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Australian Institute of Training and Development
http://www.aitd.com.au

The AITD is primarily an organisation for those working in the training industry. Of great
use to managers and supervisors with responsibility for staff training, though, are the online
copies of their bi-monthly ‘“Training and Development’ magazine, which can be viewed free at
http://www.aitd.com.au/eReader .

Some of the topics that have been featured in ‘Training and Development’ in the last few
editions have included:

= Online learning—successes and challenges

= Reflective processes for deep learning and change

= Improving employee engagement

= Prioritising informal learning

= Models for managing change

For members (@ $35 + $275pa) this website also offers an
enormous range of training information and resources on
topics ranging from coaching & mentoring to leadership &
management and training needs analysis.

Community Services and Health Industry Skills Council (CSHISC)

http://www.cshisc.com.au

The CSHISC is the national industry training board for the community services and health indus-
tries. As such, it gathers and shares industry information with government and government agencies,
employers, unions, trainers, workers and potential workers to support the development and growth of
the workforce. They have ‘developed 160 qualifications, 1,198 competencies and 80 skill sets that form
the national VET standards for community services and health. These standards support 500 job roles
carried out by 800,000 plus workers in Australia’ (CSHISC website, 2013) and include the Certificates
[l and IV in Aged Care, Home and Community Care and Allied Health Assistance—as well as the Di-
ploma of Nursing.

Government funding for industry-based workforce development and skills development initiatives
is accessed via the CSHISC and include the National Workforce Development Fund and the Workplace
English, Language and Literacy (WELL) funding. They also manage national workforce projects such
as ‘Aged Care Leadership for Change’, ‘Aged Care Workforce Innovation Networks’, ‘Nursing
Pathways’ and ‘Securing Workforce Sustainability for Successful Reform’.

Two very useful CSHISC resources are the Workforce Development Kit—available at
http://www.cshisc.com.au/media/95897/cshisc_workforce development kit.pdf—and their
annual ‘Environmental Scan’ which updates information on key industry factors guiding
CSHISC workforce development activity and ensuring currency of the Community Services
and Health Training Packages (http://www.cshisc.com.au/learn/research-and-reports/reports).

So, ‘do yourself a favour’ and take some time to have a good look around this website.
You’re sure to find something useful you can use in relation to your own job, your staff and
training!
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Training Needs Analysis - what, why, how?

A training needs analysis helps you to identify the current knowledge, skills and behav-
iours that your staff possess and compare with those needed by your organisation for
the future. This enables you to determine what and where the gaps are, and plan your
workforce development activities accordingly. The following steps are a guide:

1.

Organisational context — what are the business objectives and what is preventing
them from being achieved? What is the culture we desire? Does the existing organ-
isational structure fit the future needs?

. Occupational analysis — job descriptions should be reviewed to ensure they meet

future needs and reflect the desired skills, knowledge & behaviours

. Skills audit - realistically compare the existing skills, knowledge & behaviours of teams

and individuals with those required to meet organisational needs

. Needs assessment — Determine where the skills, knowledge and behaviour ‘gaps’

exist and decide on priorities for correction. What are the best ways to address these
gaps?

. Training analysis — from the list of priorities, decide on the best way to effect improve-

ment. Options may include coaching or mentoring; regular feam meetings; online
learning; reading & discussion with colleague or supervisor; in-house training; video/
webinar; workshop/conference or formal training.

. Training specification — break down the elements of the skill/knowledge or behaviour

required. E.g. ‘Work with cultural sensitivity’ can include strategies to eliminate bias
and discrimination, communication skills, modification of work practices, understand-
ing of the organisation’s issue resolution process, efc. Be specific about the skills,
knowledge and behaviour that you want people to demonstrate and make state-
ments about what someone should be able to do as a result of this fraining. An ex-
ample: Where language barriers exist, make efforts to communicate in the most ef-
fective way possible

. Task/content analysis — within the context of the developmental activity/method de-

cide how the skill/knowledge or behaviour will be taught or modelled. A varied ap-
proach should be used, to suit different learning styles. Try to use a range of methods
such as written materials, DVDs/online videos such as YouTube, online learning units,
group or one-on-one discussion, work-based projects, research and role plays where
appropriate

. ldentify entry knowledge / skills / behaviour — decide what the pre-requisite stan-

dards are for commencement of the development activity, such as completion of
the Certificate lllin HACC and at least one year on the job

