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1. Introduction

1.1 Background

Throughout the 1980s, the competence of the UK workforce
became an increasingly important concern. Comparisons of the
quality of our workforce with that of our international
competitors established that, broadly speaking, our workforce
were less productive than our competitors and that this
undermined our ability to compete. Nevertheless, the common
perception that UK employers 'do not train' is a misconception.
The latest figures available show that in 1990 a total of £33
billion was spent on training in Britain'. The debate has shifted
away from being solely whether or not we train enough as a
country, to also cover whether the money is being spent wisely.
Increasingly, the concern is that employers get the best returns
on their investments.

Despite this, there is still apparently little systematic attempt to
ensure that spending on training is money well spent. Various
surveys have found that evaluation of training is, in the majority
of firms, fairly rudimentary and that where it does exist, it tends
to focus on costs of training rather than actual benefits. A recent
survey (Training Trends, Industrial Society, 1993) shows that a
only quarter of respondents are satisfied with the methods being
used to evaluate training and development, with nearly half
reporting some levels of dissatisfaction. This results in a rather
vague perception of the value of training programmes and a
reliance on 'acts of faith' rather than a clear analysis. This can
lead ultimately to a reluctance to devote resources in this
direction. As the Training Trends (op cit.) survey notes:

'Most organisations either .fail altogether to evaluate thc effectiveness
of the training they pay .for, or believe that the checks that they do
carry Out are, at least, badly flau,ed. . . . Nor is the situation even
improving.'

Ironically, there is an extensive literature on training evaluation,
ranging from practical and prescriptive texts to complex
theoretical models. What is clear, however, is that there is more
being written (and said) about measuring training effectiveness
than is actually taking place in the workplace. In these
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circumstances, training and development does become such an
act of faith, tolerated when money is available and when there is
an immediate perceived need. For training to become integral to
the workplace, evaluation has to move beyond this and
demonstrate that investment in training is linked to business
success, able to contribute to business objectives and capable of
making a return for the organisation.

1.2 Report structure

There are signs that there is a changing mood in the UK with
regard to measuring the effectiveness of training. Investors in
People has as one its four criteria that an employer must
'evaluate the company's investment in training and
development to assess achievement and to improve future
effectiveness'. At the time of writing, over 900 employers in the
UK had achieved the Investors standard and about 9,000 had
made a public commitment that they would work towards doing
so. A recent Industrial Society publication (Managing Best
Practice, 1994) notes that there is now an almost complete
consensus on the importance of training evaluation, that
commitment to training evaluation has risen markedly in the last
two years anLi is set to rise sharply over the next two. They
suggest that there are three key factors behind this move: (i)
business efficiency considerations, as economic pressures make
it increasingly vital for employers to tighten up on how the cash
is being spent, (ii) the impact of Investors in People and (iii)
internal pressures from the organisation's own senior managers
and trainers.

The report is based on a synthesis of the literature on training
evaluation, combined with evidence from employers who are
undertaking some evaluation of their training.

The report is structured in the following way:

Chapter 2 contains a brief discussion on the rationale for
undertaking an evaluation of training.

Chapter 3 outlines the overall concept of the training system
which has been developed in the theory over the last two
decades and outlines the model that will he developed
throughout the remainder of the text.

(.'hapters 4 to 9 expand upon each of the stages described in
this model to give a clear description of actions that are
required in each of these steps.

Chapter 10 examines how the costs and benefits of the
evaluation should be calculated and how they should be
presented within the organisation.

Chapter I 1 presents our conclusions and summary.

11
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2. Rationale and Process of Measuring the Effectiveness
of Training

To measure the ellectiveness of tiaining can be a difficult and
costly thing to do. Before attempting to set up structures to
allow such a measurement to take place, it is as well to be sure
that such an activity is worthwhile. The question of 'why bother'
can be addressed at two levels: why bother at all and why
bother in particular circumstances.: (it, how to prioritise the
evaluation activities.)

2.1 Why bother to evaluate?

Newby (1(492) gives the most straightforward answer to this
question: that constructive, practical evaluation of training is
available to anyone with a serious interest in training and that
the benefits of doing so substantially outweigh the costs. Newby
identifies six direct benefits:

Quality control: quality control systems are designed to
ensure that products or services are fit for their intended
purpose. Evaluation in training will assess the extent to which
work-related results can be demonstrated to arise from the
training. Successful, positive elements of training can be
maintained and reinforced, whilst negative elements removed
or revised. If results cannot be justified, then it becomes hard
to justify the commitment of any resources to the training
activity and they can be re-allocated to where they may make
a greater impact.

Efficient training design: it throws an emphasis on those
elements of a training system which matter, suoh as a proper
definition of objectives and setting criteria on how these
objectives are to be measured.

En;lanced professional esteem: training professionals can
gain enhanced stature from having systematic evaluation
data rather than intuitive assessments of their contribution to
the business. Being assessed on their contribution to the
'bottom-line' of the business puts the I IR function on the
same footing as other functions, instead of claiming that the
nature of their work does not allow an application of the
same criteria. This may help to break down the barriers facing
the integration of II R professionals within organisations.

Mea,,tiring the I ttec tivnes,, ut Irommg



Enhanced negotiating power: on much the same tack,
evaluation makes it possible for the HR function to
demonstrate a successful contribution to the business over a
period of time. When resources are to be allocated and new
investment decisions to be made, then being able to show the
outcomes of training could be invaluable.

Appropriate criteria of assessment: individuals within an
organisation will make judgements about how effective the
training function is, regardless of whether an evaluation
system is in place or not. Given this, it is very important that
the HR controls the choice of appropriate criteria, which it
can most safely do on the back of a formal evaluation process.

Intervention strategy: evaluation can be a tool for changing
the way that training is integrated into the organisation. It
offers a means by which the HR function can build on its
enhanced esteem and negotiating power to play a more active
role in developing policy.

2.2 Prioritising evaluation activities

The second of these issues is perhaps not whether to evaluate or
not at all, but which trainMg activities to evaluate. Evaluation
can be a time consuming process, and time spent on evaluation
is time that cannot be spent elsewhere. Trying to measure the
effectiveness of even/ training event is probably impossible: even
if they could all be identified, then it would be impossible to
encompass all of them within an evaluation framework, even
given an unlimited budget. In trying to set up systems for
measuring effectiveness of training, a decision on priorities will
be necessary. Again, Newby (1992) offers some guidelines:

Importance: what could go wrong if the training is not
successful? In some senses, it could be life threatening (eg the
loss of life for inadequate safety training), in others it could
have a serious impact on the business capacity, particularly
where the activity is vital in achieving business objectives.

Frequency: how regular is the training activity? If i is a one-
off, not to be repeated, then evaluation will not generate any
information to allow future modification (although it may
allow lessons for similar training). If, however, the training is
a regular event (eg an induction programme) then evaluation
becomes more worthwhile as information can flow back to
improve its design.

Cost: how costly is both the training event and the
evaluation? If the training is a major item in the training
features, and accounts for a significant amount of the training
budget, then it should be evaluated. If nothing else, such
significant items are normally obvious targets for 'trimming'
when times are hard and it is as well to have a proper defence
prepared. In terms of the cost of the evaluation, the more
information required usually means more expense in terms of
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wthering and interpreting it. However, despite the expense,
the evaluator should always endeavour to get the most
appropriate information for the evaluation.

Another combination of factors which may add a dimension to
this consideration, relates not specifically to the training event
but to the sphere of performance that the training is designed to
improve. These factors relate also to the prioritisation of training
delivery (and we refer further to this in Chapter 4). The factors
that need to be considered are:

task importance: how important is the task to the
organisation?

task difficulty: is the task simple and easy to master, or is it
complex requiring the development of sophisticated skills?

task frequency: how often does the task take place?

It is perhaps best to consider these at the same time. Below is a
diagram of this three-dimensional problem.

Diagram 2:1 Three dimensions of training

N,)1 all important
Task iniportance airk important

\ yrs. ii»portant

4

Task diftRultv

VOW
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The shaded square in the top left of the matrix shows an activity
that would appear to be a priority for both training and
evaluation, as it relates to a task that is difficult, performed
frequently and is very important. At the opposite part of the
matrix, tasks that are not difficult, not performed regularly or
important should not be a priority for either training or
evaluation. Tasks which fall between these two ranges will
require a more qualitative assessment: the grey square shows a
task that is not performed frequently, but is both important and
difficult (for example, a business strategy roview), which would
results in long-lasting consequences.

Measuring the I ffectiveness of Training
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Newby (op cit.) suggests that evaluators should ask themselves
what effect the evaluation will have on the organisation. If the
answer is none, then it must be questioned whether it is
worthwhile doing the evaluation; it may be more worthwhile
exploring why the evaluation will have no impact. Two
scenarios are possible:

Where the evaluation shows that no change is necessary. This
does not mean that it has not been worthwhile: it may not
have led to any change of behaviour, but confirm a widely
held (but unvalidated) view that a training programme
making an effective contribution is worthwhile, even if it
draws the 'we told you so' type of reaction.

Where the evaluation shows that a change is necessary, but
that the results are ignored. The reasons for this will be
bound up with organisational factors so complex that they
cannot be covered in a text such as this, but suffice to say an
evaluator always needs to be sensitive to the politics of the
organisation in which they are working.

Where evaluation might not be appropriate

As evaluation is an expensive and time-consuming process, it is
worth considering whether a realistic evaluation can be achieved.
The two things to consider are whether:

the timing is appropriate, where although a decision to
abandon an evaluation would be rare, activities may be
postponed because the timing is not appropriate. Reasons for
inappropriate timing may include:

The training may have taken place too recently or too
distantly to allow a realistic evaluation. In practice, a too
recently completed training event should not stop all
evaluation activities, allowing interim measures whilst
longer term effects are allowed to develop. If the training
was too distant and nothing has been done, then it may
be too late for remedial action and it may be more
profitable to focus on up-coming training events rather
than older ones. Ideally, evaluation should be planned to
take place when it is expected to contribute.

Other events preclude evaluation activities, such as any
other major change in working practices. In these cases,
the most appropriate question to ask is probably whether
the training should have gone ahead in any case.

the cost is unteasonable, particularly as a proportion of the
overall spend on the training event. If the cost is

unreasonable, then an alternative evaluation methodology
should be considered. Estimates of what are reasonable costs
vary but, as a guide, it is perhaps worth noting that
;overnment I )epartment:; consider that about one per cent of

a training programnw's total training budget should be spent

The Institute for Enipk)yment Studies
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on evaluation. Of course, the proportion of money spent on
evaluation activities will vary through the life of a particular
training event, with disproportionate amounts being spent at
critical periods (eg training development) and less whilst the
training programme is up and running.

