information to plan employee development

· Organizational strategy for HRD is established when strengths, weaknesses, threats and opportunities are compared

· Step5:  Choosing organizational strategy for HRD

· Integrates long-, intermediate- and short-term learning plans designed to cultivate necessary talent
· Unified learning plan that integrate HRD functions such as organizational development, non-employee development, employee development/training/education

· Step 6:  Implementing organizational strategy for HRD

· Turns plans into action

· Most important step

· Strategy cannot succeed if actions, when to take and who should take them not in place

6. Discuss the advantages of having a “cyclic” approach to the development of training programs
· Different stages influence each other
· Specific needs for training (stage 1) will influence the way material is developed (stage 2)
· Type of program developed (stage 2) will influence way it is presented (stage 3)
7. Discuss main stages and activities of the training cycle
Stage 1:  Training needs assessment
· Determining a gap between what an employee must be able to do and what they can or currently are doing
· Levels of training needs:
· Macro level – national and international needs

· Meso level – organizational needs

· Micro level – operational level needs

· Training need influence other phases of training ycle
· Models for determining training needs
· Graham-Mihal
	Make comprehensive list of specialty aspects and competencies

	Executive managers
	Middle level managers
	First-level managers

	Define tasks/aspects that apply to them, indicate importance of each in terms of effective performance

	Job description
	
	Job specification

	Evaluate job description/specification by group

	Managers to identify:

Task to perform more efficiently

Specialty area they want to know more about

Skills to improve

	Managers place needs in order of importance with view to achieve organizations goals

	Immediate heads of managers familiar with their work evaluate identified needs

	Finalize list of training needs


· Michalak-Yagar

	Identify behavior discrepancy

	Cost/value analysis

	Skill/knowledge deficiency

	Can not do
	
	Does not do

	Assistance
	
	Reward/punishment

	Training
	
	Lack of / inadequate feedback

	Practice
	
	Obstacles in system

	Change job
	
	

	Transfer/dismiss
	
	


Stage 2:  Developing of training program material
· Formulate learning outcomes
· Determine / select content
· Sequence content
· Select instructional strategy
· Select instructional media
· Design lesson plan
Stage 3:  Presenting the program
· Create a learning environment conducive to learning
· Notify learners of upcoming training/learning opportunity
· Check in advance if all required resources available

· Select correct facilities for training

· Decide on type of presentation

· Lecture

· Demonstration

· Group enquiry

· Case study

· Select correct facilitator

· Characteristics and skills

Stage 4:  Program evaluation and learner assessment
· Program is evaluated to determine its success
· Learners are assessed to determine if learning outcomes where achieved
· Types of training evaluation
· Formative 
· Summative
· Practical
· Diagnosing failure
· Measuring return on investment
· Assessment of learners
1. What process would you follow to assess students on a supervisor’s training course?
Step 1:  Prepare for assessment
· Scrutinize unit standards/qualifications/other documents

· Describe relevant standards to be achieved

· Group outcomes that can be assessed jointly

· Discuss assessment with facilitators and other assessors

Step 2:  Plan assessment

· Draw up assessment plan

· Specify type of assessment, how formative/summative/integrated assessment will be used

· Describe assessment methods

· Describe assessment instruments

· Consider barriers that may compromise validity of assessment

Step 3:  Prepare candidates for assessment
· Inform candidates about assessment/required criteria/level of performance expected

· Explain role/responsibilities/accountability of all role players

· Reach agreement with candidates on assessment process

Step 4:  Conduct Assessment
· Carry out assessment in accordance with assessment plan

· Adapt assessment as situation dictates

· Gather appropriate evidence to establish candidates competence

Step 5:  Document all evidence
· Develop appropriate assessment documents of for collecting evidence

· Record all evidence

· Keep documents

Step 6:  Evaluate evidence and make assessment judgments
· See if evidence meet assessment criteria

· Determine if evidence appropriate to judge candidate’s competence

· Record result to comply to Education and Training Quality Assurers (ETQA) and South African Qualifications Authority (SAQA) standards
· Internal and external moderation of samples of assessment

· Conduct reassessment of candidates who where not competent

Step 7:  Provide feedback to relevant parties
· Feedback should inform learners of progress, identify weaknesses they should address

· Other parties may be other assessors, candidates, supervisors, moderators, facilitators and Education and Training Quality Assurers (ETQA)

· Feedback must be constructive, timely, confidential, sufficient, honest

Step 8:  Review assessment process
· Obtain feedback on process from all relevant parties

· Evaluate assessment

· Revise assessment based on feedback and evaluation

2. What methods and instruments would you use to assess the supervisors who are trained?
	Method of assessment
	Possible assessment instrument

	Assignments
	Assignment sheet and rubric (clearly indicating assessment criteria or standard)

	Case studies
	Printed case study and questions based on it

	Written work
	Essays, reports, case studies, exam papers

	Multiple choice questions
	Bank of reliable MCQ’s, answers, explanations for correct/incorrect option

	Oral questions
	List of questions with possible responses, assessment criteria and rating scale

	Personal interviews
	Structured interview format

	Practical demonstration
	List of expected activities, checklist of observations required

	Projects
	Clear purpose/instructions required

	Role play
	Clear instructions, stated outcomes to be achieved


3. What assessment principals would you apply for students on a supervisors training course?
Transparency

· Standards of assessment should be accessible, easily understandable and have real meaning
· Assessment process should be clear and open to candidates