. Prepare performance objectives — be very clear about what outcomes you want to

have from the performance activity. Include skill, knowledge, behaviour and time-
frame for completion/review. Plan also for contingencies: what if the desired out-
comes are not achieved?
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Training Needs Analysis (continued)

10. Develop instructional strategy — how will the development activity take place and
within what boundariese Will it take place on- or off-the-job? In regular work hours?
Will you need a simulated learning environment? Use skilled colleagues/supervisors
or external providers?2 Whye How will the changes be sustained in the workplace?
An example: to appropriately apply the principles of privacy and confidentiality
staff might initially attend a training session or complete the Privacy Act and Health
Records Act e3learning units, followed by a discussion within the team meeting of
situations that have arisen. Then, every é or 12 months, the topic would be re-
viewed at a feam meeting to ensure everyone still understands the information.
You might even make the e3learning units something that everyone revisits every 2-
3 years.

. Design and develop learning resources — write your training outline: what must be
covered and exactly how? Or it may be time to write your specifications for the ex-
ternal provider — be VERY specific about what you do and do not want! Think about
reinforcement strategies — how will people continue to perform at the required
levele

. Design assessments — for use within/at end of the development activity. An online
learning unit may have this built in, as will an accredited training unit from a TAFE or
other RTO. Forin-house fraining you will need to think about an assessable task that
will determine whether the skill/knowledge/behaviour has been acquired — quiz,
written response, verbal presentation, group brainstorm presentation, visual display
are some alternatives.

. Design evaluation - this evaluation will tell you what the participants think they
learned. A good toolis to have a pre-activity/training self-assessment of relevant
skills / knowledge / behaviours and a separate post-course response. The questions
should be similar, except that post-activity/training should include opportunities for
feedback on the structure, design and presentation of the activity/training.

. Conduct development activity — if you can afford the luxury, pilot the activity with a
small group first and make necessary changes to format/content, etc. prior to full
roll-out.

. Conduct evaluation of training — analyse and summarise all participant responses
and provide feedback to management. Were the desired outcomes achieved?
Which were not achieved and why note How will the changes be
sustained and monitored?

. Review process & outcomes — overall, what worked
and what didn'te What has been learnt from this
process about the process, workforce capabilities and
the organisation’s response to this type of inifiative?
What should be done differently next time?
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Training Needs Analysis Process
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Career development planning tool (individual)

Professional development is achieved by finding a balance between:

Personal Needs—which can include

Business Needs—which can include

Acceptance
Competence
Flexibility
Financial
Security
Sense of achievement

Accountability
Client satisfaction
Continuous improvement
Effective teamwork
Highly skilled workforce
Professionalism

People have goals - some goals relate to work and others relate to your personal life. To develop and
progress in your work role it is important to identify your motivation for coming to work. Apart from
being paid, what is your main reason for doing the work you do?

What type of training / coaching / review do you need to help you to continue doing what you do?

For an organisation to progress and be productive, the individuals within that organisation must help to
achieve the business goals. The goals that different people could and should help to achieve will vary.
What business goals can you help your organisation to achieve?

What type of training might help you to achieve those goals?

What are the areas where your personal goals and the business goals can complement each other?

Are there any areas where your personal goals and the business goals conflict? What are they and how
can you address this?

What job would you like to be doing in 5 years’ time?

If that’s not what you’re doing now, what will you need to learn in order to be able to do that dream job?

List here any topics you would like training on...

Within 12 months:

Within 2 years:

Within 5 years:

Name:
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Team development planning tool

Professional development of the team is achieved by finding a balance between:

Personal Needs—which can include Business Needs—which can include
Acceptance Accountability
Competence Client satisfaction

Flexibility Continuous improvement

Financial Effective teamwork

Security Highly skilled workforce
Sense of achievement Professionalism

For team members to develop and be successful it is important to identify what motivates each person.
Apart from being paid, do you know the reasons your team members choose this type of work?
List some of those reasons—but only if you really know what they are!

As a team leader or supervisor, how can you help people to use that motivation at work?

An example: Jessie wants to travel overseas to do some humanitarian work, so this job will help her earn
the money she needs and teach her valuable skills in working with people from different walks of life.
How can you tap into that to help Jessie to love her work and be a valuable team member?

Work teams need to achieve business objectives such as improved productivity, higher levels of client
satisfaction, more timely reporting, better use of resources, etc. Team members can contribute to the
achievement of these objectives either through skills and knowledge they already possess or by gaining
the knowledge and skills through relevant training and development activities.

> List some of the skills and knowledge your team needs to meet their objectives, then tick if team
members possess those. If not, tick the method by which they might acquire the skills or knowledge.