2.3 Who does the evaluation?

A feature of the late 1980s and early 1990s has been the
increasing involvement of line managers in the delivery of HR.
These changes have largely mirrored the trend of pushing down
accountability for running business units or delivering services
to the lowest possible level of the organisation. Bevan and
Havdav (1994) examined this changing responsibility and how
they are supported in the role. The evidence found that the
structure of the organisation often affected the rationale for such
a development: those which are large, diversified or
geographically spread are more likely to have decentralised
personnel functions. In all the case studies of this study,
evidence was found of tensions between the FIR function and
line managers, which limited the real extent of developed
accountability achieved. However, it is argued that by passing
the more routine functions down to line managers, the HR
function could concentrate on developing its role as a centre of
excellence, allowing staff to act in a consultancy role,
considering strategy and leaving them available to advise on the
more complex problems of personal management.

This development has obvious implications for measuring the
effectiveness of training and a number of issues nc.ed to be
add ressed :

Should measuring the effectiveness of training be a subject
that is devolved to line managers? The answers probably lie
somewhere between the two: it is an issue of obvious
strategic importance and yet most of the inputs have to derive
from employees themselves and their line managers.

Given that evaluation of training was notoriously weak
before devolution, it can be argued that it is singularly
inappropriate that I iR personnel now see fit to advise line
managers on how to approach this.

What level of support can HR managers offer to line
manage! ,: Appropriate materials need to be developed
which can make these tasks simple and routine, and yet are
sophisticated enough to address the complex issues we have
identified in the earlier chapters.

1-here is perhaps also a reverse issue: if the 11R function expects
the line managers to adopt some of the HR roles and become
more like personal managers of old, is it not unreasonable to
expect that I IR managers should become more like business
managers. Mot (1989) argues that there does not appear to be

N1 s ut g the I tte( IReney, ot ram lig 7
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an adequate language to describe the link between business
strategy and training: whilst accountants have a language that
will make their role understandable to the many managers who
are not accountants, personnel managers do not share a common
language or even the same concepts. Jackson (1989) concurs with
this, arguing that trainers should consider themselves as
'business man or woman' and re-define their terms to those
more widely understood elsewhere. Jackson notes that 'business
results are typically measured in financial terms: this is the
currency of the business man or woman. This is the currency of
the trainer.'

The devolution of HR functions to the line manager is a
relatively new phenomenon, but one that appears set to continue
and place new responsibilities on ind:viduals who previously
did not hold these. Training Trends (1993) confirms this. It notes
that in most organisations (79 per cent), responsibility for
training evaluation lies with the individual's line manager, with
about half of the respondents stating the training department
also has a role to play. Training Trends notes that:

'These .findings confirm the increasingly vital role that line managers
now play in the training and development of staff. With growing
pressure on organisations to get the ?naximum value from training, it
is clearly important that thc line manager's evaluation role is an
active one.'

A more sceptical note is provided by the Industrial Society
(1994), which notes the comments of its specialist consultant in
training evaluation:

'I was taken aback by the results of the Training Trends survey
showing that three-quarters of evaluation is handled by line managers.
I simply do not believe that. The eases of evaluation that I know arc
almost all carried out by the training department with some
involvement by line managers, although usually not enough
involvement .'

13ramlev (1991) notes that if training is fully integrated into the
organisation, the role of the training manager becomes much
more wide-ranging: essentially that of an internal consultant.
However, this may create some problems: this shift would call
for a new set of skills on behalf of the training manager. Not all
may welcome this, and not all %yin have the skills.

2.4 Considering the outcomes at the outset

The question of %vhy the evaluation is taking place may seem to
be semantic. However, the question needs to be asked by the
evaluator each time an evaluation takes place because it can lead
to the structuring of the evaluation and to ensure that the
exercise produces meaningful results. As noted by Easterby-
Smith and Mackness (1942):

lhe Institute tor Lmoloyment Studies
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'Most evaluations are a waste of time unless they start by clarifying
the purposes they are intended to serve, and this usually means
clarifying whose purposes are being served.'

The fact that there are different groups, with different interests
in the outcomes of the evaluation should be explicitly
considered. Easterby-Smith and Mackness name some of thc
typical stakeholders (Table 1:1 below): perhaps most
organisations would add budget holders and line managers to
this list.

Table 1:1 Stakeholders' requirements of the evaluation

Stakeholders Interest Dominant purpose

Sponsors

Designers

Meeting deadlines.

Comparison with other regions.

Verifying that material is
having the desired impact.

'framers Identifying and correcting
weak areas in courses.

Trainees I.nsuring that they have
learnt what will be needed.

Proving that training
is enabling effective
implementation.

Proving that materials
work. Monitoring and
controlling the use of
material.

Improving the overall
quality of training and
their own performance.

l earning what will be
required to operate
effectively.

Source: lasteriniSmall & Mackness, 1992

2.5 Summary

Before any activity is undertaken, the evaluator needs to
consider three (related) questions:

why is the evaluation taking place?

who will use the results of the evaluation?

what will the results be used for?

The answers will vary from case to case, and there may even be
more than one answer for each of the questions. However, if
these questions can be answered, the evaluation will have a
statement ot purpose, which will allow the evaluator to
progress.

Measuring tin, I her tiveness homing 9



3. The Training Cycle

3.1 Introduction
This chapter ouiiines an overall framework within which the
measurement of elfectiveness of training may sit. The literature
calls this framework many things: a training framework or a
systems approach are but two of the more common phrases.

Regardless of the title, the overriding message is that training
should not be considered as a static event but as a process where
information on the effectiveness of training is a natural and
essential part of the overall training process. It is useful to think
of this as a cyclical process by which such information is fed
back into the design of the training programmes which follow.
For this reason we have called it a training cycle.

Whilst this may appear to be essentially 'old hat' it remains
striking how little it is applied in practice. The Industrial Society
(1994) asked whether organisations followed any particular
route: only a tenth used any systematic method Ow a cyclical
approach a la Kirkpatrick), with a fifth saying that they used no
systematic evaluation method, and with 56 per cent saying that
they did not know. These responses, it should be remembered,
came from the same organisations that reported in Chapter 1
above, that evaluation was of the greatest importance and with
importance increasing all the time.

3.2 The training cycle
A training cycle consists of a series of steps which lead to a
training event being undertaken: evaluation provides feedback
which links back to the initial stages of training design. Indeed,
it is the evaluation/feedback process which makes this a cyclical
event: without it training would be a linear process leading from
initiating training through to its implementation.

This kind of approach is not new and is not unique to the field of
training and development. Similar systems approaches have
been fashionable in control engineering and cybernetics since the
19505 More recently has been applied to economic, industrial
and sociological systems.

1 9
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The Armed Services have been delivering training in this fashion since the
early 1970s. Their view of the training cycle, which they term the Systems
Approach to Training (SAT), is that of:

A training philosophy which emphasises the inter-relationship between
training and other systems, such as personnel management, supply and
logistics, and finance and the inter-dependence of the component
parts of a training system. In applying SAT, training is undertaken on a
planned basis in a logical series of steps. . . . Fundamental to the
philosophy is that these steps constitute a cycle with the evaluation
bringing about a reassessmer it of needs and a consequent refinement of
the training given.

It emphasises thrce important elements:

that training comprises a series of logical steps

that these steps form a cycle, with constant evaluation and re-appraisal

that training provision should be seen in the context of the wider
organisation.

(taken from Spilsbury et al., 1992)

What this model does do is emphasise the point that to measure
the eff:?ctiveness of training is rarely something that can be done
as a discrete activity after the training event has taken place:
more often than not, the necessary information will simply not
be available. Evaluation has to be considered before the training
event takes place and in most cases, evaluation will be most
effective when it is part of a system which examines the entire
training process. Within this, the manager will still need to use
apprcpriate tools to be able to measure the impact.

Below, we describe a model which has been synthesised from
various different types of cycle (see, for example, Hearne, 1985;
Kirkpatrick, 1983; Newby, 1992) which we believe takes account
of all the major steps. The steps in this cycle are:

Stage 1: identification of training need: examining what skills
and attributes are necessary for the job to be undertaken, the
skills and attribute, of the job holder and the extent of the
gap.

Stage 2: design, preparation and delivery of training.

Stage 3: discovering the trainee's attitude to training
(reaction) and whether the training has been learnt (learning).
Reaction involves the participant's feelings towards the
training process, including the training content, the trainer
and the training methods used. 1,earning is the extent to
which the content of the learning event has actually been
absorbed by the trainee.

Stage 4: discovering whether the lessons learnt during
training have been transferred to the job and are being used
effectively in doing the job.

Measuring the I tte( tiveness of Iraming 11- ;
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Diagram 3:1 A training cycle
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Stage 5: evaluating the effects of the training on the
organisation. This is the area in which there is perhaps most
confusion, and subsequently little real action in the
workplace.

Stage 6: reinforcement of positive behaviour. It is optimal that
any positive outcomes are maintained for as long as possible.
It is not a rare event for changes in behaviour to be
temporary, with a gentle slide back to previous ways of
working.

It is important to note the feedback loops. Feedback on the
process of actually delivering :he training can come from the
reaction and learning stage, the transfer of the training to the
workplace and the evaluation of the impact of the training. The
main feedback for the identification of training needs comes
from an assessment of the transfer of work to the training and
the evaluation of the impact on the organisation.

It is important to note that these feedback loops may consist of
two very different types of information. Bramley (1990) notes
that an evaluation can serve at least two purposes:

to determine the worth of training to the organisation a

process best done by quantitative methods and with hard,
numerical data

allowing insights into the methods of learning, where the
experiences of those involved are the main focus, thus using
mainly softer, qualitative information.

There is obviously value in both of these positions. Bramley
implies that the simultaneous satisfaction of both is difficult to
achieve. l'his nevi+ lot be the case, and perhaps a useful
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distinction is one sometimes made between evaluation and
validation, whereby:

validation is that process which ensures that training meets
its design criteria and objectives, and

evaluation is about providing measurable outcomes from
training which can be used to assess the impact on the
workplace performance of participants.

In our view, a system to measure the effectiveness of training
which is a useful tool for management has to fulfil both of these
criteria. A system which tells you that there has been no added

alue as a result of training, but which does not tell you why,
has not progressed the organisation very far. Similarly, a system
which informs us that the training has met its design criteria, but
does not let us know whether this had made any impact on the
organisation, could lead to general feelings of frustration on any
other than training professionals.

The system we outline below may be used to deliver
information of both types. However, the point is well-made that
different evaluation techniques can lead to very different
outcomes, and the evaluator should know what they want out of
the evaluation before setting out. In general terms of the
diagram above, the feedback loops which flow into the design,
preparation and delivery stage are validation loops, those which
flow into the identification of training need t;tage are evaluation
loops.

