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Acquisition of knowledge, skills, and competencies as a result of teaching or practice For other uses, see Training (disambiguation). An astronaut in training for an extravehicular activity mission using an underwater simulation environment on Earth. Training is teaching, or developing in oneself or others, any skills and knowledge or fitness that relate
to specific useful competencies. Training has specific goals of improving one's capability, capacity, productivity and performance. It forms the core of apprenticeships and provides the backbone of content at institutes of technology (also known as technical colleges or polytechnics). In addition to the basic training required for a trade, occupation or
profession, training may continue beyond initial competence to maintain, upgrade and update skills throughout working life. People within some professions and occupations may refer to this sort of training as professional development. Training also refers to the development of physical fitness related to a specific competence, such as sport, martial
arts, military applications and some other occupations. Training methods of all types can be improved by setting specific, time-based, and difficult goals. This allows for the progressive mastery of a topic with a measured outcome.[1] Mountaineering training in Estonia. It involves both instruction and physical exercise in the outdoor environment to
develop skills that are necessary for survival in rock climbing. Main article: Physical exercise Physical training concentrates on mechanistic goals: training programs in this area develop specific motor skills, agility, strength or physical fitness, often with an intention of peaking at a particular time. In military use, training means gaining the physical
ability to perform and survive in combat, and learn the many skills needed in a time of war. These include how to use a variety of weapons, outdoor survival skills, and how to survive being captured by the enemy, among many others. See military education and training. For psychological or physiological reasons, people who believe it may be
beneficial to them can choose to practice relaxation training, or autogenic training, in an attempt to increase their ability to relax or deal with stress.[2] While some studies have indicated relaxation training is useful for some medical conditions, autogenic training has limited results or has been the result of few studies. Some occupations are
inherently hazardous, and require a minimum level of competence before the practitioners can perform the work at an acceptable level of safety to themselves or others in the vicinity. Occupational diving, rescue, firefighting and operation of certain types of machinery and vehicles may require assessment and certification of a minimum acceptable
competence before the person is allowed to practice as a licensed instructor. Computer skills training See also: On-the-job training Some commentators use a similar term for workplace learning to improve performance: "training and development". There are also additional services available online for those who wish to receive training above and
beyond what is offered by their employers. Some examples of these services include career counseling, skill assessment, and supportive services.[3] One can generally categorize such training as on-the-job or off-the-job. The on-the-job training method takes place in a normal working situation, using the actual tools, equipment, documents or
materials that trainees will use when fully trained. On-the-job training has a general reputation as most effective for vocational work.[4] It involves employees training at the place of work while they are doing the actual job. Usually, a professional trainer (or sometimes an experienced and skilled employee) serves as the instructor using hands-on
practical experience which may be supported by formal classroom presentations. Sometimes training can occur by using web-based technology or video conferencing tools. On-the-job training is applicable on all departments within an organization. Simulation based training is another method which uses technology to assist in trainee development.
This is particularly common in the training of skills requiring a very high degree of practice, and in those which include a significant responsibility for life and property. An advantage is that simulation training allows the trainer to find, study, and remedy skill deficiencies in their trainees in a controlled, virtual environment. This also allows the
trainees an opportunity to experience and study events that would otherwise be rare on the job, e.g., in-flight emergencies, system failure, etc., wherein the trainer can run 'scenarios' and study how the trainee reacts, thus assisting in improving his/her skills if the event was to occur in the real world. Examples of skills that commonly include
simulator training during stages of development include piloting aircraft, spacecraft, locomotives, and ships, operating air traffic control airspace/sectors, power plant operations training, advanced military/defense system training, and advanced emergency response training like fire training or first-aid training. Off-the-job training method takes place
away from normal work situations — implying that the employee does not count as a directly productive worker while such training takes place. Off-the-job training method also involves employee training at a site away from the actual work environment. It often utilizes lectures, seminars, case studies, role playing, and simulation, having the
advantage of allowing people to get away from work and concentrate more thoroughly on the training itself. This type of training has proven more effective in inculcating concepts and ideas[citation needed]. Many personnel selection companies offer a service which would help to improve employee competencies and change the attitude towards the
job.[citation needed] The internal personnel training topics can vary from effective problem-solving skills to leadership training. A more recent development in job training is the On-the-Job Training Plan or OJT Plan. According to the United States Department of the Interior, a proper OJT plan should include: An overview of the subjects to be covered,
the number of hours the training is expected to take, an estimated completion date, and a method by which the training will be evaluated.[5] In religious and spiritual use, the word "training" may refer to the purification of the mind, heart, understanding and actions to obtain a variety of spiritual goals such as (for example) closeness to God or
freedom from suffering.[citation needed] Note for example the institutionalised spiritual training of Threefold Training in Buddhism, meditation in Hinduism or discipleship in Christianity.[citation needed] These aspects of training can be short-term or can last a lifetime, depending on the context of the training and which religious group it is a part of.
[citation needed] Compare religious ritual. Learning processes developed for artificial intelligence are typically also known as training. Evolutionary algorithms, including genetic programming and other methods of machine learning, use a system of feedback based on "fitness functions" to allow computer programs to determine how well an entity
performs a task. The methods construct a series of programs, known as a “population” of programs, and then automatically test them for "fitness", observing how well they perform the intended task. The system automatically generates new programs based on members of the population that perform the best. These new members replace programs
that perform the worst. The procedure repeats until the achievement of optimum performance.[6] In robotics, such a system can continue to run in real-time after initial training, allowing robots to adapt to new situations and to changes in themselves, for example, due to wear or damage. Researchers have also developed robots that can appear to
mimic simple human behavior as a starting point for training.[7] Training pictogram Athletic training - Healthcare profession Course evaluation - Questionnaire completed by students to evaluate an academic course Dance - Art form consisting of body movement Education - Transmission of knowledge and skills Industrial and Organizational
Psychology - Branch of psychologyPages displaying short descriptions of redirect targets Facilitator - Person who helps a group understand common objectives & reach them Gamification - Using game design elements in non-games HRD (human resource development) - Improving the effectiveness of organizations and the individuals and teams
within themPages displaying short descriptions of redirect targets Large-group capacitation - Adult education and social psychology concept Learning - Process of acquiring new knowledge Microtraining - Support method for informal learning processes in organisations Physical education - Educational course related to the physique and care of the
body Practice (learning method) - Act of rehearsing a behaviour repeatedly Retraining - The process of learning a new or upgrading an old skill set or trade Supercompensation - Post-training period of high performance (physical fitness) Training and development - Improving the effectiveness of organizations and the individuals and teams within
them Training simulation - Virtual medium through which various types of skills can be acquired ~ Victoria Stewart, Sara S McMillan, Jie Hu, Jack C Collins, Sarira El-Den, Claire L. O’Reilly, Amanda ] Wheeler, Are SMART goals fit-for-purpose? Goal planning with mental health service-users in Australian community pharmacies, International Journal
for Quality in Health Care, Volume 36, Issue 1, 2024, mzae009, ™ "» Relaxation training may cut hypertension medication among elderly - Thaindian News". Archived from the original on 2016-03-04. Retrieved 2008-03-30. ~ "Job Training - Alaska Department of worker and Workforce Development". Archived from the original on 2011-06-22. ©
"UNESCO-UNEVOC". unevoc.unesco.org. Retrieved 2018-10-12. ©~ "Job Training". Jobs.state.ak.us. 2011-02-02. Retrieved 2013-07-17. ©~ Genetic Programming: An Introduction, Wolfgang Banzhaf, Peter Nordin, Robert E. Keller, and Frank D. Francone, Morgan Kaufmann Publishers, Inc., 1998 ~ "HR-2 Robot can mimic simple human behavior".
Archived from the original on 2007-06-07. Rethinking Remote Training in 2021 Media related to Training at Wikimedia Commons Retrieved from " One of the most important responsibilities of an employer is ensuring employees are adequately trained. An effective training program can help employees and supervisors succeed in their roles and can
help promote compliance with applicable laws, policies and procedures. Here are examples of training that are either required or considered a best practice. Sexual harassment training Several states and a few local jurisdictions require employers to provide sexual harassment training, including the locations in the table below. Jurisdictions Which
employers must provide sexual harassment training? California Employers with five or more employees Connecticut All employers: employers with three or more employees must provide it to both employees and supervisors; smaller employers are only required to provide supervisor training. Delaware Employers with 50 or more employees District of
Columbia All employers of tipped employees Illinois All employers Chicago, IL All employers must coordinate compliance with both the Chicago and Illinois training requirements. Maine Employers with 15 or more employees New York State All employers New York City Employers with 15 or more employees must coordinate compliance with both
NYC and New York State training requirements. Employers with fewer than 15 employees must comply with just New York State requirements. Washington All hotel, motel, retail, security guard entity, or property services contractor employers In some states, sexual harassment training may be recommended or encouraged by case law or by state or
local agencies. But even if you aren't required or encouraged to provide sexual harassment training, it is a best practice to provide this training. Most of the requirements apply to both supervisors and employees. This table lists who is covered by various state and local sexual harassment training requirements. Jurisdictions Who must be trained?