Team
has this
covered? Mentor/ Team Formal

Yes/No buddy meeting training

Training/development method

Required skill or knowledge
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Team development planning tool (cont’'d)

Now set some timeframes around the skills and knowledge that the team needs to acquire. Go back to
the ‘Required Skill or Knowledge’ table and assign each skill/knowledge an A, B or C priority. A s for the
most crucial skills and knowledge—the ones that you can’t achieve your objectives without; B’s are
necessary but can wait and C’s are the nice-to-haves.

Give each a Who should

List rt A-level prioriti
styourtop 3 A-level priorities ‘need by’ date learn this?

Give careful thought to who you will assign the skill/knowledge responsibility within the team. When
staff are aware of their individual contribution they are better able to be engaged with the success of the
organisation. Some people will meet this challenge better than others and some people will really step
up (to your astonishment) when offered the right opportunities!

Apart from the task roles, there are many people/team support roles that need to be covered. Think
about the following roles and who would be best suited within the team to perform those functions:

*adapted from Belbin Team Roles at http://www.businessballs.com/personalitystylesmodels.htm#belbin team roles descriptions

Role type Strengths and styles Best suited to
Coordinator able to get others working together

Shaper the team energy source

Innovator creative, a problem-solver

Monitor-Evaluator serious and analytical, a critical thinker

Implementer practical, efficient and dependable

Resource Investigator | the networker, negotiator, option-finder

Teamworker supportive, adaptable, the mediator

Completer-Finisher quality orientated, delivers to schedule & specification

Specialist the technical expert
Key roles and forward planning

What are the key roles in your organisation/department?

» |dentify people who have the potential to move up into those roles

o Start planning for the development of those people to backfill those roles and gain
other relevant experience that will help the organisation prepare for future needs
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Tips for developing and presenting training

(adapted from http://www.businessballs.com/traindev.htm#developing-people-versus-skills)

These tips apply to traditional work-related training - for the transfer of necessary
job or work related skills or knowledge.

When planning training think about:

your objectives - keep them in mind all the time
how many people you are training

the methods and format you will use

when and how long the training lasts

where it happens

how you will measure its effectiveness

how you will measure the trainees' reaction to it

When you give skills training to someone use this simple five-step approach:
. prepare the trainee - take care to relax them as many people find learning new things stressful

. explain the job/task, skill, project, etc - discuss the method and why; explain standards and why;
explain necessary tools, equipment or systems

. provide a demonstration - people cannot absorb a whole complicated task all in one go. Break it
down into steps - always show the correct way - be positive and check understanding

. have the trainee practice the job - we all learn best by actually doing it - ('l hear and | forget, | see
and | remember, | do and | understand' - Confucius)

. monitor progress - give positive feedback - encourage, coach and adapt according to individual
need

Breaking skills down into easily digestible elements enables you to plan and manage the training
activities much more effectively. Train people in stages - build upon each skill, to keep things con-
trolled, relaxed and always achievable in the mind of the trainee.

Some tips to make training (and learning, coaching, mentoring) more enjoyable and effective:

keep instructions positive ('do this' rather than 'don't do this')

avoid jargon - if you can't then provide a written glossary

tailor training to the individual and be prepared to adapt the pace according to need
be patient and keep a sense of humour

encourage; be enthusiastic, kind and thoughtful

be accepting of mistakes

focus on accomplishment and progress - offer praise generously

check progress regularly and give feedback

invite questions and discussion

Induction training tips:

assess skill and knowledge level before you start

teach the really easy stuff first

break it down into small steps and pieces of information
encourage pride

cover health and safety issues fully and carefully

try to identify a mentor or helper for the trainee

As a manager, supervisor, or an organisation, helping your people to develop is the greatest contribu-
tion you can make to their well-being. Do it to your utmost and you will be rewarded many times over
through greater productivity, efficiency, environment and all-round job-satisfaction.

Remember also to strive for your own personal self-development at all times.
We have more opportunity and resources available than ever before to increase our
skills, knowledge and self-awareness. Make use of it all.
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A Manager’s guide to embedding learning

(or how to make sure that training sticks!)