The trainee viewpoint

The above explores the view from the organisation's perspective.
It may be as well to realise that the individuals who are to
participate in the training and development will see the process
from a different perspective. Trainees have needs, views on
those needs, and perceptions of the situations in which they find
themselves. For individuals the process becomes:

selection for training

briefing and preparation

becoming committed to learning

learning

preparing for transfer of learning back to the job

returning to work

transfer of training and improved efficiency

maintenance of improved efficiency.

It is important for the organisation that the trainee knows that
there exists a system for evaluating training. This is important
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3.3 Summary

for two reasons: it emphasises to the trainee how important and
seriously the organisation takes its investment in training: it is
not a holiday, a few days off or a reward for previous good
performance, but an investment in which the company is
expecting a return. Secondly, a correct definition and statement
of needs may put in place proper communication and forestall
(or at least act as a counterweight to) unofficial communication
down the internal 'grapevine'.

The training cycle as described above is not particularly new or
novel, but we should note that:

it is a robust way forward, and

it is little used.

The point of describing it in the level of detail above is that it is
the overall system that will be developed upon in the remainder
of this text. In the next few chapters we examine each of these
steps further.

4 ti
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4. Identifying Training Needs

4.1 Introduction

Identifying the existence and extent of the training need is
perhaps the most important element in measuring the
effectiveness of training. The realisation of this is not new:
writing nearly 40 years ago on general principles of industrial
training, We liens (1955) noted that:

'Principle 1: No training project should be undertaken unless the
purpose has been clearly defined. . . . This principle may appear trite,
but if it were rigorously applied it would result in the disappearance of
rmwh so-called training at present undertaken.'

One wonders how much has changed. Certainly we now have
the tools to more rigorously determine training needs, but
whether the collective will yet exists is somewhat more in doubt.
Indeed, Mcdonald (1991) writes:

'Despite the arnount of attention which is given to the term 'training
needs analysis' one still observes department hea.ls waiting to be told
ii,hat training programmes arc available for the forthcoming year. . . .

rath,7 than designing training to suit organisational or individu
problems, we oftcn work in reverse. That is, with a tempting array of
existing programmes, we then look around .for the problems or
individuals to .fit them.'

4.2 Identifying training needs

The skill needs of the organisation need to be examined from
two directions simultaneously: top down and bottom up. From
top down we need to examine the new skills that the
organisation requires, from bottom up the accumulation of skills
from the individual jobs.

The analysis of training needs involves a three stage process:
examining what skills and attributes are necessary for the job to
be undertaken, examining the skills and attributes of the job
holder and measuring the gap.

Ideally the organisation's skill needs should be addressed first,
then the job analysis can be completed, with the individual's
training need as the final component.
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4.2.1 Organisational context

Traditionally, training has focused on improving the skills of
individual workers with little attention being paid to the
organisational context in which training takes phiee. Training
should be devised in order to fit in with the overall aims of the
organisation if time and money are not to be wasted. It should
be remembered that training exists to serve the organisation, not
the individuals who work within it: as Wel lens (op cit.) again
notes:

'Principle V: Training is not the prinw concern of industry. . . .

Industrial training cannot be judged by the same criteria as that of a
schoolmaster or hyturer. It ',lust be judged according to the way in
which it ,furthers the primary purpose of industry.'

An individual may attend an excellent training course but if this
is at odds with organisational goals, the training will either not
be implemented or will hinder smooth progress towards these
goals.

It is clear from this that ally training plan must be constructed
which derives from and is clearly linked with the organisation's
business plan so that training needs are related to organisational
goals. Ithssey (1985) found that only a third of British companies
implemented such a policy. The situation may be improving:
more recently the Employment Department's survey, Skill Needs
in Britain 1994, shows that over half of establishments claimed to
have both formal business and manpower plans. However, the
survey does not indicate how thorough these plans are, or
whether one derives from the other. Dench (1993) found that 67
per cent of workplaces ir. the EMSPS1 survey had a business
plan and 54 per cent a training plan. Where both of these existed,
the nature of the link varied from being completely independent
(12 per cent) to being formally linked (35 per cent). This has now
been given greater prominence by the stress laid within the
Investors in People programme of linking training to business
objectives. I lowever, a recent survey by Training Trends (1993)
notes that most of the respondents do not know what the
relationship is between the training plan and the overall
business strategy. The situation seems to be one of vagueness
rather than separation (only six per cent say that training plans
are not formally linked to the business strategy). Perhaps this is
indicative of the fact that we all know that the two should be
linked, but that in practice they rarely are.

Jackson ( l989) emphasises the importance of discovering the
corporate objectives and gaining an understanding of how these
will impact upon corporate needs. In larger orpnisations,
discussions with the architects of the' company's mission and

I he Pmplovers Manpower and Skills Practices Survey.
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central business plans may be unlikely to happen. However, it is
worthwhile setting up a system whereby a dialogue can be
maintained between operational directors and HR directors so
that the personnel and training implications of any new
developments can be put On the agenda. This has a number of
advantages: it enables an early identification of what training
and development may be needed in the future and it brings HR
closer to the business decision-making process, from which it is
often excluded until the last moment.

4.2.2 job analysis

Job analysis identifies the duties which comprise the overall job.
There are several methods for doing this including job
observation or haying an individual actually do the job for a
short period (see, for example, Pearn and Kandola, 1993).
liowever, possibly the easiest method is for the job holder and
the job supervisor to describe the actual job and the tasks
involved. Tasks are drawn together in a scalar fashion, with a
hierarchy of levels as shown in the diagram below. Weighting
has to be applied to their frequency and their difficulty to decide
on the relative importance of each job task. The three-
dimensional matrix outlined in Chapter 2 (task importance,
frequency of performance and diffkulty) is also applicable at
this stage.

I lowever the job analysis is conducted, it is important that it
remains flexible and changes as the nature of the organisation
changes. The nature of the job may change as the employee
performs routine tasks. More significant, perhaps, will be 'top
down changes', where a change in the organisation's approach
will necessitate changes in the jobs done by individuals.

The outcome from the job analysis should be drawn together in
the job description, which is a description of the tasks that
individuals will be required to undertake in the performance of
their jobs. It should be noted that at this stage it is an
abstraction, not related to anv particular individual's ability to

Diagram 4:1 Scalar job hierarchy
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do the job, but to a range of activities that are required to be
completed and a statement of the levol at which these activities
need to be done.

A final point on conducting a job analysis is communicating
with staff and staff representatives. Trade unions or staff
associations will naturally have an interest in the design of jobs
and the subsequent contribution of training. Most trade unions
will want to contribute views to the process, and agreement
should be reached on how this is most easily done and at what
stage it would be most useful. A job an: lysis will also involve
contacting a range of staff, particularly if it is being done afresh.
It will probably be helpful if staff are informed about the
analysis, why it is taking place, who is involved and the
timescale. It is particularly important to stress the positive
aspects of the analysis and give the necessary assurances of
con f identia lity.

Development of competence-based job analysis

The development of National Vo( ,tional Qualifications (NVQs)
and their attendant Occupational Jtandard for a wide range of
jobs has gone a long way to facilitate the recognition of
individual job tasks. These new national standards for
vocational skills are now being introduced in most industries
and are based on competence in a given occupation, not on
completion of a iraining programme. The levels of competency
required for a given task are clearly specified and they are
assessed in the workplace Ly the line manager. The standards
themselves have been set by employers through the Industry
Lead Bodies for each industry. The role of the supervisor as an
assessor of the trainee means that the effectiveness and
appropriateness of the training programme will be much more
directly apparent than in the past.'

The Management Charter Initiative is an attempt to provide
coherence and clarity in the field of standards of managerial
performance. Again, this is an employer-led initiative with firm
backing from the Employment Department. The MCI is

developing competence-based standards for all levels of
managers, from supervisors to senior managers. The need to set
standards in this way is a response to the relative lack of formal
training for managers in Britain, especially those over 35. This
has led to the process by which managers are given credits for
their previ, ius experience, called Accreditation of Prior Learning.
The All, takes the form of an assessment which can then lead to
the award of a formal credit toward a qualification. Levels of
competence for supervisors and middle managers have now
been set but the senior managenwnt competences are still being

[or a fuller description of NVQs and their implementation, see
Tow and l' Vigor, I 01Il.
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developed reflecting the difficulty of assessing the more
complex levels of managerial tasks.

The Council for National Academic Awards has developed a
scheme which allows companies to have their in-company
training programmes assessed so that an academic qualification
can be awarded to the participants. Credits are awarded for
various parts of the company training scheme and these credits
accumulate towards a certificate or diploma of higher education
or an honours degree. This process of credit-rating for in-
company courses is known as the Credit Accumulation and
Transfer Scheme (CATS). The advantage is that it provides extra
motivation to staff to achieve well on the company courses and
allows achievements to be given formal recognition. The
evaluation of company training is done by academic staff from a
local polytechnic, university or college.

4.2.3 Individual training needs

At this level, the comparisof, is the attributes of individuals
against the job description (as described above) in order that
gaps may be identified. These gaps are the individual training
need. If a job specification has been successfully completed,
detailing task, skill and knowledge analysis, any deficiencies
should be apparent. However, there are a number of more
formal methods of undertaking this analysis:

Measurement of attainment against pre-set performance
criteria. This is particularly appropriate for relatively low
skill, mechanical, repetitive tasks which can be measured
electronically, scanning rates at supermarket check-out
tills, keyboard skills.

Performance appraisal by line managers, which identifies
strengths and weaknesses of individuals.

Use of assessment centres to identify promotion potential,
particularly among management staff.

Training Isrends (1993) notes that 62 per cent of organisations
formally assess individual's training and development needs at
ieast once a year, with a further 30 per cent also doing this but
only for some grades. This is a general confirmation that there is
a trend towards the use of individual performance appraisals by
line managers and these are generally seen as being the general
answer to the majority of problems on the training need
a na ly s is.

I Ioweyer, a closer analysis would indicate that such
performance appraisals are not appropriate for this particular
task, but may be a useful means of beginning to identify training
needs. Bram ley (1901) stresses two reasons why this is the case,
in that:

tvle,p,uring thp I ttec to,4.11(, ot I ialluny,
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Assessment centres

The assessment centre is not a place but a technique. The objective of an
assessment centre is to obtain the best possible indication of a person's
actual or potential competence to perform at the target job or job level (see
Woodruffe, 1990). Several people will attend the assessment centre at one
time and will be observed by a team of assessors. Commonly, there is a
ratio of one assessor to two participants.

The focus of the assessment centre is on job behaviour. Participants will be
judged according to their performance in set exercises, such as:

in-tray exercises

analytical exercises

simulated meetings with customers.

A 1989 survey in the UK found that one third of large companies
(employing more than I 000 people) had used an assessment centre in the
past year. They are not ased universally but just for selecting particular
groups such as graduatc-, or managers.