Validity
· Valid if it measures what it is supposed to measure and nothing else

· Assessment valid if assessment serves purpose it was designed for

Reliability
· Reliable when consistent results are obtained

Objectivity
· Must eliminate judgment or bias of scorer from scoring

Practicality
· Must take into account financial resource, equipment and time to ensure it is feasible

Fairness
· Assessment must not disadvantage any person based on gender, race, ethnicity, disability, language or location

Flexibility
· Should cater for scope of knowledge and skills covered by assessment criteria

Authenticity
· Evidence provided must be own work of student

4. How and when would you assess the outcomes of a supervisor’s training course?
How
· Learners should be assessed against outcomes

· Never assess learners against criteria not communicated

· Provide learners with sufficient opportunities to demonstrate their achievement of the outcome

· Consider the assessment process as part of learning process

· Demonstration of competence must take place at end of each learning experience

· Demonstration of competence should be related to performance requirement

When
· Informal assessment

· Monitored throughout training program

· Formative assessment where student is assisted with assessment

· Takes place during training

· Formal assessment

· Takes place at end of allotted program

· Still part of learning process

· Indicates if student achieved outcomes for entire program

· Complies with purpose for which training was developed

5. What competencies do you think are required of a Skills Development Facilitator (SDF)?
· Sound understanding of the National Qualifications Framework (NQF)
· Ability to conduct a needs analysis and develop a workplace skills plan (WSP)

· Ability to compile reports to submit to the Sector Education and Training Authority (SETA)

· Ability to prepare, submit, steer company’s application for accreditation as training and development site

· Ability to manage contracting of training and development to external accredited providers

· Ability to advise on/monitor implementation of workplace skills plan (WSP) including training delivery, assessment and quality assurance required by Sector Education and Training Authority (SETA)

6. What are the functions of an SDF (Skills Development Facilitator)?
· Responsible for organizations skills development strategy for specific period

· Has to develop and put in place annual workplace skills plan and submit annual training report

· Source of information about accreditation criteria for courses, skills programs and leadership development

· Functions

· Assist employer to become accredited with SETA

· Assist employer/employees with development of workplace skills plan

· Submit workplace skills plan to SETA

· Advise employer on implementation of workplace skills plan

· Assist employer in drafting annual training report in line with approved workplace skills plan

· Advise employer on SETAs quality assurance requirements

· Serve as contact person between employer and SETA

7. Explain some of the factors that would influence your choice of management development methods
Development objectives
· Study objectives / training needs must be achieved


Learner response and feedback
· Trainer must monitor development to take corrective steps immediately

· Student must monitor own progress, feedback provided a.s.a.p.

Trainer’s skill
· Skill of trainer critical to success of any training program

· Trainer must be competent to use selected method

Time available
· Some methods more time-consuming than others

Adaptability
· One method may be applied to accommodate different learning activities

Cost
· Variety of methods usually more expensive

· Training aids can be expensive

· Expenses must be weighed against benefit

8. Discuss the management development methods
On-the-job methods
· Coaching

· Coach offer counseling and strategic business advice

· Often involved in direct line relationship with coachee

· Mentoring

· Mentor acts as advisor and role-model

· Senior manager to more junior manager

· Committee assignments

· Junior executives observe more experience managers in action

· Inexperienced manager can observe interpersonal process, agreements/disagreements, decision making processes, negotiations

· Job rotation

· Moving from one job assignment to another in same company

· Provides inexperienced manager with general understanding of company purpose and goals

· Understudy assignments

· Understudy works with mentor on daily basis to learn how job is done

· During manager absence, understudy performs role of manager in non-critical activities


Off-the-job methods
· Sensitivity training

· Make participants aware of their behavior and how it is perceived by others

· Good for personal growth, does not make better manager

· Team-building

· Focuses on intact work groups and strives to develop their ability to work together

· Heavy emphasis on group problem solving skills

· Behavior modeling training

· Two steps:  acquisition and performance

· Learning from others, participants shown a situation and how it is correctly dealt with

· Case studies

· Written description of actual or hypothetical problem

· Help managerial participants develop problem solving skills

· Simulation exercise

· Using facsimile of real situation, trainee tries different behaviors or strategies

· Trainee should learn from own actions as well as group discussion

·  Leaderless group discussion
· Larger group simulation working together to solve a problem

· Group member assigned different roles to play in simulation

· Computerized business decision making games

· Sequential decision making exercise structured on model of business operation

· Trainee assumes role of managing simulated operation

· Adventure training

· Presents managers with physical and mental challenges

· Promote self awareness, confidence, teamwork

· Action learning

· Find solutions and support systems to learn within real-life environment in short space of time

· Learning by doing

· Cookery training

· Promotes communication, cooperation, teamwork

· Involves various techniques such as mentoring and working toward common goal

9. Discuss the scope and characteristics of management development in dealing with change in the company
· Management development aimed at equipping managers with knowledge, skills and attitudes to enable them to:

· Manage subordinates

· Develop strategies

· Achieve organizational goals

· Improve performance/productivity

· Employee development aimed at:

· Creating learning opportunities

· Making learning possible within enterprise through training/education

· Management development directed at providing (potential) managers with knowledge, skills, attitude necessary

· Management development aims to prepare and equip managers to:

· Manage subordinates to achieve goals

· Develop critical and conceptual skills

· Develop organizational strategies

· Manage and monitor change in internal and external environment

· Management development characteristics:

· Mangers assisted in managing and adapting to internal/external change

· Personal responsibility of manager

· Shared human resource responsibility

· Directed at improving productivity, performance and achieving goals

· Company should have policy setting out approach to management development

· Requires range of related, interdependent activities

· Mainstream tool for developing business performance

· Must be integrated into total business strategy
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