California Employees and supervisors Connecticut Employees (if employer has three or more employees) and supervisors (all employers) Delaware Employees and supervisors District of Columbia Tipped employees, managers and owners Illinois Employees and supervisors Maine Employees, supervisors and managers New York State Employees and
supervisors New York City Interns and employees, including supervisors and managers. In some situations, independent contractors must be trained, according to the city. Washington Employees and supervisors Some of these laws require supervisors/managers to receive separate, specialized training. Review applicable laws and agency guidance
carefully to determine exactly who must be trained. Nondiscrimination and anti-retaliation Your state or local jurisdiction's training requirements may go beyond just sexual harassment. For example, California requires that the training also addresses abusive conduct, discrimination and retaliation. In Chicago, employers must also provide bystander
training (actions that an employee may take to intervene when there is a risk of sexual harassment to a co-worker or another individual). Check your state and local law for specific training requirements, including who must be trained, the frequency in which training must be provided, the required content of the program and recordkeeping
requirements. Even in the absence of a state or local requirement, employers should consider conducting nondiscrimination trainings for all supervisors and employees. Trainings should explain that the company won't tolerate discrimination against applicants and employees based on any protected characteristic, as well as provide examples of
prohibited conduct. Employers should also train employees on how to report incidents of discrimination and retaliation. Compliance and ethics training Under certain circumstances, companies may be held responsible for criminal misconduct by employees. Effective training can help promote a culture of compliance with the law and ethical business
practices. The training should cover the company's policies, procedures and efforts to prevent, detect and address wrongdoing, as well as any laws that may apply to the company, such as the Foreign Corrupt Practices Act or the Sarbanes-Oxley Act. Safety training Many of the U.S. Occupational Safety and Health Administration's (OSHA) regulations
expressly require the employer to train employees in the safety and health aspects of their jobs. Four examples of OSHA's training requirements are listed below: Emergency action plan. Employers required by an OSHA regulation to have an emergency action plan must train a sufficient number of employees to assist in safe and orderly emergency
evacuation (see 29 CFR 1910.38). Personal protective equipment (PPE). Employers must provide training to any employee required by OSHA regulations to wear PPE. For details on PPE training requirements see 29 CFR 1910.132 and 29 CFR 1910.134. Hazard communication. Employers with hazardous chemicals in the workplace must provide
employees with effective training at the time of their initial assignment and whenever a new chemical hazard is introduced into their work area. For detailed training requirements see 29 CFR 1910.1200. First aid. If an infirmary, clinic or hospital isn't close to the workplace, the employer must ensure that one or more individuals are adequately
trained to provide first aid (see 29 CFR 1910.151). Keep in mind other OSHA standards make it the employer's responsibility to limit certain job assignments to employees who are "certified," "competent" or "qualified" — meaning that they have had special previous training, in or out of the workplace. Some states have their own safety regulations
that require more training than federal OSHA. For example, in Maine, if an employee works at a computer for more than four hours in a row on most days, the employer must train the employee on: How to use their computer safely. How to properly adjust their workstation. Be sure to comply with all regulations that apply to your industry, workplace
and employees. Preventing workplace violence training Some states are beginning to require employers to provide training on preventing workplace violence. For example, in July 2024, California began to require most employers to have an effective written plan and take certain other actions to help prevent workplace violence, such as effective
employee training. Effective June 2, 2025, New York will require employers with 10 or more retail employees to implement workplace violence prevention training, policies and other measures. In New York, employers with fewer than 50 employees are only required to provide the training upon hire, and every other year thereafter (instead of
annually). Job or industry-specific training Certain federal and state laws require training for employees with specific job functions. For example, the Health Insurance Portability and Accountability Act (HIPAA) requires covered entities, such as healthcare providers, to train their workforce on procedures regarding protected health information as is
necessary and appropriate to their employees' respective job functions. In addition, Hazardous Materials Regulations require employers to provide specific safety training to employees who directly affect hazardous materials transportation. Depending on your industry, your state or local jurisdiction may require you to provide training on human
trafficking to employees. Check your industry requirements for more information. Performance management training All supervisors should receive adequate training on effectively managing employee performance. Supervisor training should address the company's performance review process and expectations, as well as guidelines for giving
objective and constructive feedback, avoiding bias, setting appropriate goals, and effectively coaching employees. FLSA training Training supervisors on the Fair Labor Standards Act (FLSA) can help employers comply with the various provisions of the law and is considered a best practice. At a minimum, the training should cover overtime
requirements, the prohibition against off-the-clock work, and ensuring all hours of work are recorded and compensated. Leave of absence training Training supervisors on leave of absence procedures and laws can help ensure that supervisors respond properly to requests for leave. At a minimum, the training should provide an overview of applicable
leave laws and employer policies, how supervisors should handle leave requests, and job restoration requirements upon the employee's return. The training should also stress that job-protected leave may not count against an employee when evaluating their attendance or performance. Conclusion Employers should familiarize themselves with the
training requirements that apply to their employees and their business; design and implement effective programs; and use qualified trainers. In addition, employers should thoroughly document all training activities and retain records of employee attendance at all completed trainings. When training employees, it’s important to remember the big
picture and end goals. Why? Because it’s easy to get lost in “just-in-case” training scenarios that can end up wasting a lot of time. If you are able to cover a broad spectrum aspects that add up to your big picture, training your employees will be more effective. They will have learned the skills necessary to make decisions effectively on their own, and
thus, there would be no reason for “just-in-case” training. Similarly, it's important to remember that training is not about you. It's about your employees. I know this may sound ridiculous. But a lot of times, we see companies train on topics that they want to and not on what employees need. If you want to train based on your employees' needs,
consider the following: What sounds trendy may not be what your employees needs. Sometimes, you just need to go back to the basics. You may want to survey your team members on what they really want. The goal for any leader is to ensure that employees are learning and growing. In order to do this, training must occur and it must be relevant.
Otherwise, it's a big ol' waste of time and nobody leaves the event happy. So, now that you understand some of the basis around training employees, let's get to the nitty gritty. 1. Be clear when stating desired outcomes and performance objectives When employees know what the end result of a training should be, it’s easier for them to understand
how to get there. They will know how each training is useful and how it adds up to completing an end goal. Similarly, it creates context. Context is so important for success. If you tell your team that by the end of a training, they should have a sales process outlined, they will make sure they get there. This means, in the training, they can ask more
guided questions and have conversations that are direct and focused. It's easy for trainings to get off track, especially when they're done internally. Setting outcomes and objectives makes sure that everyone leaves ready for success. 2. Help employees understand behaviors through DISC DISC assessments are a very helpful tool for managers and
sales people. The assessment not only shows how an individual employee behaves in certain situations, it shows how they can best interact with people of differing behavior profiles. DISC creates a deeper understanding of the decisions an employee makes. This can help guide behavior in trainings because employees understand how they are inclined
to act. Similarly, it can help to inform management training. A lot of times, managers manage their sales reps how they would want to be. This, in fact, is not a best practice for managing. Instead, it's important to train your managers that different people need different things. For example: giving feedback. People like to give and receive feedback in
many different ways. For some people, they want to be told bluntly when they've done something incorrectly. For others, they want to be handheld through the process where they messed up. Neither preference is more correct than the other, yet a lot of times, managers believe one is. This is why DISC assessments are so important for employing and
training the best employees possible. 3. Don’t micromanage One of the best ways to learn is through mistakes. When training employees, take a more hands-off approach to enable this. If you don’t let your employees decide for themselves in trainings, how do you expect them to make decisions during real business hours? According to the Association
for Psychological Science, “encountering errors during training helps to prepare trainees for real-life situations as they are required to apply concepts learned in training.” Additionally, no one likes to be micromanaged. If you are overbearing during training, your employees are less likely to have breakthroughs. They are also more likely to not enjoy
the training at all! 4. Have employees solve problems together At Criteria for Success, collaboration is the most important part of our sales trainings. Why? Not only does it improve communication skills between your employees, it teaches team-building skills. Also, scientists state that watching others perform skills helps to learn faster. This is called
behavioral role modeling. Another reason is because collaboration empowers breakthroughs. Breakthroughs are the most important thing that comes out of any given sales training. Have your reps share best practices, success stories, or even failure stories! This type of participation will create the type of environment to help employees solve
problems together as well as learn and grow as a team! 5. Track best practices, processes, and everything else Training doesn’t end after the event. Make sure you organize all the material from the sales training in your Sales PlayBook! This is a great way to ensure that your team will continue to use the tools they learned. As times goes on, you'll
want to revisit old trainings to see if there's any room for new ideas. In the end, training employees can overhaul the productivity and results of an organization, or it can fizzle out after a few weeks. Utilize these guidelines to make sure you are making the most out of training your employees. Do you have any other ideas on how to train employees?