The assessment centre is a high cost method of selection because of the
high assessor/participant ratio. flowever, it is perceived by employers to
give a very accurate and high quality assessment.

a performance deficiency raised in a performance appraisal
need not mean automatically that there is a training need. Job
situation factors may have a greater influence on job
performance than on an individual's skill level.

training need is related to job performance and not to an
individual's desire to attend a particu:ar route of training and
development. Training needs as defined here are job-related.
Occasionally, a company may recognise undertaking the
learning process as an end in itself. This may be worthwhile,
but its separation from the immediate job-related training
needs to be acknowledged.

As noted above, the performance appraisal may lead to an area
being raised, but it may not lead to an appropriate training need
being analysed. In particular, it may not result in a trainMg need
that has been specified in a way that is suitable for measurement
at a later date. In these cases consideration should be given to:

a further meeting to discuss only the training need.
Performance appraisal meetings are often crowded meetings,
with a full agenda. At a separate training needs meeting, the
participants cln focus fully on what the training need is, how
it manifests i elf and suitable actions.

analysing the situation further to identify. the exact nature of
the problem (see the text box below).

The most commonly named problem is that alluded to in the
example above: how to identify and specify the training need in
a manner that allows quantification for later comparison. This is

2() Ihe Institute for f mployment Studies
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Identifying a performance deficiency

The company identified, in its annual performance review, that one of their
sales team was not performing as well as others of the same grade. This
particular member of staff was relatively new to sales, having been
transferred from elsewhere within the company. The actual training needs
analysis w as deferred to a separate meeting.

At this separate meeting, it became clear that as the individual was new to
the post they had some difficulty with approaching clients. This tended to
reflect itself in 'displacement activity', whereby the individual felt more easy
to cope with clients on the telephone rather than face-to-face. However,
there was no available benchmark information available to compare the
amount of time that this individual spent on the telephone, compared to
others in the sales team.

The agreed first step was to gather data. The individual concer ed and a
sample of others in the sales team logged their activities, noting the
proportion of time that they spent in face-to-face meetings, the amount of
time spent on the telephone and the nature of the meetings/calls. The
feeling about displacement activity was confirmed, with the 'problem'
individual telephoning rather than visiting, and writing rather than calling.

As a result of the analysis, the line manager was able to set targets for the
individual to work to, whilst at the same time giving greater training on
product knowledge to boost the individual's confidence. The impact of the
training was noted in both measurably changed behaviour (process
indicator) and measurable changes in sales (output measure).

most easily addressed by persistent questioning: then the most
useful word here is 'why'. When given the reason that the
outcome is impossible to determine, simply ask 'why is the
training taking place?'. The response, in the first instance, will
normally be suitably vague, at which point 'why' (or some other
suitable form) is asked until a definable objective is reached. If
no definable objective can be reached, then the reason for going
ahead with the training must be queried. The technique is
suitably simple, albeit at th4 expense of the questioner seeming
initially troublesome, but it does seem to generate responses that
are useable. The example below is a fictional example serving
merely to indicate the principle.

4.3 Costing the skill deficiency

Perhaps the most common request on information is to show the
return from training in financial terms. The timing of the request

usually after the training event and not based on a concrete
training needs analysis makes it impossible to comply. If this
information is likely to be important, then collecting the
appropriate information must begin at this stage.

With the process described above for identifying performance
deficiencies, the appropriate tools are in place for estimating
how such under performance is costing the organisation. To
devise a finam ial figure requires some assumption to be made,
and as with all such exercises, some errors will creep in.
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Diagram 4:2 The 'why?' chain

John Smith needs to do some management Other evidence
training.

Why?

He is not very good at managing his staff.

Wht/ do volt say that?

There are high levels of staff turnover.

They have mentioned it to me.

What have they mentioned?

Lack of communication

Analysis how many staff meetings?

Time spent in meetings?

Is there upward appraisal?

Do John Smith's rankings vary
from other managers?

Are there staff attitude surveys to refer to?

Are there exit interviews?

However, there is a procedure to make this estimation.
Essentially this includes:

assessing the performance of the workers, identifying areas of
shortfall

estimating the costs of the shortfall, including time spent by
the individual and the line manager, based on salary costs

extrapolating the costs across all managers within the
organisation.

Such an exercise was carried out by
described briefly in the text box below.

4.4 Who does the training need analysis?

Coaley (1993) and is

There is a question over who actually does this task. There is not
a single answer to this as much will depend on the organisation
of the internal personnel and 11R function. I lowever, as Rae
(1991) points out, it vill be the line manager and the individual
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Costing performance deficiences

(Oa ley ( 1993) describes an exercise, undertaken for a major l.11: company,
to cost the investment in management training. The first stage of this was to
identify the cost of performance deficiences.

tosses made by the employing organisation were found to consist of four
kinds:

direct costs of niistakes

direct costs in order to rectify mistakes

indirect costs of time wasted at different levels

indirect costs of loss of business.

Roth the time wasted and the loss of orders can be given a financial value,
in the first case through the knowledge of salary levels. A wasted day can be
translated into financial terms through a simple calculation. The total costs of
poor performance is then calculated by a simple addition of these factors.

The procedure took the following steps:

Structural interviews conducted with line managers in order to identify
problem situations related to average workplace performance.

For each 'situation', line managers were asked for details of costs in
terms of cash paid out to rectify the situation, lost orders for the
ompany and time wasted. Salary levels were recorded in order to

ealuate the financial costs of wasted time.

The findings were collated and analysed. Only directly stated and
quantified costs were involved in the analysis: where there was a
significant element of doubt, statements were not used for calculation,
which means that overall organisational costs ma y. he greater than those
estimated.

For the company involved, line manager financial costs amounted to
.£25,576 in total (L881 per individual) and time costs at 982 hours over a 12
month period. It suggests wasted line manager time of three to four per cent
annually.

who will be in the best position to identify training needs: they
are on the spot, know the work and should be able to identify
quickly and easily any problems which may have a training
solution. I lowever, the personnel/HR specialist still has a role to
play, and may re,ard the identification process as being a good
way to involve the line manager in the training process. If the
personnel/I IR specialist simply accepts the demands of the
individual/Iine manager, then they are abandoning their role.
Ideally, they should act as consultants or advisers, interpreting
the expressed demands and producing a best solution. This may
be a training solution or it may not.

4.5 When training needs may arise

Rae (10q1) identifies a number of areas where training needs will
arise. Nearly all of tlwse involve some kind of change either for
the organisation or the individual. It is worth noting these since
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an awareness of these change areas will help in recognising the
need for a training needs analysis (particularly when there is no
formal appraisal system). In addition, an understanding of the
reason for the training need may give some indication of the
learner motivation (discussed later in Chapter 6). Rae's main
categories are:

A newcomer to the organisation: Rae notes that basic training
may be necessary if the individual has no work experience.
Occupational training will be given for those entering a new
occupation. In practice, most employers offer, in addition,
induction training to all new employees, which covers
specific company information, which it cannot be assumed
would be gained elsewhere, but is important for the
successful performance of a job within the new organisation.

A change of work in an existing department: work of a
department often changes, requiring either re-orientation of
old skills or the acquisition of new skills. The constant search
for improvements in the efficiency and quality of work also
requires new skills to be constantly developed for many
employees. All these require a training or development
response.

Improvement of a poor performer: identification is usually
quite simple, z,ia the normal line manager reporting
mechanisms.

There are two further areas when. Rae notes that a training need
may arise: uevelopmental and in preparing an individual for
promotion or progression through the organisation. This is an
area where the model described above for measuring the
effectiveness of training is most weak. Indeed, it has been
argued that improvements in systems to measure the
effectiveness of training may actually lead to a decrease in
longer term developmental training, as the links between
investment and benefit become difficult to identify and therefore
show the lowest return. The logic of this argument suggests that
longer term developmental training becomes the onus (and
ownership) of the individual rather than that of the organisation.

What is not a training need?

Newby ( l992.) gives a list of reasons for training that can not be
considered a training need. These include:

R & R: training is sometimes considered a perk of the job: a
reward for good behaviour and a respite away from the day-
to-day rigours of work. This is a common phenomenon, often
typified by the most rigorous post-training evaluation of 'did
you enjoy yourself'. Training should be enjoyable, but should
not be the point ot the exercise: if it is, then it should not be
expected that one can demonstrate a return on the
'investment'.
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4.6 Summary

Solution in search of a problem: training courses can gather
their own momentum and become a fixed item in a training
calendar, particularly if based on a once perceived need and if
the trainers enjoy their delivery. A view needs to be kept on
the continued relevance of the training.

Fads: opposite to the above is the latest craze of the month.
Management sdence is particularly rife with grasping new
ideas, sometimes without an over close questioning of what it
really has to offer. A sharply focused assessment of training
needs is an insurance against this faddism.

Need to spend budget: a less common problem in recent
Years with increased pressures on training budgets, but the
need to spend the training budget before the year end can
lead to training not linked to the business's real training
needs.

Training as part of the employment package: often training is
offered as part of the recruitment package. Whilst there is
nothing explicitly wrong with this, a balance has to be struck
between the needs of the individual and of the organisation.
As has been noted above, training is not industry's prime
function and should be designed to promote business
activity.

Solutionism: often training is reached for when the root of the
real problem may exist elsewhere. This often happens in
appraisals, where instead of rigorously examining the
situation, training can be seen as a quick fix. A special case of
this is when the order for the training comes from individuals
in positions of considerable authority (eg the MD).

This is not to say that some of this may not have valid
organisational reasons behind them: giving staff R & R, or
spending the remains of a budget, may be an appropriate means
of reward, and a 'training course' may therefore be an
appropriate response. I lowever, the reasons why this activity is
being undertaken must be explicitly recognised and a
contribution to the bottom-line not expected.

lt is difficult to over-stress the importance of a correct and
rigorous identification of training needs as a necessary first step
in measuring the effectiveness of training. If this is not done
correctly, then the validity of all else which follows is weakened.
"[he main message is to achieve clarity: analyse what skills the
job requires (and will require in the future) and analyse what
deficiencies individuals have, aiming at all times for a

quantiticatiim.
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5. Design, Prepare and Deliver Training

5.1 Introduction

Once the training needs have been identified, the training
programme can be designed. In this chapter we stress only two
aspects of the design and delivery of training: the need to specify
objectives and determining the nature of the provision.

5.2 Specifying the objectives

Although possibly stating the obvious, the preliminary step is to
identify the objectives of the training programme before it is
designed. At least, this would be an obvious statement if it were
not the case that it seems to be done infrequently. Training
'Trends (1993) finds that only a third of responding organisations
sa ). they have a policy that objectives for each training and
development programme are defined before the programme
exists. Only a minority say that they do not, with the majority
stating they do not know.

There may be different levels of objectives, primary and lower
level, but all the lower level objectives must build into the
primary objective at some stage.