Without a concentrated effort on learning transfer, studies show that only between 10
and 20 percent of trainees effectively apply their new knowledge or skills'. A number of
factors will contribute to a person’s ability to transfer their learning back to the work-
place:

1. Training content and facilitation within the session/workshop - including the opportu-
nity to exchange ideas, share resources and network. Of particular importance is the
relevance (or perceived relevance) of the training to the person’s work role

. Availability of a workplace ‘coach’ - this can be a more experienced colleague, a
supervisor or even just someone who performs a similar job in a similar organisation.
Sometimes this person can be found or allocated within the training workshop (set up
as a ‘buddy’) to enable participants to bounce ideas and reflections off each other

. Mentoring by the facilitator/trainer — the opportunity should be offered for participants
to contact the facilitator/trainer if they have ongoing questions or the need for guid-
ance beyond the training event. This might be limited to email contact and, as with
most mentoring arrangements, should have an end date

. Work-based project — a 2009 study undertaken by a researcher from Bendigo TAFE,
found that “All training participants interviewed stated that the requirement to plan, imple-
ment and evaluate a new activity in their planned activity group had had a positive impact on
embedding learning into their work practice"2. The ability to immediately incorporate the
learning into a work-based project enables participants to cement their new knowl-

edge and skills and extends the learning process beyond the classroom

. Supervisor encouragement and support - this will promote the level of motivation and
confidence to implement the new knowledge and/or skills. Beyond just a “how was
the training?2” or "“you'll be right to put that new knowledge to work?2” type of ques-
tion, it is important to check in with the trainee about:

HOW they might implement or
WHAT they might fry that is new Q
establish a timeframe for the implementation and

ask what support they might need to do it
towards the end of the agreed timeframe, ask how
they're doing and if they need any help o o
. Reflective practice - about a month or two after their fraining, make sure the staff
member is given the opportunity to reflect on theirimplementation of the new knowl-
edge and/or skills. This should be supported by their supervisor, who should ask:

= What worked well2 Why?

=  What didn't work well2 Why?

=  What other training or development might help to extend your
skills and knowledge further?23 — then make sure it happens!

1. R Pollock, Fort Hill Company (2011). Interview with E Weber in Training and Development in Australia, Oct 2011 (vol 39, no
5), Australian Institute of Training and Development, Sydney, Australia.

2.Barker, C: ‘Embedding learning from formal training into sustained behavioural change in the workplace’ (2011) NCVER,
Adelaide, Australia.

3. Weber, E (2011) Learning transfer — the missing link in learning. Training & Development in Australia, Dec 2011. Sydney:
AITD
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EVALUATING TRAINING

« Have you ever wondered why you have to fill out those annoying evaluation
forms at the end of a training session? Here’s the answer:

Evaluation of training helps to

= Determine to what extent the learners' objectives
were achieved (did they get what they expected?)

Identify what was achieved by the programme
(new skills / knowledge / behaviours)

Identify what worked and what didn’t within the presentation and
activities

Address any inadequacies, errors or omissions in the tfraining

Understand what commitment the learners have made about imple-
menting their new knowledge and/or skills upon their return to work

There are four levels of evaluation that should be applied to training:

1 Reaction—gauges how the attendees felt about the training or learning
experience. This is usually done using evaluation sheets at the end of the
training session. (See example on page 11)

Learning—measures the increase in knowledge resulting from the training.
This generally uses pre— and post-training questionnaires that are very
similar in format and content, to establish and compare before and after data.

Behaviour—measures the extent of learning that is applied back at work.
Trainees should be given time to apply their learning (a month or so) before this
evaluation is conducted. Noticeable and measurable change in the activity and
performance of the trainees when back in their roles is what this evaluation hopes
to show.

Results—evaluates the impact/effect on the business.

This would involve an analysis of the effect on business or organisational key per-
formance indicators such as number of complaints, staff turnover, errors, wastage
or injuries.

(adapted from htip://www.businessballs.com/kirkpatricklearningevaluationmodel.htm )

i |
| |
i il
a £ 5 7 L3 £l
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How to report on ‘Return On Investment’ for training

How do you report on the benefits of training?
¢+ Consider who is asking for the information and what they will use it for (financial
data/monthly report/annual report/performance review)

Remember that a ‘benefit’ is ‘something that improves or promotes’ - ask yourself
what has been improved and how it was improved as a result of the training

Relate the benefits back to organisational objectives (e.g. “develop and imple-
ment staff engagement strategies”) or Key Performance Indicators (e.g. “no of
customer complaints per quarter”)

What justification do you use to request funding for training and
development activities?
¢+ All fraining and development activities should meet an organisational need, and
these needs should be derived from the Strategic Plan

When deciding on fraining activities you should relate the purpose to the
organisational strategies and objectives (e.g. ‘provide professional administration
fo support effective and efficient operations’ would relate well to a workshop on
‘Emotional Intelligence and Effective Teams’)

When you ask employees to attend training you can then explain to them how
the training is links the strategic plan and their job role.