Let us know in the comments. Official websites use .gov A .gov website belongs to an official government organization in the United States. Secure .gov websites use HTTPS A lock () or https:// means you've safely connected to the .gov website. Share sensitive information only on official, secure websites. Feb. 24, 2025 CDC has set standard
benchmarks for determining high-quality trainings. These Quality Training Standards provide guidance for creating high-quality trainings. A training must meet all eight standards to be considered a CDC Quality Training. These eight training development standards serve as a quality benchmark for trainings developed or funded by CDC. The
standards provide guidance for developing quality training that results in learning. To learn more, see the CDC Quality Standards Introduction video. Your training must meet all eight standards to be considered a Quality Training. See examples of trainings that meet the standards using the CDC Quality Training Standards search filter in CDC TRAIN,
CDC's online learning management system. Ensure that training is needed to address the gap, training is not always the solution. Conduct a needs assessment that validates the need for training. Consider a simple or complex approach. Complex approaches might include collecting new data through surveys and interviews. Simple approaches might
include looking at existing data or literature or talking to a few key informants. Conduct a training needs analysis if training is needed. This is a part of the needs assessment and focuses on gathering information that helps with training approach. Identify and confirm the training goal with key partners. Identify and describe learners (and community
if appropriate). Identify barriers and facilitators for training delivery (e.g., language, technology, or location). Select a delivery method(s), strategy(ies), or trainers appropriate for content and learners. Some trainings may require additional attributes. Consider if the following apply to your training: Develop SMART (Specific, Measurable, Achievable,
Relevant, and Time-bound) learning objectives (e.g., writing effective learning objectives). Match learning objectives with goals. Select educational methods that support learning objectives. Some trainings may require additional attributes. Consider if the following apply to your training: Develop content that meets the needs of the learners and
program based on the needs assessment. Consider your learners and make sure your content (including examples and visuals) is appropriate and relevant. Include real-world examples that support the content. Ensure content aligns with learning objectives to avoid unnecessary material. Conduct a subject matter expert (SME) review. The SME(s)
should ensure that content is accurate based on best-available evidence and up-to-date. The SME(s) should review for bias and ensure possible biases (including commercial bias) are minimized and mitigated (e.g., content changed and conflicts of interest disclosed). Create an expiration date for the training to review and update or retire, as needed.
Review may include evidence-based practice, peer review journals, best practices, or SMEs' input. Update or remove content in a timely manner. Some trainings may require additional attributes. Consider if the following apply to your training: Design training that is interactive or engaging (e.g., knowledge checks, case studies, question and answer
sessions, or exercises), as appropriate for learners' needs and training goals. Provide opportunity for learners to receive feedback. Facilitate engagement activities to include all learners. Some trainings may require additional attributes. Consider if the following apply to your training: Use adult learning principles for adult learners. Include
experiential or practice-based learning (e.g., internship with a mentor for on-the-job learning). Provide opportunity for learners to share experiences and learn from others' experiences. These may include peer learning and interdisciplinary opportunities for practice. Use conversational style that is appropriate for learners (i.e., active voice, present
tense, and second person). Use language and tone that is familiar and clear for learners. Select media, interface, and educational methods that can be used by your audience and facilitates learning (e.g., some learners may not have reliable internet access). Design for user experience. Develop easy and user-friendly navigation or materials. Ensure
that navigation or materials allow learners flexibility to access content that that they need. Organize concepts in logical sections. Make content accessible to learners (e.g., section 508 compliant and accommodations as needed). Some trainings may require additional attributes. Consider if the following apply to your training: Use high quality (e.q.,
clear, clean, and crisp) audio and visual aids to clarify concepts when appropriate. Use technology that is current and easy to access. Ensure that links are functional. Provide technical support. Develop and implement a training evaluation plan that includes the evaluation purpose, questions, and data collection methods. Recruit evaluation
participants who reflect your learner audience. Conduct a formative evaluation as part of development. This may include peer review, quality checklist assessment (e.g., using this checklist), pilot testing, or usability testing. Conduct outcome evaluation that includes training effectiveness and learner assessment (Standard 7). Include opportunity for
learners to provide feedback on training. Include open-ended feedback, if possible. Review and analyze evaluation data for training improvement. Plan to use process evaluation data and learner feedback for ongoing quality improvement. Make recommendations for training content, delivery methods, and learning activities that fill gaps with focus on
areas with greatest need. Some trainings may require additional attributes. Consider if the following apply to your training: Construct learner assessments (e.g., posttest, knowledge check, exercise, observed practice, question and answer session, or problem solving) that relate directly to learning objectives to reinforce learning. Use different
question formats, such as multiple choice, matching, listing, reordering, and sorting. Use socially and contextually relevant assessments for learners to apply what they have learned (e.g., case scenarios are realistic and relevant to learners). Provide learners with feedback on their responses or skill demonstration to support learning. Some trainings
may require additional attributes. Consider if the following apply to your training: Recognize learner completion through a certificate or other notification. Provide opportunities to learners for continued learning after the training that reinforces retention and application of content delivered during training. Use a simple or complex approach that
includes at least one resource for post training support. Simple approaches include providing contact information for help, tip sheets and other resources for more information, and access to other learners for peer support. Complex approaches include conference calls, webcasts, coaching, homework assignments, accountability partners, communities
of practice, and reminders such as emails and quizzes provided some time after the training. Choose an approach that is socially and contextually relevant to learners (i.e., reflective of the learners' experiences and environment). For example, consider learners' availability and access to technology. Some trainings may require additional attributes.
Consider if the following apply to your training: Feb. 24, 2025 Employee training programs are essential for fostering growth and efficiency within any organization. However, effectively planning and delivering these programs requires consideration, strategy, and time. Well-designed training courses can significantly benefit organizations by
enhancing employee skills, boosting morale, and ultimately driving better business outcomes. In this article, we explore the key components needed for an effective training course, ensuring your program is impactful and aligned with your organization’s goals. Before developing any training program, it’s crucial to conduct a thorough needs
assessment. This process involves reviewing the current state of the organization and identifying specific goals that the training should achieve. Training needs must be relevant and tailored to the organization’s unique context to be effective. A comprehensive needs assessment helps pinpoint the exact training requirements, ensuring that the
program addresses the right issues and skills gaps. Once the needs assessment is complete, the next step is to set clear goals for the training program. What do you aim to achieve? What do you want your training to do? These goals should be SMART: Specific, Measurable, Achievable, Relevant, and Timely. When you write SMART goals, ask yourself
several questions to ensure you have the most effective goals possible: Is your goal specific enough? Can it be measured? Is it realistic? Does it apply to your audience? Is this the right time? SMART goals will guide the development of your learning objectives, ensuring that the training is focused and outcomes-oriented. Securing buy-in from
leadership is essential for the success of any training program. Leadership support can provide the necessary resources and reinforce the importance of the training, thereby increasing its impact. It’s very difficult for a program to be successful if it’s the crusade of a single member of middle management. Good training requires a certain commitment
of resources—both for the development of the program and for the time employees spend taking it. Fortunately, if you're developing an employee training course on the outside to pitch to an organization, the needs assessment is often the first step toward winning over more members of the leadership team. When the leaders of the organization make
it clear that this is a priority for them, the rest of the group will treat it more seriously. Motivating adult learners is a key aspect of training success. Engaged and motivated learners are more likely to complete the course and achieve stronger learning outcomes. Here are some ways to motivate learners: Make learning relevant: Connect the training
content to real-world applications and job responsibilities. Make courses accessible: Implement microlearning and ensure courses are mobile-friendly. Provide incentives and gamify the course: Offer rewards for completion or exemplary performance. Facilitate social learning: Encourage interaction and collaboration among learners. Use varied
delivery methods: Cater to different learning preferences by incorporating videos, quizzes, discussions, and hands-on activities. Motivation is vital because it drives better results in both training and working environments. Additionally, asking employees directly about their preferences and expectations can help tailor the course to better meet their
needs. How will you know if your training program is successful? To understand the effectiveness of a training program, you must have clear success measures. The various metrics that course designers can track include: Completion rates Assessment scores Learner progress Interaction and engagement Exits polls and surveys Retention and return
rates Employee performance Reviews and testimonials Course ROI A learning management system (LMS) is particularly useful for tracking these metrics and demonstrating training effectiveness. If you use LearnDash LMS, get the ProPanel add-on to track and measure your courses’ success. Relatable learning tends to stick. For training to be
effective, employees need to be able to relate to the material. Offering relevant scenarios and material helps them immerse in the learning process and retain information better. Use real-life anecdotes or case studies to make the content more engaging and memorable. Scenario-based training is an excellent technique here. This approach involves
creating realistic scenarios that employees might face, helping them apply their knowledge in practical situations. To write effective training scenarios, you should: Understand your learners, their needs, and their environment Be realistic Challenge learners Take a storytelling approach A well-structured course outline and clear objectives are
crucial for an effective training experience. Outlines and objectives help employees understand the purpose of the training, what it entails, and what they will learn. Your course outline acts as your game plan for your training course, while your course objectives are like the stepping stones trainees need to follow in order to be successful. This kind of
clarity fosters better engagement and helps learners stay focused on the training goals. Feedback can absolutely lead to continuous improvement. Collect feedback from employees through LMS reviews, surveys, or direct conversations. Then, use this feedback to refine the training program. Additionally, seek feedback from other organizations to