Points to consider:

Minimise the number of primary objectives as far as possible.
The more objectives exist, the greater the possibility of
confusion.

The objectives must be measurable and achievable.

Make sure that the objectives are clear, precise and
unambiguous. They should be understood by everyone to
eliminate confusion.

Are the objectives consistent, in that the attainment of one
will not be contrary to the achievement of another?

Above all, the objectives should be explicit and precise. As
Newby (1902) notes:

l'ratuoN Is Ilk(' auu otlicr orNanisatroual actualv: Ow clearer the
picturc you waut I aclucvc, easu'r it bccomes to plan the
mewl, and Ill(' Nrniter the profTert f aclucianN sucecss Itu:fiectipe
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training adopts a scatter-gun approach, rather than pinpointing the
target. lt is characterised by learning objectives which use weasel-
phrases such as . . . will gain an awareness of . . .' and . . . should
mulerstand . . . Effective training designs are characterised by
objectives that clearly state what the trained person will be able to do
Awn back in the workplace.'

Where a systems approach is fully.operational, objectives should
be available from the initial training plan.

5.3 Determine the nature of provision

Structuring the training experience

The next stage is to decide on what is the best mode for delivery
of the training. There are no 'right' answers in this case and the
correct balance must be found for each organisation. However,
as Bram ley (1991) points out, there are a number of questions
which might usefully be asked at this stage, including those
shown in the text box below.

Course structure

On what basis has the course been structured?

Is there a satisfactory balance between practice, reflection and theory
input?

1 low satisfactor k the duration of the course and the length of the
working day?

Does the balance of the course reflect the different degrees of
importance attached to the objectives?

Methods and media

On what basis have the methods been chosen?

are optimal methods being used, given the characteristics of the
learners?

do methods and media provide variety and encourage learning?

what is the qualit and readability of hand-outs, computer-based training
material and training aids?

cahiating Training Ffiectiveness, Bramley. 1991.

All jobs vill require the holder to have some knowledge. The
extent and nature of knowledge required will determine in part,
at least, the objectives (ie the content of the learning). The nature
of the learning (ie method) will be determined by selecting the
most appropriate method to achieve the objectives. The type of
knowledge needed Nvill have been defined by the identification
of training needs process, and particularly in the job description.
A usetul distinction of levels of jobs is:
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1. A basic level, handling isolated information or a few pieces
of information. For example, being able to fill in a simple
form or record sheet, or record simple numerical
information.

2. A higher level requiring the job holder to understand or use
several pieces of isolated information at the same time in
some form of procedure.

3. A third level, requiring the job holder to analyse the
information and act upon it.

For a detailed discussion of such a hierarchical framework
readers could refer to the standards published by, for example,
ALBSU or summarised by Atkinson and Spilsbury (1993).

These three different levels have quite different implications for
the way training should be delivered:

1. Isolated facts can be transferred easily by lectures, paper-
based texts or other open-learning techniques.

2. Procedures can also be transferred fairly easily by the same
methods, although the use of some supervised practice is
also usually recommended.

3. This will need knowledge on the other two above and then
practice in realistic situations. This can only be done in
simulated situations or in closely supervised real work
situations. If simulated situations are used, the criteria (le the
standards and conditions) must be clearly stated in the
objectives of the learning.

On and off-the-job training

A particular issue may arise whether the training should be off-
the-job or on-the-job. In an ideal situation, an individual would
begin a job in a state of readiness. In reality this is not likely to
be the case and some further on-the-job training N ill be
necessary. This is not a particular problem if this is explicitly
accounted for, taken into consideration and recorded (see the
example from the Royal Navy below). Indeed, in some situations
an element of on-the-job situation may be preferable, as the
work situation cannot be replicated in a training situation.
I lowever, if training is conducted on-the-job, the criteria for this
should be no different than classroom-based training, lc it
should have objectives and measured outcomes.

Rae (1992) considers on-the-job training to be a highly effective,
flexible, relatively low cost approach to training and to be an
important development given the prevailing economic climate
for the training professional. Whilst not the complete substitute
for off-the-job training, it can play an important role in training
and development of the Nvorkforce.
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The Royal Navy lays down standards of job performance (an Operational
Performance Statement, or OPS) and also statements of what an individual
will be able to do at the end of any particular training period (a Training
Performance Statement, or TPS). The difference between the OPS and the
TPS is termed a Traing Category and classed on a scale of one to five,
such that:

TC1 detemlines that 95 per cent of opt' ,tional performance must be
equal to the training performance: effectively that the individual must be
able to perform their job on posting;

TC5 is token off-the-job training: nearly all learning is undertaken in the
operating environment.

All on-the-job training is logged in a 'task book', which details the task (what
the trainee actuall had to do), under what conditions (in dock, at sea, etc.)
and to what level of performance. The task book is an official record of
achievement and has to be counter-signed by an appropriately qualified and
ranked individual.

Taken from Training in the Armed Services, Spilsbury et a/., 1992.

The Post Office Training and Development Group explicitly
recognise the importance of some element of on-the-job training
or coaching is necessary. They note that:

'It is unlikely that the ultimate desired standard of performance will be
achieved during the training. Thc ultimate standard will only be
achieved by the learner, putting into practice the new skill/knowledge
over a period of time and receiving on-going coaching from the person
requiring the improved performance (line manager):

The situation is reflected diagrammatically below.

Figure 5: 1 Part of a typical learning curve

Post-trawmg briehng

Pre-training briefing

( mases

( oaching

Competence assessment

A = I )yvelopment need identified and action agreed

B = Pry-training skill/knowledge level

C = rnd ot training skilliknowledge level
D lthimdte desired performance kwel

Time

Sourn Hie I calnatton Model, I he l4 I )Ifile,

Measuring the Lftectiveness ot I rainink 29
3



5.4 Summary

Some consideration needs to be given to who actually conducts
the on-the-job training and in what circumstances. As seen
above, the Post Office believes that the appropriate model is to
have the line manager as coach. Rae (op cit.) notes, historically,
the image of the on-the-job trainer has been someone who has
tended to be someone who has worked in a manual capacity and
who has been drafted into the job with little or no training. The
situation in practice is significantly differently from this and
there are a number of different options available when
providing on-the-job training:

GAFO: the simFlest method: 'Go Away and Find Out'. At its
crudest, the potential trainee approaches someone who is
supposed to hold information and is told to 'GARY.
However, it can also be a real learning opportunity if
sufficient open learning support systems are in place. In these
cases, trainees need to be taught how to learn and how to use
the training materials, in whatever media are available.

Sitting with Nellie: the trainee is placed under the tuition of a
worker (Nellie) in order that they can learn the appropriate
skills. Often derided, it can be one of the most effective means
of training, as there are few situations in which training by
this method cannot be achieved. I lowever, as a method, it has
freouently failed in the past because the 'trainers', whilst
having the required occupational skills, may not necessarily
have the teaching/tutoring skills or given the resources or
support materials with which to pass on their expertise. The
training may Ilse be unstructured, (eg lacking objectives)
perhaps even to the extent that it is not recognised as training.

One-to-one instruction: an extension of the above, with the
exception that 'Nellie' is actually a qualified trainer for the
organisation.

Coaching: the manager or supervisor will select work-related
tasks for the trainee to perform, and ensure that they are
performed correctly. This form of training should ideally be
on-going, as a manager can constantly be seeking
opportunities to develop staff from circumstances which
develop within the workplace.

rime is a great deal of literature which deals with appropriate
design arid delivery of training and it is not the main focus of
this report and so is dealt with only briefly.

It may seem a statement of the obvious, but the major issue
again revolves around clarity, particularly the need for a

definition of the objectives of any training event. Without this,
the link between the identification of training needs and the
actual damage is weakened.

'3
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When measuring the effectieness of training is considered, the
view is that only training events (seminars, training courses,
workshops, etc.) are applicable. This is not necessarily always
the most appropriate method and so we have included a brief
section on on-the-job training. With regard to evaluation, the
same principles apply as for off-the-job training and should be
applied with the same rigour.
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6. Initial Testing: The Trainees' Attitude to Training and
Whether the Training Has Been Learnt

6.1 Introduction

6.2 Reaction

This chapter involves the initial testing, which deals with
assessing the trainees' reaction and learning of the training,
where:

reaction is the participant's feelings to the training process,
the trainer and the training methods used.

learning is the extent to which the content of the training
programme has actually been absorbed by the training.

Most training is evaluated at the 'reaction' level by
administering a short questionnaire, the so-called 'happy sheet',
at the end of the training programme. Finding out how trainees
felt about a training programme by means of a questionnaire
aft.2r the course is the most prevalent form of evaluation used by
employers. However, it is not the only method used: Training
Trends notes that whilst 63 per cent of employers use such
questionnaires, a i:uarter also use interviews or feedback
sessions.

It is important to find out these responses and to use them to
feed back into training design but as a method of evaluation
alone their usefulness is limited. The main purpose of these is to
find out about the training experience: was the delivery
adequate, were the conditions of the training event amenable to
learning, ctc.

Happiness sheets are most commonly seen or used when
trainees are sent away on an off-the-job training experience: they
are awav from work and are given a discrete time to actually
record their views. This need not be the cArP and happiness
sheets havi an equally valid role to play in recording views
about on-the-job training experiences a fact often overlooked.
As on-the-job training constitutes the majority of learning
expericoces, it is as important that the employer/trainer is aware
of the nature and reaction to the training for these experiences as
the more traditional removed 'events'.

32 he Institute for Itnployment Studies
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6.3 Learning

Happy sheets are often derided, perhaps unfairly. They have a
role to play in that they can provide valuable information about
the training experience. The disregard concerning their use has
probably arisen because of the extent that companies use them
in isolation. However, they should be seen for what they are and
their misuse in the general evaluation framework should not
detract from their immediate value.

If the training has to lead to changed behaviour on the part of
the trainee, then it must have led to some skill or knowledge
being imparted and learnt by the trainee. The training will not
therefore transfer itself to the work environment if it has not
been learnt: a set of new learnt knowledge tests is therefore not
an unreasonable way forward.

6.3.1 Testing for learning

As we have seen, the type of knowledge that has to be
transferred Nvill vary hugely according to the nature of the job
and so, therefore, will the means of finding out whether it has
been learnt. We are fortunate here in that much of the training
effectiveness literature is concerned with setting out techniques
which assess this learning level, and there are many readily
available techniques for testing whether training has been learnt.
The precise method chosen will depend on the type of training
itself. Simple, repetitive skills, like using a keyboard, are easily
measured before and after training. Similarly, training on
specific topics, for example, product information for sales
personnel, is relatively easy to test. In general, the more complex
the training the more difficult it becomes to test learning.
Bramley (1991) describes techniques which can be used to test
knowledge learned during a training programme and a

summary is given below.