What are the ‘high return’ training and development activities?

Areas of high return on investment for fraining and development initiatives that
are reported as contributing to revenue (or preventing loss of revenue)?:

induction—reduces errors, OHS incidents and improves confidence of new staff

compliance fraining for new legislation—improves compliance, raises level of rec-
ognition within industry , reduces confusion and errors

leadership training—improves productivity, communication, morale and handling
of performance issues, reduces conflict and absenteeism

workplace safety training—reduces injuries and incidents, improves morale

soft skills training— improves communication, negotiation, customer service, sales/
referrals, can improve staff retention rates (long-term)

1. http://www.collinsdictionary.com/dictionary/english/benefit

2. AHRI and AITD: The 2011 National Learning and Development Index (2011): Australian Human Resources Institute, Melbourne, Australia.
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E3learning course list
(Login to:

Courses for Admin Role
Bullying and Harassment (Managers and Supervisors)
Drug and Alcohol in the Workplace
Duty of Care for Senior Managers - 2011
Injury Management for Employers - 2011
Office Ergonomics

Courses for User Role

1st Step - How To Use a Course
Basic Life Support
Bullying and Harassment (Employees) Sl
Dementia and Incontinence 3 .
Driver Safety e I_earn Ing
Duty of Care for Employees - 2011
Hand Hygiene Australia - 2011
Hazardous Substances - Occasional Contact
Hazardous Substances for Managers and Supervisors
Health Records Act
Incontinence Night Care
Information Privacy Act - 2012
Introduction to Personalised Incontinence Care
Leakage Prevention
Lone Worker Safety
Manual Handling (Employees)
Manual Handling for Managers and Supervisors - 2011
Manual Handling in Aged Care
Office Ergonomics
Office Ergonomics - 2011

Preventing and Controlling Infection in Healthcare 1: The Basics

Preventing and Controlling Infection in Healthcare 2: Protective Equipment For Standard
Precautions

Preventing and Managing Occupational Violence and Aggression in Health Care Settings
Prevention and Management of Elder Abuse in Health Care Settings

Protecting Vulnerable Children

Understanding Dementia: Part 1 - An Introduction

Understanding Dementia: Part 2 - Person Centred Care

Understanding Dementia: Part 3 - Communication Skills

Understanding Dementia: Part 4 - Activities and Occupation

Understanding Dementia: Part 5 - Understanding Behaviour that we find difficult or
challenging

Victorian Charter of Human Rights - 2011
Whistleblowers Protection Act 2001 - 2011
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Starting your E3learning

= Login to: - remember: NO WWW in the website!
= Welcome screen:

Hi Deb 1l back.
Welcome to the freNs, o et

Grampians Loddon- J. : I \
Mallee Online Learning a View my courses
Portal - il p Edit my details

2 Logout

What would you fike to do today?

This portal is a collaborative
venture between Grampians and o 4
Loddon-Mallee health services and / . / Surveys
Grampians home and co| Dlaase ke momert s
care (HACC) agencies. The aim o { complete these surveys:
the portal is to impro® y
1o contemporary leaming § & ‘Grampians - IV Cannulation
relevant to their area of pi - G Course
Grampians - Safe Medication
Course
‘Grampians Loddon-Mallee
eLeaming Project
Checking your system for compatibility with our online training

Your Flash Plugin Your Screen Size Your Operating Syh¢m
g Passed

Passed Need Assistance?

If you're having trouble viewing

ur courses, check your system
requirements or consult the help
gnd support section.

= Make sure you have ‘Passed’ next to each of the 3 icons. ¥.not, it's usually Flash that you need.
This can be downloaded free from the Internet. Go to ‘Help and support’ - then to ‘System
downloads’ and click on the program that you need.

= Click on ‘My account’ on the top menu bar (highlighted). The next screen you get should be this
one:

My training

Please click on the course fitle you would like to begin.

1st Step - How To Use a Course

@ Optional

Assist Clients with Medication - HACC Annual Training Review for Grampians Region

@& Progress: 29%

Basic Life Support

@ Progress: 5%

= Using the scroll bar on the right of the screen or the wheel on your mouse, scroll down the list until
you find the course that you want to do. To start the course, just left-click on the blue course name.

= When you complete a course, come back to the ‘My training’ screen where the finished course will
say ‘Certificate Awarded’ — View now. Click on that to see/print the certificate.
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