assess improvements in employee performance, knowledge, or engagement. Also, connecting with employees post-training can provide insights into the long-term impact of the course. Reach out to them directly or send a survey. Refresher training is a valuable tool for reinforcing learning and keeping skills up-to-date. Regular refresher courses help
prevent knowledge decay and ensure employees retain critical, up-to-date information. Furthermore, refresher training improves productivity and performance and helps organizations stay compliant and within training requirements. You can also create a real culture of learning through refresher training; training shouldn’t be a one-off event but
rather an ongoing part of the workplace. The steps for creating an effective refresher training course are simple: Identify your training needs: set your learning objectives, define your audience, and consider how often to offer refresher training. Review and update your training materials: ensure your material is up-to-date and fresh, using new
graphics and examples so training feels relevant. Schedule your training course: consider when employees are busy, when they have natural downtime, and when your compliance deadlines fall. Gather and evaluate feedback: post-training surveys can give you huge insights into the effectiveness of your refresher training. Creating an effective
employee training program involves several requirements, from a thorough needs assessment and setting SMART goals to using relatable material and obtaining regular feedback. Once you have all of these requirements, you can build out the employee training program with a robust LMS. LearnDash LMS streamlines course creation and
management with features like reporting, a drag and drop course builder, and comprehensive reviews. To experience these benefits firsthand, try the LearnDash demo. By following these guidelines, instructional designers and corporate trainers can develop impactful training programs that drive significant improvements in employee performance
and organizational success. Share — copy and redistribute the material in any medium or format for any purpose, even commercially. Adapt — remix, transform, and build upon the material for any purpose, even commercially. The licensor cannot revoke these freedoms as long as you follow the license terms. Attribution — You must give appropriate
credit , provide a link to the license, and indicate if changes were made . You may do so in any reasonable manner, but not in any way that suggests the licensor endorses you or your use. ShareAlike — If you remix, transform, or build upon the material, you must distribute your contributions under the same license as the original. No additional
restrictions — You may not apply legal terms or technological measures that legally restrict others from doing anything the license permits. You do not have to comply with the license for elements of the material in the public domain or where your use is permitted by an applicable exception or limitation . No warranties are given. The license may not
give you all of the permissions necessary for your intended use. For example, other rights such as publicity, privacy, or moral rights may limit how you use the material. We all want to be good teachers. In life, eventually you are going to acquire enough knowledge about some topic that you will become an expert at it. Being good at a skill, you may
then find yourself in a teaching position; either in the form of coaching or in a more formal setting like delivering a training course. Either way, knowing how to teach well is a key skill worth mastering. In this article, I have compiled a set of practical training guidelines that I hope everyone in a teaching position learns and masters by heart. I have
designed it to be a compact set of important actions that you can easily focus on and become proficient at. On Compilation of the List of Training Guidelines Knowing a lot about a topic or mastering a skill doesn’t mean that you are also good at teaching them. Unfortunately, many think that following a simple blanket process makes them qualify to
teach or train people. This, in reality, leads to bad teaching, poor performance and ultimately negative feedback from your students. While putting this guide together, I have aimed to keep the list condensed and only include the most important guidelines. I didn’t want to end up with 125 guidelines and tell you to learn them all when I know it would
be very difficult to stay aware of such a long list of concepts. Instead, I have shortened the list while keeping every critical training guideline in it. I have numbered the guidelines to make it easy to reference them. For each guideline I have also provided a section with a series of questions on rating yourself. After each training delivery, revisit this
guide and rate your performance based on these questions. Go through each guideline and ask yourself, “How well did I do for this?”. There is always something you can improve on for each guideline. Write a list of actions and make sure you DO them. I know for sure, that if you follow these training guidelines you will end up delivering great courses.
The problem, as always, is lack of awareness of key concepts. In the heat of delivering a training course, they are easy to forget. This is why in my online train the trainer course, I repeat key concepts several times, in different ways, and make students practice them over and over again. You must apply key concepts repeatedly until they become a
habit. They must become muscle memory. This will then free up your mind to focus on your delegates rather than how to train them. I hope this guide helps you master these training skills. Happy training. Guideline #1: Knowing a Great Deal About a Subject Is Not Enough to Make You a Good Trainer I have seen this often: people fall in love with a
topic and want to learn as much as possible about it. They learn every obscure fact about the topic. They have extended geeky discussions in a corridor with other fellow enthusiasts and eventually end up with a body of knowledge, strong opinions on how things should be done and what the future of the field looks like. All good so far, but I am afraid
this is not enough to turn you into a good trainer. In fact, I would go on to say it can be detrimental if you are not self-aware. Training is a different skill. Knowing a lot can give you a false confidence that you are also great at training; just because you have a lot in your head doesn’t mean you can efficiently transfer them to others. Because good
training is all about efficiency; maximising transfer of skills in a given time while making sure it sticks for as long as possible. In reality, students don’t care how much you know; all they care is how much you can teach them, and how much they can get from you. It doesn’t matter if you are the Einstein of the field (although it helps), if they cannot
understand a word you say or you don’t bring yourself down to their level when teaching, then your expertise won’t matter to them. Rate Yourself for Your Training Delivery How much time are you spending on learning about training and teaching? Do you self-coach? Are you getting coached by other experienced teachers or trainers? Are your
teaching skills improving over time or are you teaching the same old way you have always taught? Guideline #2: You Need to Create a Safe Training Environment Where Delegates Can Make Mistakes Suppose a student makes a mistake. The trainer punishes the student in front of everyone to demonstrate what not to do or say. What do you think
happens next? Resentment, resistance and negative feedback on your poor training skills. Demonstrate clearly that it is ok for delegates to make mistakes during the learning process. They are allowed to ask questions; however silly they may sound. Failure should never be laughed at or ridiculed. You must respect all reactions to your content, good
or bad. Think and act like a persistent parent with limitless patience teaching a child. You should never express, or even think in your head, that some skill is beyond a student’s capability by nature. You are almost always wrong if you do, because people learn differently and a student that may appear slow to you could just have a different way of
learning. You would be surprised to know how often students who are slow in the beginning end up being the best in the class. Rate Yourself for Your Training Delivery Did any of your delegates express themselves without fear of ridicule? How did you react? What did you say or do to show that it is ok for them to make mistakes? How did you handle
a situation when a student made a mistake? Guideline #3: Engineer the Environment so That Learners Are Immersed in the Learning Activity Without any Distractions It is so important to minimise distractions at an age where everything shouts for our attention. Be ruthless in eliminating bad behaviour as it is highly contagious. All you need is for one
person to reach out for their phones and soon everyone is doing it, with the inevitable loss of concentration for many. They are adults, sure, they should know better, but you must act like a caring parent; be firm while exercising tact. Focus on end results, not scoring points or showing who is the boss. While they are learning from you, show that you
are in charge and they must therefore follow your rules; distractions are not allowed in the learning environment. Design a suitable learning environment. Fill it with content, posters, images, props, tools and materials related to the learning activity to immerse the delegates in the topic. Rate Yourself for Your Training Delivery How much the
training environment contributed to learning? How can you increase this? How did you manage distractions? Guideline #4: Great Trainers Transfer Their Enthusiasm and Goal-Oriented Learning to Their Students The biggest difference between a great trainer and a good trainer is not the depth of their knowledge, but their enthusiasm about the topic
and in teaching it. This enthusiasm is contagious. Don’t hold back. Share what you think is amazing. Get your delegates excited. Illustrate the future of the field as you see it. Share your vision. Help them see what goals they need to set for themselves. Show them how they can get recognition for their hard work. Show the way as you would have liked
to be shown by your teachers when you were learning the craft yourself. To motivate your delegates, you must understand what motivates people in general and how to apply this to a training environment. Always remember the 4 powerful strategies you can use to motivate your delegates. Rate Yourself for Your Training Delivery Were students
excited about the topic you taught? Did you share a story with them that they felt was impressive and made them more interested in the topic? Did you give them an opportunity to try out the techniques or use the tools and experience the joy of doing something new? Guideline #5: Establish the Need: Let Delegates Know What They Will Learn and
Why Nothing can be more detrimental to adult training than not Establishing the Need on why delegates should learn something. Adults need to know why they need to learn, or they will not commit. Despite its extreme importance, many trainers still fail to appreciate this. They will embark on teaching without saying why they are teaching it, or what
it is good for. Delegates either resist training or lose interest, get distracted and switch off. It is also very useful for your delegates to know what is important in a given field. By stressing this and spending more time on it, you teach them what they need to focus on and what to master. If you are curious to learn more about how to systematically
Establish the Need at the beginning of the course and any session, have a look at my online train the trainer course where I cover this extensively along with examples and exercises. I consider this to be the nucleus of any course structure sequence. Rate Yourself for Your Training Delivery Did you go through a sequence at the start of your session or
every time you wanted to cover a new topic to establish the need? What are the most important topics to cover in the course? Did you spend more time on these important topics? Did you let your delegates know why learning about a certain topic was useful and what they could do with that skill in their world? Guideline #6: Teach as if You Cannot
Get Enough of Teaching We teach others the way we learn. The way you feel about something comes across. It is therefore crucial to know yourself, to understand your delegates and know their needs. Teach as if you don’t want to be anywhere else but there to teach them. If your topic is in general uninteresting, find something in it that is. If you
cannot find it, invent it. Rate Yourself for Your Training Delivery In your last course delivery, did you feel you could not get enough of teaching? Did you feel you were doing the teaching for the money? How much did your delegates enjoy the course? Guideline #7: Don’t Teach Everyone the Same Way; Apply Learning Styles People learn differently.