The value of such tests can be enhanced by their use in
conjunction with pre-tests. If the trainee is tested at the outset,
then re-tested, then the gain in knowledge can be tested. There
are issues to consider both in undertaking the tests and in
interpreting the scores. A few points to note are:

When deciding to do this, have a viewpoint about the existing
state of knowledge. It is a wisted effort to test trainees, only
to confirm that the trainees know nothing before the training
takes place.

The trainees Nvill need reassurance before the pre-test. It can
be very demoralising undertaking any examination in which
one cannot answer the questions, particularly when the event
is designed to prove that the trainee clites not know.
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Knowledge testing

There are a variety of ways to test knowledge depending on the type of
knowledge that has been learnt. Here we list a few of these techniques:

Open-ended questions the traditional way of testing knowledge, used
frequently in education virl the essay system. Requires both regurgitation
of facts, but also requires the student to construct a logical argument.
This is important for some, limited, professional jobs, but is often a skill
which is completely irrelevant in many jobs.

Short answer items: often a form of open-ended questions used to test
knowledge of individual pieces of information. They can also be used to
test powers of analysis. The questions start with a verb such as State, List,
Label, Calculate, Determure, Define.

Objective test items: very suitable for testing low levels on the
knowledge hierarchy. 1he trainee is asked to write only one or two
words, or choose the correct alternative from a number offered: the
most common form of these multiple-choice questions. Another variant
is the true!false question hut which is only really suitable for testing trivial
information and must he corrected for guesswork.

Each of these has their drawbacks. Objective test questions can be very
easy to set, hut laborious to mark, with the ranking depending on the
markers viewpoint and logical construct as well as the trainees. Multiple
choice items can he marked by scmeone with no knowledge of the subject,
but the questions are more difficult to construct. Scores must also be
adjusted for guesswork (a candidate with no knowledge whatsoever should
still s( )re abctut 50 per cent on a true/false type of test).

Taken from Bromley, 1991.111i.
It requires the production of two similar but different sets of
questions and making sure that the trainees know this.
Replicating the same test will result in the trainees tending to
concentrate on those items which came up in the first test.

Calculating a gain ratio. The gain ratio can be calculated
using the formula:

Post test score Pre - test score
x 100Gain ratio =

Possible score Pre -test score

to give a figure for each candidate. Bram ley (1991) suggests
that average gain ratios for a whole should vary from 20 per
cent (for short lectures followed by questions) to 70 per cent
with individual instruction on programmed packages,
although others suggest that it is difficult to state what the
gain ratio should be in such abstract terms. Its primary use
may well be to improve a training event over time, with an
extension to a possible benchmarking tool for more
sophisticated companies.

Be aware of different starting-off points. If someone had a
good level of knowledge before the training then their gain
ratio will be very low. This indicates that they have not been
particularly stretched and the training not as valuable as it
should have been certainly not as valuable as for those
who started with low knowledge and have a high gain ratio.

i 4 the Institute for Employment Studies
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The value of the information here may be that it points to an
inadequate training needs identification, as well as
deficiencies in the design and delivery.

The Post Office use information generated by pre- and post-test
scores to identify the overall usefulness of the event, not as a test
of individuals. They give three examples of pre- and post-test
d istributions.

In a 'not much learning event', the learning event has failed to
make any significant increase in the participants' skills or
knowledge.

Figure 6: 1 A 'not much learning event'

pre-tralning

- end of training

Score

tiottrec: Hie 1;cAtiatiott Model: LlsoiN 1 evel 2 InlOrmatton, Ihe Post CYfice, 1995

In the 'everybody knows it already' event, the results suggest
that the participants were already proficient in the subject areas
before the training.

Figure b: 2 An event where everyone knows it already!

---- pro-training

end of training

Score Ow
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The ideal event is where the pre-test average scores are as far to
the left as possible, whilst the average end-of-training scores is
as far to the right as possible.

Figure 6: 3 The ideal event

pre-training

- end of training

Score

Solo cc: Dic Evaluation Model: Using Lecel 2 lnrormation, 14 le Post Office, 1995

Of course, the pre-test scores could be used as a screening device
to ensure that the most appropriate participants are selected. In
agreement with the training sponsor and the trainee's line
manager, information could be provided to identify participants
who have the potential to gain the most from a particular event.
Participants could be grouped together in a way which reflects
their existing level of skills/knowledge, thereby avoiding wide
variances in participants' pre- H.aining levels, allowing training
to be targeted at the approplate level and maximising the
learning potential for all concerned.

Training to achieve a change in attitudes and interpersonal
behaviour (for example, in management training) can be tested
using techniques such as Repertory Grid analysis, but these are
complicated to administer. Wc do not describe these in full, but
details of these testing methods can be found in Bram ley (1991),
Ray (1991) or Newby (1992). A brief description of the technique
can be found in Bevan (1989).

In general, problems with testing arise because they test what a
trainee knows at a particular point in time. They may forget
information fairly promptly but also they may have a weak
understanding of it. For these reasons, it may he more appropriate
to test by means of an activity (related to the work situation)
which trainees must perform accurately. lt may also be useful to
follow up the initial questionnaire six to 12 months after the
course, because benefits may take some time to be realised or
alternatively may be quickly forgotten.

Ihe InOtute tor I inploment



6.3.2 Reasons why learning may not have taken place

If tests for learning take place and it is found that very little
learning has taken place, then it is not unreasonable to ask why
not. There are two general areas where the learning process
failed:

failures in the delivery of the training

motivational problems amongst the trainee.

Failures in the delivery can arise for a number of reasons:
inadequate content, poor training materials, poor design etc.
Motivational problems can arise because the individuals
concerned do not have sufficient willingness to learn: learning
takes place fastest when individuals recognise the need for
training and are committed to it. What, for example, is the
trainee's motivation for joining a particular training
programme?

More problematical from the evaluation process is to distinguish
between the two. Once it has been established that learning has
not taken place then what steps need to be taken? As Analoui
(1993) points out, there is no easy way to measure commitment
in an individual employee, but suggests that attention should be
paid to the trainee's approach to learning, the rate of attention
paid to learning activities, the regular attendance to training
sessions, the degree of concentration brought to bear and the
presentation of the output, which all provide subtle clues or
indicators to allow an assessment of the 'will' and 'commitment'
on the part of the trainee. Rae (1993) notes that motivation of the
trainee will vary according to the original stimulus for the
training need (see Chapter 3 above). In general terms, Rae
assumes that motivation can be assumed in the case of the
newcomer who is identified for potential progress. The same
assumption cannot be made for training which has arisen either
as a result of an identification of performance deficiency or
where there is departmental or organisational change. In these
cases, the evaluator needs to be more aware that there may be
motivational problems in the trainee or trainees. Motivation
could be improved if the trainee is consulted in advance about
the training that is to be given and the reason why it is being
given. irdining Trends (1993) finds that, whilst 80 per cent of
employers do the former, less than half actually tell the trainees
how the training fits into the overall business objectives of the
organisation. Views on the quality of the training will already
have been gathered in the reaction phase.

It is to be remembered that we are talking here about gathering
what k essentially 'soft' information on why a training event has
failed to impart learning. Feedback will be to the training design
and delivery, but little will be able to be fed on to an assessment
of the benefit to the company. If learning has failed to take place,
then in most cases we can assume that this is about zero.
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6.4 Summary

Finding out trainees' initial views of the training event (whether
by the 'happy sheet' or some other method) is the moSt
commonly used, but because it has been used mainly in
isolation, it has become much derided. Discovering whether the
training has been delivered in such a way as to make the
learning process more effective is obviously important, but it
needs to be seen in the context of an overall system.

Testing to ensure that the training has been absorbed by the
trainee is clearly an important element in measuring the
effectiveness of training. Only if the knowledge has been learnt
can there be an effective transfer to the job.

38 In, institute tor I mployment Studies
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7. Transferring the Training to the Job

7.1 Introduction

What the company needs to know is, not only that the trainee
has enjoyed the learning experienced and has enhanced their
knowledge, but whether it has improved performance in the
workplace. The fact that the training has been learnt by the
trainees does not mean that there will be automatic changes in
behaviour on the job. It is quite feasible that learning can take
place, but behaviour may not change. This chapter examines
whv such transfer may not take place, and then examines
possible responses to the failed transfer.

7.2 Reasons why transfer may not take place

There are a number of reasons why new skills may not be
applied in the workplace, including that:

the work situation does not support the new training

the trainee thinks the training programme is irrelevant

the trainee has no motivation to apply the new skills.

It is wise not to under-estimate the power of inertia within a
working environment. While training may lead to improved
performance in the classroom, these changes may not be strong
enough to overcome resistance to change back at the workplace.
For example, it has been found that individuals who are singled
out to receive training apart from their colleagues are often
socialised back into old behaviour when they return to their own
departments (Ottawav, 1986). The transfer of training does not
occur, not because the individual does not acquire the necessary
skills, but because of peer influence and the lack of an
appropriate support/reinforcement mechanism.

,\11 example of the \vork environnwnt not supporting a training programme
all be found in one of our ase study companies. Thrs company trained

their ashlers at i «,nti al training «,ntre to use «rtain procedures to
minimise thp nu4 nt traud. Manager,' at entral office Were well aware,
however, that these pro«,dures were not always used by trainees when
they returned to their bran( hes be( arise their supervisors felt they were too
time.«insuming I hi . training programme itself addressed the issue of fraud,
nit «instraints Ill the work organrsohon prevented the measures from

tieing put into prai tiu
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7.3 Helping transfer to take place

It is evidently beneficial to avoid such failure of transfer and to
encourage the transfer of training back to the workplace.
Solutions can be designed to be training based and/or work
based.

7.3.1 Training based solutions

At the training design stage, training should be related back to
the work situation wherever possible. Similarity between the
training situation and the job should be maximised:
interspersing training and work situations helps the continued
implementation of new skills. On-the-job training with a one-to-
one mentor ensures a direct transfer.

Training should be designed to give a wide range of experiences
so that the principles can be applied to situations which do not
exactly fit the training procedure.

Transfer is especially difficult when there is a significant time
delay between the learning its application: this links again
to an appropriate identification. If the individual does not have
need of the learning in the job then it cannot be a need. Training
should not be given too long before the skills are actually
needed, although the opposite case is perhaps also damaging:
letting someone do a job for a while and then training them how
to do it.

7.3.2 Work based solutions

In the workplace, goal setting is very important. At the end of
the training event, trainees can be asked how they intend to use
what has been learnt. These expected changes can be put into an
Action Plan and a short period (six months or so) after the
training they can be followed up to see if the plan was being put
into effect.

It must be ensured that what has been le:rnt will be supported
by managers and supervisors in the workpiace.