Don’t teach everyone the same way, usually in a way that you like to learn yourself and expect everyone to learn. You must consider learning styles. There are many formal systems and it is up to you which one to use. Either way you must always be aware of different needs. See some examples of learning styles. Rate Yourself for Your Training
Delivery List various systems you used while teaching that appeal to different learning styles. Do you cover all styles? Was there as group of delegates with a specific pattern of behaviour, i.e. a specific learning style, that struggled with some topic? How would you approach this next time? What is your learning style? Did you teach mostly the way you
learn? Guideline #8: Aim for Clarity; It Is Not Always Possible to Simplify the Subject Some topics are complex. Teaching them is not a matter of explaining something in a couple of sentences. If you want to teach about backpropagation algorithm in neural networks, how SCRUM framework is used or how to mix any colour when painting then you
may not be able to explain everything in one go. A good trainer should break complex topics into smaller parts and focus on simplifying them. If delegates struggle to get it, ask yourself how can you divide it to chunks, how can you explain it in easier terms, how can you use metaphors, analogies and the like to make it easier to understand.
Remember, clarity is more important than volume of content; there is no point covering too much and leading to information overload. Break content, simplify and clearly state them. Making things simple is not always possible; plan ahead, anticipate, and adapt based on previous course deliveries. To make it clear, you should consider providing
examples as teaching by example is incredibly powerful. What you should never do is to imply that if delegates cannot understand something, then it is beyond them, or it’s not worthwhile, and you are going to skip it because you cannot spend your precious time on it! Adults will be outraged with this. It is never their fault if they don’t get it, it is
always yours. EXMAPLE: Here is an example. As a student, I attended a course on mechanics. The lecturer wanted to teach about “torque”. I expected him to start with Newtonian physics and cover the math one formula after another, as was the norm with many other lecturers. This was always very abstract and hard to follow. This lecturer however,
had a completely different approach. He brought with him a single wheel of a bicycle. He spun the wheel around while holding its axis and explained exactly what happens to various forces as the wheel spins. You could see what the centrifugal force was doing as well as gravity. You could learn quite visually what torque meant. He then used the same
analogy to explain how torque was applied to a satellite in orbit. It was fascinating. I learned the concept so well that after a couple of decades I still remember this single lecture very well. Such is the power of simplification and creative teaching, and most often, it doesn’t cost a lot more to do it. You don’t need sophisticated equipment. You can get a
lot done by just asking yourself a simple question: “How can I make this easier to understand? How can I make it more interesting?” Rate Yourself for Your Training Delivery Was there any topic that took you longer than you anticipated to cover? What can you do to make the teaching more efficient? Did you present complex topics in different ways to
appeal to all learning styles? What props, materials, gadgets or custom tools can you use to make teaching key complex topics easier? For any complex topic, ask yourself: “How can I make this easier to understand?” “How can I make it more interesting?” “How can I make it clearer?” Do you have some students that struggle with a specific topic? If
so, how can you simplify the topic? Guideline #9: You Should Always Know What Topics Are a Priority to Learn Don’t waste time covering topics raised by delegates that are out of scope or unrelated, no matter how much fun they are to talk about. Before the course, identify your key topics or risk running out of time covering them. Let’s remember
this with an analogy often used in time management. Suppose a jar represents your total time and you want to fill it with stones and sands which represent your content. Key topics (or what I call “aha moments”) are much like “key stones”. The large stones (key learning points, critical assessed lessons, etc.) cannot be taken out, shrunk or ignored.
You must include them all in the course. So, you should put them in the jar first to make sure they will fit. The rest of the space in the jar can be filled up with sand (unrelated topics, side topics, random discussions and non-critical topics). You should only fill up the jar with sand after most key stones are already placed inside You don’t want to fill up
the jar with too much sand too early only to realise you have ran out of space (or time) for some key stones (topics) that you wanted to include. Rate Yourself for Your Training Delivery Did you prepare a list of core topics that must be covered and understood? If someone asks you, “What are the three critical lessons, concepts or skills you consider
crucial in this field?”, would you be able to state them in a heartbeat? You cannot teach everything in a given time. You have to make a choice. Did you drop topics at design time to make sure you can focus on critical topics? Guideline #10: Repeat Key Learning Points Humans must repeat to learns. It’s just the way our brains work. Don’t expect
anyone to learn without repetition. As you go through the course, repeat key points three times. Let them hear it, help them process it, and repeat again so they understand it. REPETITION IS KEY HEAR PROCESS UNDERSTAND When you repeat, repeat in a different way every time. You don’t want to bore them by going over a point in exactly the
same way. This also helps you express it differently and appeal to different learning styles. Read more on why repetition is important in training. Rate Yourself for Your Training Delivery Did you prepare a set of key points before the course so that you knew what to focus on? Did you repeat key learning points three times? Guideline #11: Don’t Be a
One-Way Source of Information: From You to Your Delegates Here is a great test: Are your delegates only learning from you? If yes, then you are missing a great chance. You must get them to learn from each other too. For each delegate, treat teaching as a triangle between you, the delegate and all other delegates. All sides of the triangle must be
active for everyone while you teach. This requires “engineering and design” from the outset. You must think of running exercises, group activities, discussions and conversations so that you are not the source of all information. For a comprehensive guide on how to make your training courses more interactive, see how to apply experiential learning.
Rate Yourself for Your Training Delivery Did you talk most of the time in your course? If so, how can you rectify this? Did your delegates have a chance to interact and learn from each other? What strategies can you employ so that you won’t be the source of most information they receive? Guideline #12: Keep Asking and Leading; You Will Never Risk
Overdoing It One of the great ways to keep delegates engaged is to ask questions. I cannot stress this enough and in my experience, this is what most trainers struggle with. You are not asking questions to get a yes or a no. Your aim is to force them to think and to stay engaged. This helps you avoid being a one-way communication channel too. The
answers help you understand what delegates know and what they need more help with. This in turns helps you provide a dynamic training based on their needs. You cannot be scripted from beginning to end. When you ask questions you need to react to the answers you receive. You may need to correct them, expand on something, reinforce an idea or



even explore a side topic they are interested in. You must teach your students HOW to think not WHAT to think. Rate Yourself for Your Training Delivery What percentage of your entire course consists of asking questions or soliciting interaction while teaching? Aim for 30-50%. Guideline #13: Asking Helps You Stop Talking and Start Listening
When you ask questions, you need to stop and listen. This simple yet powerful training guideline will help you on many fronts: You cannot lecture if you have to ask. You need to pause and listen to answers. Reduces risk of being monotone or putting delegates to sleep. Encourages delegates to think and respond. Keeps delegates engaged; they don't
want to miss the next question. You can see which delegates are paying attention and which ones are not. You can then address this accordingly. You can see if many are struggling with area or concept. This prevents you from jumping from topic to topic and leaving some delegates behind. Asking helps you stop, reassess your speed and approach and
make sure everyone follows you. Listening shows you care. It helps with developing trust and rapport. A trainer that asks questions and leads always comes across as more credible and experienced. This is because asking questions while teaching is hard and people know it. Rate Yourself for Your Training Delivery Did you listen to delegates? How
often? Did you know what delegates needed, what they knew already and what they were struggling with? You cannot know all this unless you ask questions and stop lecturing. Guideline #14: Carefully Plan What to Ask and How to Lead BEFORE the Course You must prepare a series of leading questions before the course because it is very difficult
to come up with them on the spot. Identify complex problems and divide them into smaller chunks. Next, formulate a series of leading questions to lead delegates from one topic to another so they understand the whole concept. Use the same approach when you need to help them have a mind shift and start thinking differently about a given topic.