One further thing that can only be done, and which links back to
the training design, is to test the appropriateness of the
information,' knmvledge learnt. When it was initially learnt there
was no way for the individual to know whether it was useful Or
not: after a period this would become more clear. Vital
information is available here which can be used as an input into
training design. I opics to he covered are:

I lave you used the information (and if not, why not)?

I tow useful is the knowledge tor the job (and if not at all, why
non'
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7.4 Summary

Training as teams

The company, a public house and restaurant chain, organises its staff into
discrete teams within eac h pub/restaurant. All training (with the exception of
initial induction training) is given as a team, where they all learn the same
messages. The company believe that this helps transfer because:

everyone is jointly aware of what they are trying to achieve with the new
forms of behaviour

all staff can jointly share in the new values

commitment of all staff can be gained to the new ways of working.

When the training is transferred back to the workplace, the problems of
negative behaviour does not exist: the supervisors (also part of the team) are
not operating on ,1 different system so no conflicts arise. The compani
believes that operating in this manner gives ownership and pride from bei ig
part of a team, which enables commitment to be gained from much lower
down a team structure.

Has there been any difficulty in applying the knowledge (and
if ves, what was the difficulty)?

How easy has it been to maintain the level of knowledge,
given reference material, etc.

Knowledge does begin to fade over a period of time, especially if
not re-visited. Re-visit with another post training knowledge test
to see how much has been lost.

A positive step that many employers have started to use is a
spot training meeting at which a suitable action plan, building
on the new skills can be developed. This then forms part of the
line manager appraisal system.

It is essential that the trainee, having learnt new knowledge and
skills, transfers these back to the workplace. There are a number
of reasons why such a transfer may not take place. It should be
ensured that these are minimised, either by work-based or
training-based solutions.
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8. Evaluate the Effects of the Training on the Organisation

8.1 Introduction
One reason why assessing the value of training can be difficult is
that it is hard to isolate training from other factors affecting the
performance of a given section or work group once training has
taken ,)lace. For example, if employees are taught to use new
mach len', it may not be easy to decide whether improvements
in pedormance are due to the equipment itself or the ability of
employees to use it competently. Internal re-organisation and
factors affecting the business environment may further
complicate the issue. If only one or two employees undergo
training within a large organisation, it could be very hard to
measure their improved input. In fact, unless the firm is able to
assimilate the new skills of its employees the training may be
largely wasted.

Theoretically, this is perhaps one of the most difficult areas to
undertake in the process of measuring the effectiveness of
training. flopefully, if the preceding steps have been undertaken
in sufficient detail then it should become easier. However, it still
needs a consideration of the level of the evaluation (at the
individual level or the organisational level) and the research
tools which employers can use to aid them in this process. In this
chapter, we first of all discuss the level at which the evaluation
takes place and then the tools that can be used to isolate and
identify any impact.

8.2 Individual or organisational level?

There is often confusion over whether the impact of training
should be measured at an individual or organisational level.
Most training arid development activities focus on individuals,
with the intention that the learning process will enable them to
do their job in a more effective way. flowever, the objective of

an investment in training and development is to increase
effectiveness of parts of the organisation, and ultimately
improve the performance of the whole of the organisation.

Sometimes organisations rest on the assumption that if the
ind iv id ua Is within ,1 tea m have become individually more
effective then it k a tair a ssum pt ion that the whole will have
become more et fective as yell. Not only is this a false
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8.3 Research tools

assumption, but it also fails to deliver the key message that is
required: namely that the impact On the organisation of x
amount of training has been it.

This different level of emphasis implies two different emphases
of the process. Changes in the behaviour of individuals can be
monitored using individual appraisal, before-and-after
measurement and other means of personalised management.
The research tools for doing this are described below and can be
applied.

Although the situation is more complex, the process to measure
change within an organisation is effectively the same as for
individuals: identify the areas that are expected to change and
measure them before and after the training action has taken
place. However, this raises the issue of what organisational
effectiveness actually is. Various types of measure have been
classified by Cameron 1980) as being:

Output-directed, focusing on the outputs of the organisation.

Resource-acquiring, judging effectiveness by the success of
the organisation in acquiring needed resources from the
external environment.

Constituency-satisfying, where effectiveness is judged on the
organisation's ability to respond to the needs of its various
constituency groups.

Internal process-directed, with attention focusing within the
company and how it operates.

The use of all these types of measure may not be necessary in
each organisation, and a smaller selection may suffice. The
example shown in the text box below describes the factors that
were considered by an organisation that was considering
entering the Investors in People process.

These approaches on their own do not answer the criticism that
changes would have happened in any case, regardless of the
impact of the training event. In order to be able to take account
ot these %ye need to use different evaluation methodologies.

o measure the not impact of the training programme a
comparison must be made between what has happened
tollowing the programme, with what would have happened in
t ho absence of t t ra in ing. There a re several d ifferent
techniques which can he used to do this and below we discuss
the use ot:

control ;,,,oup,

matching groups
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Evaluating the impact of Investors in People

To become involved in Inyestors in People requires a mmmitment of time and
effort by the company.. It the «impany is willing to do this, then it may be prudent
before setting off down this route to consider how to assess the impact that
achieving the Standard will a( tually have upon their company.

Measuring the impact

The employer decided to measure the !moat t of Investors in terms of outcome and
process measures, where.

Outcome measures measured business outconws. For this company engaged
in the service sector it %%As decided that the main measures would be customer
satr,faction and po)fitability levels lioth as c percentage of turnover and per

(.(1)Piovi'0)

Process measures e\amined factors which it was thought that Investors would
directly impac t upon: staff motivation, staff performance and the training
system.

1. .Stati motivation was measured in a number of ways. Indicators of staff
morale were created by using turnover rates (excluding enforced
turnover su( h as redundancies) or sickness/absenteeism rates. The
company was fortunate in haying recently conducted a staff attitude
surYey which was ç wrhdip, the norst rigorous measure available.

2. SiarT perforrnan« was measured by using the outputs from the
appraisal systenis, fr)rtunately one using standardised forms,
produc ing data yy hi( h «ruld be used to create an index of
performance. The company was aware that the (tuality of this data was
only as good as the performance appraisal system which underpins it,
hut this is 1St'p,trat.' ssuc beyond the evaluation of the impact of
Investors.

I. The c ompany undertook an audit of the training system, enabling
them t( take an objec twe yiew of what the company actually did in
terms of training and development. This «wered the approach to
managing training texisten«- of a formal training budget, size, whether it

ill spent, what it ( oyered, how it is decided and by whom) the
planning ot training (method of training needs analysis, if any, and
existenc e itt indiyi(hual or colic( tive training plan), steps to measure the
effec oness i)f training and the delivery of training.

First steps

lhe «impart\ dratted a position paper on where they were are at the outset: in
essenc e, a baseline position paper lhey re«,gnised that if they did not do thi.. at
the time, then a Mtroyel IR ittenipt al o later dale would lead to some of the
information not being available Whilst initially sounding like a bureaucratic process
It \Ais rii)t unduly so most (it the 'actors involved were cc)nsidered when the
«impany made its dee 1,,It in Ii lii ()me involved in the first place. In addition, much
of the Information nouired was readily (wadable, Inc luding information gathered
tor in drawing up the .1( ii Plan t ittle additional information was required
and none spec it \ led as always, there was a tiade-off between the
usefulness ot the ilata and the i 0,s; of it ually getting it

It v....," trTh`fldi'd CILII %%Hy 1H. si ndaid s Ma( hed, this baseline should be revisited
and Me dal i ( dii led I his enables betore and after ( omparison, whIch
wit Indk ate \\ h 0.1.1(Red riser he perind awn that early evidenc
si),;(4i.sts that gains ti,m, are ci hwved gradually, revisiting a third time
\v hen thC larylaid is been) ma,nacned tw a \ iir may be ne, essary,

I hi, Institute tor I mployment Studies



before-and-after studies

statistical techniques

hypothetical questioning.

8.3.1 Control groups

The use of control groups is the classic design for evaluation.
Whilst it is not always possible to achieve, it does provide the
clearest method of measuring the value added by training.

A control group can either be an individual, sets of individuals,
organisations or parts of an organisation. The key element of this
group is that they are chosen and then do not receive training, so
that their behaviour remains constant. The performance of other
groups who Iith'e been trained can then be compared with the
performance of the original control group. The measurement
process is shown in the table below: the impact of the training
event is the difference between b minus a, and d minus c. That
is, both target and control group will have changed over time:
the difference between these different rates of progress is the
impact of the training.

Before After

1arget group

ContIol

A crucial factor is deciding who should form the control group.
In the purest form of experimental design, individuals or groups
are assigned to control groups on a random basis. If this is not
possible, control groups should be chosen so that their
characteristics are similar to those of the target population.

Th,'re are problems with this form of research design, namely:

Mere may he no 'extra' people available to serve as a control
group since the training may be designed to serve everybody.
In this case, excluding some people from the training (whilst
it may be possible) creates additional problems in that senior
executives may olject to individuals not receiving the
training and thus lowering their productive capacity.

Control groups must be defined before the Aart of the action;
this research design cannot be applied retrospectively.

8.3.2 Matching groups

\latching gioups are available individuals or groups with
characteristk s who have not received the benefits of the

training which can be used 1,, cornparatoN,

IMeamIhrig the I ttec ht taming 4 5



Wine service training in Forte Hotels

In I 990, Forte I lotels decided t launch a major programme to improve the
wine service and selling skills of their staff. In response to this, The
Professional Wine Service progranune an integrated video, learning guide,
workbook anc I standanis manual was developed as i single open and
flexible learning package to develop trainees competence.

In order to eYaluate the effec ts ot this initiative, the training was introduced
to 34 company hotels Mul 13 siniilar but independent hotels. The results
from these were then «unpared with those of a control group comprising
13 separately selected but similar hotels from within the company chain,
where no new wine service training was provided.

The results of the training programme were analysed over a 12 month
period to gauge reactions to training, practical applications of new skills,
motivational changes in trainees and overall business behaviour. The results
showed significant business benefits in that the hotels with the training out-
performed those in the control group. While the control group experienced
a decrease of five per cent in monthly, liquor sales during the training period,
the conipany hotels and the independent hotels who used the training
scheme increased their sali s by seven per cent.

Ising this «uoparatiye approach, Forte I lotels were able to iemonstrate a
range of adyantages deriy ing from the training programme. These included:

increased nroduc t soles

higher customer satisfaction

unproved staff motiyation, and

raised professional standards

The existence ot a control group gives ,1 iiu II clearer view of the benefits of
training to the oiganisation.

aken from Idrift framing, Employment Department.

the major difterence between these and control groups is the
method of select,ng the respective groups. Whilst a control
group is selected ex ante, matching groups are choscri ex post.
They are, therefore, not theoretically as rigorous as control
groups, but are possibly the most common choice in practice.