Rate Yourself for Your Training Delivery Did you have a list of prepared leading questions before the course to help you lead delegates as you explained complex topics and concept? Did you have a prepared set of answers for these questions to know what to expect when you asked them? Guideline #15: You Must Train Yourself to Read Your
Delegates and Respond to Their Needs You cannot teach in a prescribed way. Stay dynamic and change your style based on the needs of your delegates. For this, you must listen, look for signs to see what they need and try to adapt to these needs. If something is not working, you must do something else; you can’t be doing the same thing and
expecting different results. Let’s say you cover a topic. It is not overtly essential but it’s a good-to-know topic. As you go through it you observe that some delegates already know about this topic and some others cannot be bothered as they are much more excited about other topics. You must then make a decision and adapt. You can move on to
another topic rather than lingering on the current topic and alienating your delegates. To know exactly what your delegates think of your training, you must systematically get feedback from them usually by getting them to fill in a form at the end of a course. Read more to learn how to design a course feedback form. Rate Yourself for Your Training
Delivery In your last course, did you understand what your delegates liked? What topics they already knew about? What topics were they eager to learn more about? Did you respond to these needs or did you follow the same pre-scripted training as you had planned before the course? What can you do in the future to be more flexible while still
covering important topics? Guideline #16: You Must Give Learners Enough Time to Learn; It Is Always Easier for You Don’t get frustrated when a student doesn’t get it. I am sure everyone agrees with this but in practice we are susceptible to get frustrated when we have repeated something three times and a couple of students still don’t get it. Your
frustration will come through your body language. This will not help with your training. Be dynamic. Change your approach. Don’t repeat the same thing in the same way (possibly louder and with more frustration in your tone and body language) hoping that the students get it. They won’t; you only create resentment for the topic and for your teaching
method. When they don’t get it, think of new strategies: Strategy #1: Get Delegates to Learn from other Students Who Get It May be other students who got it can explain it in a different way that appeals to the struggling student. Example: Design and use group exercises and encourage discussions. Strategy #2: Use Different Training Materials,
Tools and Props Use a completely different method to teach, or obtain new training materials that can help you go through the content differently. For example, if you are teaching soft skills, you can consider a range of training materials we have on offer to complement your own. Example: Suppose you are trying to teach how to draw an object in
3D with charcoal while making sure it has correct shadows. Some students struggled with this. In order to teach them, you assign these students a specific task: draw an egg placed in a black box with only one side open that is lit from only one direction. The student now needs to focus on a simple and clear lighting system and shadow shapes. By
completing the egg drawing exercise, students will understand key concepts related to shadows such as a core shadow, a cast shadow, a terminator, reflected light, highlight, etc. Strategy #3: Revisit Related Topics Sometimes the reason a topic is not understood is because the student didn’t quite get the previous topic. You may have to step back
and clarify it. This is all too common when teaching math. If a student doesn’t understand topic “C”, then go back to “B”, and if not, then go back to “A” until you reach a base when you are sure the student gets this topic. Now work your way forward form there back to the current topic. Rate Yourself for Your Training Delivery How rushed where you
in your previous course? Did you feel you have a lot of content and you had to jump from one to another? Did you see any students struggling to keep up with your content? What did you do about it? What can you do in the future to make sure no learner is left behind? Guideline #17: Don’t Make a Big Deal Out of Unimportant Topics Some trainers go
crazy when covering a topic and spend ages on it when in reality is not that big a deal. This is done at the expense of other more interesting topics. Adults are very time conscious, especially these days. Don’t waste their time covering obvious topics to death. Move on to the main topic swiftly. Inject the critical but boring and routine content into the
more exciting ones to avoid spending a solid chunk of training on a boring topic. If your teaching goes in from one ear and out the other, you might as well save yourself the time and trouble. Cover the content piece by piece at a time when they can absorb it rather than making it easy for yourself and going through it in one go just to get it out of the
way. Rate Yourself for Your Training Delivery How did your delegates react to your content? Were they bored or enthusiastic? Did you spend enough amount of time on each topic based on how much they deserved, rather than convenience? Guideline #18: Accept Weaknesses Gracefully; Don’t Sacrifice Trust Some people think that being a good
teacher means knowing “all” the answers. This is a damaging mentality. Sometimes the best answer is “I don’t know”. You must preserve trust at all costs. By accepting your weaknesses, lack of knowledge or simple mistakes, you reinforce the idea that you are truthful and trustworthy. This trust can help you immensely later on when you need it. No
one is perfect and anyone who pretends to be is hiding behind a mask that could be exposed at any time. The fear of being exposed can have a knock-on effect on your confidence. When you tell your students that you don’t know but show that you are keen to know, you are telling them that you are still learning. This hunger for knowledge and
acceptance of imperfection makes you look humble. It also helps you create a safe learning environment. If you can say I don’t know, so can they. Rate Yourself for Your Training Delivery Did you ever say “I don’t know” when running a course? Did you show that you cared about the topic and found out about it? Did feel defensive when challenged for
your views on a given topic? Did you react defensively too? What should you have done differently? Did you fake your expertise or understanding at any time? Irrespective of whether you got away with it or not, what should you do in the future to make sure it is never repeated? That’s it. This is the condensed list of all training guides you need to
focus on to improve your training course. As I explained earlier, I have tried to keep the numbers down so that they are easier to review and memorise. As you know, knowing is not enough; you need to be doing until new habits are formed. If you want to practice these skills in a controlled training environment and get coached on your performance,
consider attending my Train the Trainer Course held in London and UK. The training evaluation will help you see which areas you need to focus on. I limit the course to 6 delegates and systematically go through the four main areas of training: method, setup, teaching and expression. You will demo a session and also receive a video critique. For more
details and schedule please see the course page. The training policy and procedures are the blueprints for your organization's approach to training and development and the goals you want to achieve. Managers of training programs, human resources experts, and those in charge of delivering training all benefit from their clarity and guidance.
Reviewing and revising your policies and procedures regularly can help you keep your training program up-to-date and relevant.Every organization wishes to continuously improve staff skills, knowledge, and competencies to support current and future business goals and plans. Organizations usually thrive on an ongoing learning culture in which
employees at all levels are encouraged to participate in some training.This guide outlines what your organization may incorporate into your training policy and procedures. This article will discuss the most common training policies and procedures and the many training options available to meet your organization's specific needs. In addition, if you are
a student who reads this article you also can purchase college essays to spend more time on reviewing and exploring training policy and procedures for employers.Find out more: Creating a Diversity and Inclusion Training ProgramSignificance of a training policy and proceduresAn Employee Training Policy provides a framework for employees to
expand their knowledge and learn new skills in a competitive environment. It should also aim to develop employees to perform better in their current roles and then progress to their next positions. According to 360 learning, 70% of employees believe they lack the necessary skills for the job, and according to Gartner Talent Neuron, since 2017, the
total number of skills required for a single job has increased by 10% year on year. This demonstrates how important it is for organizations to create a training policy and procedures.Employees, supervisors, and Human Resources (HR) should all work together to create a culture of continuous professional development. It is the job of managers to
coach their teams and identify employee development needs. The employee must seek out fresh learning opportunities.According to the World Economic Forum, training and development is significant for the future of work and mitigate job losses and talent shortages. All relevant stakeholders must work together proactively and strategically to
manage upskilling.Various types of trainingAn organization is only as good as its employees, and to perform at their best, employees must be adequately trained. Employee training programs that are effective have numerous advantages, ranging from a reduction in turnover to increased productivity.Below are some of the most popular types of
training that you may consider as you create your training policy and procedures.Orientation and Onboarding TrainingOrientation generally falls under the larger umbrella of onboarding, a longer-term form of employee training. The onboarding process provides new hires with the tools they need to get started in their role. Department heads or
direct managers generally create onboarding programs tailored to their units or individual hires. An effective orientation provides new hires with the basic organizational information they need to prepare for their role in a company.Product TrainingThis type of training encompasses all the information about your organization's services or products
that employees need to know to do their jobs well. Companies cannot effectively sell their products unless their employees understand them. Once understanding is established it will be possible for them to promote or market them.The goal of product training is to ensure that employees understand what their company offers, both internally and
externally. The emphasis is not on selling the product. This type of employee training is not a direct replacement for sales training.Team TrainingTeam training programs increase employee engagement and productivity. They foster positive relationships among team members, promote equal access to professional development opportunities, and
boost employee morale, collective efficacy, and member satisfaction.Team training can be delivered in an intensive format, such as during a retreat or over weeks or months. Interpersonal communication, process improvement and management, and goal-setting are common focus areas for team training programs.Technical TrainingTechnology is
advancing rapidly, and job descriptions are evolving quickly due to market demand. According to Gartner, 58% of employees must learn new skills to do their jobs effectively. For organizations, this means they will be unable to maximize their employees' performance unless they take steps to address the resulting skill gaps.This can be achieved
through Technical skills training. It is one of the more basic types of employee training. Usually, it consists of courses that teach specific skills, such as data analytics or social media management.Leadership TrainingThe transition from individual contributor to manager is a critical turning point in an employee's career. However, far too often,
businesses offer little assistance during this transition. Leadership training becomes an important step that should be taken as it ensures that the employee will be guided into their new role.Leadership training is a type of soft skill training that focuses on interpersonal abilities while emphasizing leadership qualities and skills that directly impact
leading others. This type of training assists in developing key Leadership skills such as employee motivation, delegation, and giving feedback.Related: On-the-Job TrainingWhat to include in your training policy and procedures?Every year, Human Resources has to create and update a training plan that considers the organization's ongoing efforts and
long-term goals. The document lays out the year's worth of training goals and objectives. The training policy's goals and objectives should be made crystal clear. This way, your strategy will be carried out effectively, and your staff will gain the most from it in their professional growth.In your training policy and procedures, the following must be
included:What does the organization value in employee development?The organizational structure for providing training and development activities.The emphasis on ongoing professional development.Competencies and behaviours necessary at work.This information is not to be provided haphazardly but must fit into the following
framework:PurposeUnder this sub-heading, you are to provide an overview of the training and development policy and its rationale and a description of the organization's attitude toward training and development.ScopeThis will specify which employees are eligible for the coverage and under what circumstances.PrinciplesYou must explain the
method and criteria used to establish the needs for training and development and any performance evaluation systems that will be implemented. This is the most important part of any policy, and it must specify in as much detail as possible what is required to achieve the overall training and development goals. It would help if you involved all
personnel in the activity, such as the Training and Development department, line managers, and external providers.Training and development requirements must be prioritized in relation to organizational priorities, activities, and requirements. As mentioned earlier, customized training programs should mirror the organization's challenges,
difficulties, or initiatives.Under Principles, you must also include a description of the method and standards that must be followed while designing training provisions. This should also have a list of the organization's numerous formal methods of training and development delivery, such as face-to-face, virtual, and action learning.According to Unboxed
Training and Technology, Evaluation of training effectiveness offers a clear picture of what content employees are familiar with and indicates development possibilities. As a result, making evaluations after any training is provided, as well as how assessments will be done following training, must be mentioned in your principles. This outlines how
employees will be assessed as a result of their training and development. Employees' occupational competencies and credentials must be indicated as well. You must also specify who will be in charge of training and development (internal and external providers) and the criteria for selecting and evaluating them.ProceduresA description of how
training and development will be given is a vital component of any training and development policy. Here you should provide a step-by-step process of how the training and development will be done. The steps must clearly demonstrate how the assessment, motivation, design, delivery, and evaluation of the training will be done. For the purposes of
clarity and smooth implementation of the training, these steps must be written in chronological order. It must also clearly state which stakeholder will carry out or will be involved in the step for all the steps in the process.ResponsibilitiesIt is essential for all stakeholders concerned with this policy to be able to understand clearly what their duties will
be. These duties must have a direct impact on the smooth implementation of the training policy and procedures. Here it would help if you listed all the stakeholders involved and their duties.Implementing the right training program for your company allows you to create rich learning opportunities that truly empower your employees to grow with the
company. Consider the overall organizational and individual employee requirements as you create the training policy and procedures.Conclusion If a company wants to ensure its training programs are productive and successful, it needs a training policies and procedures manual. The training policies and procedures should be approved by upper
management after they have been reviewed for consistency with the organization's long-term strategy and objectives. They specify the organization's training program's aims and objectives and the appropriate methods for designing, delivering, and assessing training interventions.While the specifics of these policies and procedures may need to be
adjusted as the company develops and grows, the underlying ideas and goals should stay consistent. It's also essential for workers to know what they're responsible for in terms of enforcing the policy and practice between themselves.The training policies and procedures symbolize the company's dedication to its employees' growth and development,
which is critical to its long-term success. Moreover, they aid in making sure that all workers know what is expected of them in terms of training, which is essential for a healthy, fair, and productive workplace. Last but not least, training policies and procedures ensure that all training is conducted consistently and compliant, both of which are critical
for meeting the training and development requirements of the organization.Natasha Chimphondah is an organizational development consultant at Industrial Psychology Consultants (Pvt) Ltd, a business management and human resources consulting firm.LinkedIn: (0242) 481946-9/481950Mobile: (+263) 783836901 Email:
natasha@ipcconsultant.comMain website: www.ipcconsultants.com ISO 10015 is a standard published by the International Organization for Standardization (ISO) titled “Quality Management - Guidelines for Training.” It provides guidance on how organizations can effectively manage their training processes to enhance the competence of their
personnel and ultimately improve organizational performance.Here are some key points covered by ISO 10015:Training Needs Analysis (TNA): The standard emphasizes the importance of conducting thorough training needs analysis to identify the skills and knowledge gaps within an organization. Training Design and Development: ISO 10015
outlines principles for designing and developing training programs, including setting clear objectives, selecting appropriate training methods, and ensuring the relevance and effectiveness of training content. Training Delivery: It provides guidance on delivering training activities effectively, considering factors such as training methods, trainers’
qualifications, and the learning environment. Evaluation of Training Effectiveness: The standard emphasizes the importance of evaluating the effectiveness of training programs to ensure they meet their objectives and contribute to organizational goals. It provides guidelines for conducting evaluations and measuring the impact of training on
individual and organizational performance. Continuous Improvement: ISO 10015 promotes a culture of continuous improvement in training processes by recommending organizations to monitor and review their training activities regularly, identify areas for improvement, and take corrective actions as necessary.Overall, ISO 10015 serves as a
valuable resource for organizations seeking to establish robust quality management systems for their training activities, ultimately leading to improved employee competence and organizational performance.ISO 10015 provides guidelines rather than strict requirements, as it aims to offer flexibility for organizations to adapt the principles to their
specific contexts. However, it outlines several key recommendations and best practices that organizations can follow to ensure effective training management within the framework of quality management systems. Here are some of the key aspects typically addressed by ISO 10015:Training Needs Identification and Analysis: Organizations should
systematically identify training needs by considering factors such as job roles, skills requirements, performance gaps, and changes in technology or processes. Training Design and Development: Training programs should be designed based on identified needs, with clear learning objectives, appropriate content, methods, and materials. Training
design should consider factors such as learning styles, adult learning principles, and accessibility. Competence of Trainers: Trainers should possess the necessary competence, knowledge, skills, and experience to effectively deliver training. Organizations should ensure trainers receive appropriate training themselves and are periodically evaluated for
their effectiveness. Training Delivery: Training should be delivered effectively, considering factors such as timing, duration, location, and resources. It should be tailored to meet the needs of diverse learners and accommodate different learning styles. Evaluation of Training Effectiveness: Organizations should establish mechanisms to evaluate the
effectiveness of training programs, including assessing learner satisfaction, learning outcomes, and the application of new knowledge and skills in the workplace. Evaluation results should be used to identify areas for improvement and make necessary adjustments to training activities. Documentation and Records: Organizations should maintain
documentation related to training activities, including training plans, materials, evaluations, and records of participation. Documentation should be organized and accessible for review and audit purposes. Continuous Improvement: Continuous improvement is a fundamental principle of ISO 10015. Organizations should regularly review and improve
their training processes based on feedback, evaluation results, changes in organizational needs, and emerging best practices.While ISO 10015 provides guidance on these aspects, organizations have the flexibility to tailor their training management processes to suit their specific needs, size, industry, and organizational culture. The standard
emphasizes a systematic approach to training management within the broader framework of quality management systems, aiming to enhance organizational performance through the development of competent personnel.ISO 10015 Quality Management Guidelines for Training is not a mandatory standard that organizations are required to implement.
Instead, it serves as a voluntary guideline provided by the International Organization for Standardization (ISO) to assist organizations in improving their training processes within the framework of quality management systems.However, ISO 10015 can be beneficial for various types of organizations, including:Businesses and Corporations: Companies
of all sizes and across different industries can benefit from implementing ISO 10015 to enhance the competence of their employees through effective training programs. This can lead to improved performance, productivity, and competitiveness. Educational Institutions: Educational institutions, including schools, colleges, and universities, can use ISO
10015 to enhance the quality of their teaching and learning processes, ensuring that students receive relevant and effective education that meets their needs and prepares them for the workforce. Government Agencies: Government agencies and public sector organizations can apply ISO 10015 to improve the skills and competency of their workforce,
leading to better service delivery and more efficient use of resources. Non-Profit Organizations: Non-profit organizations can also benefit from ISO 10015 by implementing structured training programs to develop the skills and knowledge of their staff and volunteers, enabling them to better fulfill their mission and objectives. Training Providers:
Organizations that offer training services or consultancy can use ISO 10015 to ensure the quality and effectiveness of their training programs, thereby enhancing their reputation and competitiveness in the market.Ultimately, while ISO 10015 is not mandatory, organizations that choose to adopt its guidelines can gain various benefits, including
improved employee performance, enhanced customer satisfaction, and better organizational outcomes.ISO 10015, the Quality Management Guidelines for Training, is not a mandatory requirement imposed by regulatory bodies or governments. Instead, it serves as a voluntary standard provided by the International Organization for Standardization
(ISO). Organizations may choose to adopt ISO 10015 to improve their training processes and enhance the competence of their personnel within the framework of their quality management systems.There might be instances where ISO 10015 guidelines are particularly beneficial or recommended:Quality Management System Certification:
Organizations seeking ISO certification, such as ISO 9001 for quality management systems, may find that implementing ISO 10015 guidelines for training supports their efforts to demonstrate competence and compliance within their quality management system. Industry Best Practices: In certain industries or sectors where training and competence
are critical for safety, regulatory compliance, or customer satisfaction, organizations may voluntarily adopt ISO 10015 to ensure they adhere to recognized best practices and standards. Continuous Improvement Initiatives: Organizations committed to continuous improvement and enhancing the skills and knowledge of their workforce may choose to
implement ISO 10015 guidelines as part of their improvement efforts in training and development processes. Customer or Stakeholder Expectations: Customers, clients, or stakeholders may request or expect organizations to demonstrate a commitment to quality in their training processes. In such cases, adhering to ISO 10015 guidelines can serve as
evidence of the organization’s dedication to delivering effective training. Contractual Requirements: In some cases, contracts with clients, suppliers, or partners may include provisions related to training quality or competence requirements. Implementing ISO 10015 guidelines can help organizations meet these contractual obligations.While ISO
10015 is not mandatory, organizations may choose to adopt its guidelines based on their specific needs, industry requirements, or strategic objectives. Ultimately, the decision to implement ISO 10015 depends on factors such as organizational priorities, industry norms, and the desire to enhance training effectiveness and competence within the
workforce.ISO 10015, the Quality Management Guidelines for Training, is not specifically required in any particular geographical location or jurisdiction. It is a voluntary international standard developed by the International Organization for Standardization (ISO), and its adoption is driven by the needs and priorities of individual organizations
regardless of their location.However, there are scenarios where ISO 10015 may be more commonly implemented or recommended:Countries with Emphasis on Quality Management: Nations or regions that place a strong emphasis on quality management principles and standards may see higher adoption rates of ISO 10015. This could include
countries where ISO certification is widely recognized or where there is a culture of continuous improvement and quality assurance in business practices. Industries with Regulatory Requirements: Certain industries, such as healthcare, manufacturing, aerospace, or automotive, may have regulatory requirements or industry standards that emphasize
training and competence. In such sectors, organizations may choose to implement ISO 10015 to ensure compliance with regulations or industry best practices. Large Multinational Corporations: Large multinational corporations operating in multiple countries often seek standardized approaches to quality management and training. ISO 10015
provides a globally recognized framework that can be applied consistently across their operations, leading to improved efficiency and effectiveness in training processes. Organizations Focused on Competency Development: Organizations that prioritize employee development, competency management, and talent retention may find ISO 10015
beneficial in formalizing their training programs and ensuring they contribute to the overall competence of the workforce. Customer Expectations and Market Demands: In competitive markets where customers or clients demand high-quality products and services, organizations may implement ISO 10015 to demonstrate their commitment to
delivering excellence and meeting customer expectations.While ISO 10015 is not mandatory, its adoption can offer various benefits to organizations seeking to improve their training processes, enhance employee competence, and drive overall performance improvement. The decision to implement ISO 10015 depends on factors such as organizational
objectives, industry requirements, and the desire to achieve internationally recognized standards for quality management in training.ISO 10015, the Quality Management Guidelines for Training, is not a mandatory standard enforced by regulatory bodies. Instead, its adoption is voluntary and driven by the organization’s desire to enhance the
effectiveness of its training processes within the framework of quality management.Organizations implement ISO 10015 by following its guidelines and integrating its principles into their existing quality management systems. Here’s how ISO 10015 can be required or implemented within an organization:Organizational Decision: Leadership within the
organization decides to adopt ISO 10015 based on various factors such as the need to improve training effectiveness, align with industry best practices, or achieve specific business objectives related to competence development. Integration with Quality Management Systems: ISO 10015 is typically integrated into the organization’s existing quality
management systems (QMS), such as ISO 9001. This involves aligning training processes with the requirements and principles outlined in ISO 10015, ensuring consistency and compatibility with other quality management practices. Training Needs Assessment: The organization conducts a thorough assessment of its training needs, identifying areas
where improved training processes could lead to enhanced competence and performance. ISO 10015 provides guidance on conducting training needs analysis. Training Design and Development: Following ISO 10015 guidelines, the organization designs and develops training programs that are aligned with identified needs, set clear learning
objectives, select appropriate training methods, and develop relevant training materials. Competence of Trainers: The organization ensures that trainers possess the necessary competence, knowledge, and skills to deliver effective training. This may involve providing training for trainers and periodically evaluating their performance. Training Delivery
and Evaluation: Training is delivered effectively, considering factors such as timing, location, and resources. Evaluation mechanisms are established to assess the effectiveness of training programs, measure learning outcomes, and gather feedback for continuous improvement. Documentation and Records Management: The organization maintains
documentation related to training activities, including training plans, materials, evaluations, and records of participation. Documentation is organized and accessible for review and audit purposes. Continuous Improvement: ISO 10015 emphasizes the importance of continuous improvement in training processes. The organization regularly reviews and
improves its training activities based on feedback, evaluation results, changes in organizational needs, and emerging best practices.While ISO 10015 is not required by law, organizations may adopt it voluntarily to benefit from its guidelines and improve their training processes, ultimately leading to enhanced competence, performance, and
organizational success.Here’s a hypothetical case study demonstrating how a company might implement ISO 10015 Quality Management Guidelines for Training:Company: XYZ ManufacturingBackground:XYZ Manufacturing is a medium-sized manufacturing company specializing in automotive parts. They have recognized the importance of improving
their training processes to enhance the competence of their workforce and ensure compliance with industry standards.Challenge:XYZ Manufacturing faces challenges related to inconsistent training methods, varying levels of employee competence, and a lack of systematic approach to training management. They seek to implement ISO 10015
guidelines to standardize their training processes and improve overall performance.Implementation Steps:Training Needs Analysis (TNA):XYZ Manufacturing conducts a comprehensive training needs analysis to identify areas where training is needed. This involves gathering input from managers, supervisors, and employees, as well as reviewing
performance data and industry requirements. Training Design and Development:Based on the TNA, XYZ Manufacturing develops training programs with clear learning objectives, relevant content, and appropriate delivery methods. They ensure that training materials are up-to-date and aligned with industry best practices. Competence of
Trainers:XYZ Manufacturing assesses the competence of their trainers and provides additional training as needed. They establish criteria for selecting and evaluating trainers, ensuring they possess the necessary skills and knowledge to effectively deliver training. Training Delivery:Training sessions are scheduled regularly, and employees are
provided with adequate resources and support to participate effectively. XYZ Manufacturing implements a mix of classroom training, on-the-job training, and e-learning modules to cater to different learning styles. Evaluation of Training Effectiveness:XYZ Manufacturing establishes mechanisms to evaluate the effectiveness of training programs. This
includes collecting feedback from participants, assessing learning outcomes, and monitoring the application of new skills in the workplace. Documentation and Records Management:XYZ Manufacturing maintains detailed documentation of training activities, including training plans, materials, evaluations, and attendance records. This information is
stored in a central database and made accessible for review and audit purposes. Continuous Improvement:XYZ Manufacturing regularly reviews its training processes to identify areas for improvement. They use feedback from employees, trainers, and performance metrics to make adjustments and enhance the effectiveness of their training
programs.Results:By implementing ISO 10015 guidelines, XYZ Manufacturing achieves several positive outcomes:Increased employee competence and confidence in performing job tasks. Standardized training processes leading to improved consistency and efficiency. Better alignment of training programs with organizational goals and industry
standards. Enhanced employee engagement and satisfaction due to opportunities for skill development. Improved product quality, reduced errors, and increased customer satisfaction.Conclusion:XYZ Manufacturing’s adoption of ISO 10015 Quality Management Guidelines for Training has enabled them to establish a robust training management
system that supports employee development and organizational success. By prioritizing training excellence, XYZ Manufacturing remains competitive in the automotive manufacturing industry while ensuring the continued growth and competence of its workforce.Title: Enhancing Training Effectiveness: A White Paper on Implementing ISO 10015
Quality Management Guidelines for TrainingExecutive Summary:Effective training is crucial for organizational success, yet many companies struggle to maximize the impact of their training programs. The International Organization for Standardization (ISO) has developed ISO 10015, a comprehensive set of guidelines for managing training processes
within the framework of quality management systems. This white paper explores the key principles of ISO 10015 and provides insights into how organizations can leverage these guidelines to enhance training effectiveness.Introduction:In today’s dynamic business environment, organizations must continuously invest in the development of their
workforce to remain competitive. However, simply providing training is not enough. It is essential to ensure that training programs are designed, delivered, and evaluated effectively to maximize their impact on employee competence and organizational performance.ISO 10015: An Overview:ISO 10015, the Quality Management Guidelines for Training,
provides a systematic approach to managing training processes. It outlines principles and best practices for conducting training needs analysis, designing and developing training programs, delivering training activities, evaluating training effectiveness, and implementing continuous improvement.Key Components of ISO 10015:Training Needs
Analysis (TNA): Organizations must conduct a thorough analysis of training needs to identify gaps in employee competence and performance. This involves considering factors such as job roles, skills requirements, and organizational goals. Training Design and Development: Training programs should be designed based on identified needs, with clear
learning objectives, relevant content, and appropriate delivery methods. ISO 10015 emphasizes the importance of aligning training programs with organizational objectives and industry standards. Competence of Trainers: Trainers play a critical role in delivering effective training. ISO 10015 recommends that organizations assess the competence of
their trainers and provide them with the necessary training and support to ensure they can effectively transfer knowledge and skills to employees. Training Delivery: Training activities should be delivered in a manner that maximizes learning outcomes. This may involve a combination of classroom training, on-the-job training, e-learning, and other
methods tailored to the needs of learners. Evaluation of Training Effectiveness: Organizations must establish mechanisms to evaluate the effectiveness of training programs. This includes gathering feedback from participants, assessing learning outcomes, and measuring the application of new skills in the workplace. Continuous Improvement: ISO
10015 promotes a culture of continuous improvement in training processes. Organizations should regularly review and improve their training activities based on feedback, evaluation results, and changes in organizational needs.Benefits of Implementing ISO 10015:Implementing ISO 10015 can bring several benefits to organizations,
including:Improved employee competence and performance. Increased efficiency and effectiveness of training programs. Enhanced alignment of training activities with organizational goals. Greater consistency and standardization in training processes. Enhanced employee satisfaction and engagement.Conclusion:Effective training is essential for
organizational success, and ISO 10015 provides a valuable framework for achieving excellence in training management. By implementing the guidelines outlined in ISO 10015, organizations can enhance the effectiveness of their training programs, develop a more competent workforce, and ultimately achieve their strategic objectives.