In using matching groups it is important to realise that the aim is
to take account only of those factors which could be significant:
it is not possible or essential to guard against every source of
error.

8.3.3 Before-and-after studies

A before-and-after str,iy involves observing the behaviour or
characteristics oi groups benefiting from training, both before
and after the event, anti then examining changes in the variables
that the training was supposed to affect. Before-and-after studies
are trequently used in conjunction with control groups or
matching groups, although they have been used without such
external comparators.

,16 I he Institute for I mplovment Studies
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Normal practice is to establish a baseline study, which is an
examination of the situation before, or at the outset of the
training. In a few limited cases it may be possible to rely on
historical L 1 ata to produce a retrospective base line.

The main problem with before-and-after studies (when they are
used on their own) lies in eliminating extraneous economic
effects: that is, identifying what would have happened anyway.

8.3.4 Hypothetical questioning

lypothetical questioning involves asking recipients of the
training what their actions would have been in the absence of
the training. A comparison between this hypothetical behaviour
and their actual behaviour will therefore show the effect of the
training.

When using this method, the questions need to be carefully
phrased and the answers interpreted with caution in order to
avoid contaminated results. Trainees may want to be seen to
give the 'right' answer and not to appear to have wasted time
and money on the training. This approach also assumes that the
trainee actually knows what would have happened in the
absence of the training.

A variant on asking the trainee is to ask the supervisor or
manager of the trainee to ascertain their views on performance
pre- and post-training. This situation suffers from the same
problems as those discussed above, but works well in
conjunction with a rigorous appraisal system.

8.4 Which methodology?

Which research tool is used will usually be driven by practical
considerations such as the stage of the training's development
and the quality of data available. It will usually be the case that a
mix of re,warch took may be most appropriate.

If the evaluation is designed (as it should be) before the training
starts, then a baseline study can be completed and control or
matching groups selected.

A point to bear in mind here is whether the timing is
appropriate. I here max: well be cases where evaluation is not
going to prodifte a realistic result. Examples are where the
training activity k too recent or too distant to allow a proper
evaluation, or where there have been one-off events which may
distort the external environment, for example ,1 company
merger.

on he ah experisive
eet-) in the context 01 the total

programme.

proA'ss but should always be
spend on the overall training

I t , howrver, the cost of evaluation is a
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8.5 Summary

disproportionate amount, then an alternative method should be
considered. What is a 'reasonable' amount varies, but the most
expensive types (usually of individuals, which require specially
designed surveys) involve spending about one per cent of the
total spent on the training. It should be borne in mind that the
amount spent on evaluation will vary according to the life cycle
of a particular course of training; more will be spent at critical
times, such as during a pilot programme or during changes to
the training, and less when the training is up and running.
Overall, however, evaluation costs should be seen as a legitimate
part of training expenditure. If the costs are separated out into a
separate budget, then the evaluation process will suffer. This
%vill nearly always be a false economy.

Because of the increasing use of, and emphasis on individual
appraisal, as a management tool and to determine individual
training needs, the majority of evaluations of the impact of
training tend to be completed at the level of the individual.
Whilst useful, most orgonisations ;yin also want to know the
impact on the organisation.

'ro do this effectively, requires an evaluation framework which
has to be designed in advance. Most frequently used in
combinations, these can be used at either the individual or
organisational level.

;h1(, InqIttlte kg I mplovrnent Stuck.,
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9. Ensure that the Advantages of Training are Maintained
in the Long Term

9.1 Introduction

If the training has been a success and both individuals and
organisations benefited, then it would seem only sensible to take
action to ensure that any positive results are kept within the
organisation tor as long as possible. In particular, it is important
to ensure that the benefits of training are maintained in the long
term, since it is quite possible for employees to improve their
performance immediately after training and then gradually
revert to their previous ways of working. The obverse of this is
also true: training may have negative results (usually where
there are clashes of organisational culture and where a new
'learnt technique is not appropriate to the host organisation). In
these cases train ing needs to be unlearnt.

here are two areas we move on to discuss below, where the
research has found e\amples of this use of reinforcement: (i) the
use of formal reward system to ensure that there are positive
incentives It tr empktyees to Util their new skills and (ii) constant
reassessment.

9.2 Use of a formal reward system

Skill-based, or competence-based, pay, is a payment system in
which pay is linked directly to the acquisition by employees of
new skills (usually in addition to a general pay rise). It has been
recognised by a number of employers as a means to raise the
skills base of a target group. It is therefore a suitable system to
reward the at.quisition and use of skills acquired through
training, thereby supporting the maintenance of positive
behavkwr in the vtrkplace.

Ile use of pay to reward improved performan,-, is a topical
issue. .1.homs(m ( lo" ;I notes evidence that suggests that between
a halt to two-think ot Lk organisations may have some form ot
individual-based performance related payment (PRI') and that
this form of poyment ,,ysteni is now covering a wide range of
emplo% ces. I )t.lute its int reasing popularity, some doubt has
been cast on the effectiveness of such systems in meeting their
object ivos.

the I Ito..( (), I rdiniii};



Computer firm Unisys has joined the growing number of organisations using
competences to link performanc e to reward. An all merit competency-based
pay scheme covers all 1,4((.) staff, specialists and managers as part of a long-
term employee do,elopment programme aiming to improve the skills and
behaviours of emt )loyees.

defines competences as 'the ability to perform a job-related task to a
pre-determined standard', and every employee is assessed against ten
anhpetences. Five of these are core competences, which Unisys wishes to
encourage across all the organisation, and the remaining five are specific to
each of the four separate fiinction groups.

The tR 0 core conipetenc es are:

team orientation: %%or king willingly and effectively with others to
accomplish goals and to identify and resolve problems which may be of
no direct personal interest

innovation/creativity: generating creative and effective solutions to
business problems aml situations. Demonstrating a willingness to try new
and different ,approaches.

ownership/accountability: taking responsibility for actions and accepting
associated risks.

quality and customer service orientation: working in partnership with
customers (both internal and external) to achieve results which are
mutually beneficial

drive for results/initiative: actively influencing events rather than
passiseN,' acc epting; seeing opportunities and acting upon them;
originating action.

All competem cs are idled on a sr ale of one to five, with the lowest rating of
one indicating a 111,01 dexelopment need. Five marks the competency as a
major strength.

Annual salars Inc reases art' determined by a matrix linking competency
scores to d poYtion ()n the range. One al111 of the new system is to
differentiate shawl\ b('tween performers.

I tion) II )S Management Pay Review, July 1994.

llowover, the use (If such flexible systems gives obvious scope
for 'warding individuals who are perceived to perform better
than others, and thus may have a role in maintaining
improvements in performance following training or
development.

Some organisations have gone further than this and use
competences to link performance to reward. A case in point was
reported in the II )S Management Pay Review (1994), citing the
example of Unisys (see hi,x),

9.3 Reassessment of performance

One method ol maintaining behaviour is to constantly re-assess
performanie to ensure that the enhanced behaviour is
maintained. !his ion only. he done by a line manager who is in
constant contact with stall, who works with them to ensure that

59
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9.4 Summary

The company, a chain of fast food restaurants, has a well-developed
competence framework for all the tasks that need to be accomplished
within its establishments. Lach member of staff is checked on these
competences ar . on gaining them is awarded a 'merit'. The hourly rate for
the job is directly linked to the number of merits that an individual holds.

To maintain stamlaids hne managers have, as part of their job roles, the
responsibility to constantly assess the perforrnance of individuals against the
competence criteria. It an individual is noted as not performing as the
«mipetence framework lays down, the merit is withdrawn, with the hourly
rate of pay being subsequently reduced.

they are behaving as intended. This method is particularly
effective when linked with a reward system, as noted above.

Left to their own devices, individuals may slide back into old
systems of working, particularly when this retrograde behaviour
is tacitly supported by supervisors, colleagues or the working
environment. To avoid this requires a combination of positive
rewards and assessment.

Mea,,uring the I net tReness ot I raining 51
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10. Presenting the Results

10.1 Introduction
The key issue remains the extent to which we can trace these
elements down to a cost base ic identify the costs and benefits
of training in such a wav as to allow a financial analysis.

This is, of course, where the greatest difficulty lies. In the first
instance, the majority of companies do not even fully cost their
expenditure on training, never mind the benefits that such an
investment reaps. Below, we outline some of the issues that need
to be considered.

10.2 Costing training

When estimating the elements that could be included in their
training, employers lace a lengthy list. There is a huge variation
between employers in what items of expenditure they actually
include on this list in doing their own calculations. Thus was
explored by I )ench ( qL13) who found that:

a relatively large proportion of employers were unable to
provide any estimate of training spend at all, and

there was no general agreement among employers as to what
constitutes training expenditure.

Because of this, we do not feel able to prescribe what should be
included in a costing of training expenditure, but will limit
ourselves to listing factors which might be included. 'The choice
of which of these to choose lies between the 1-IR professional and
their accountants within each organisation. How this (and
particularly fixed cost or overhead items) is then further
allocated to individual training events, is a further area for
consideration. A suitable list is given by Newby (l992) and we
show this below.

10.3 Estimating the benefits

Conventional accounting techniques are unsuitable for
providing the necessary financial information about human
resource ssues, including training.

Ihv lo%tItute tor mployment Studies
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Items that may be included in a costing of training

Fixed capital

building and training rooms

fi,Atures and fittings

tixec. seryic es (eg uriti soc kets, etc.)

equipment

provision of a training resource (eg library)

motor vehic les.

Working capital

consumable supplies

maintenance ot egoipment and premises

materials used during training

Administrative and personnel costs of the training function

employment costs tur training manager, administrative and clerical staff

apportioned costs ot rei l. business rate, heating, lighting, etc. for training
rooms

salaries (gross) ot instructors. trainers when not training or engaged in
development work.

Costs of providing instructors/trainers

fees for external 'trainers of trainers courses

recruitment and selei tion osts

refresher ,md de\,elopmental «mrses

salaries (gross) ot instructors:trainers when not training or engaged in
development work

Costs of training development

fees to external consultants

expenses urred Ill produt mg visual aids printing of course materials,
etc.

Cost of giving instrudion

travel and ar mminodatioll

salaries (gross) ot ilistruc tins trainers when not training or engaged in
dev elopment wok

Taken from Newby, 1 V2.

Carnevale and Shuli argue that the traditional balance sheet
show,.; MI organisation's human resources solely as expenses,
whereas they should be seen as assets to be optimised. The
balanr:c sheet alsk) tends to give a short term view and both these
factovs discourage investment in training. The use of cost benefit
analysis is also inappropriate for training activities because
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Deriving financial benefits

(oaley (19') 4) outliws a pro«qiure for deriving the financial benefits of
training. The steps ale as follows:

c osting tu >in pertorman«: individuals with a skill deficiency make
mistakes, which c. an then he accounted for in financial terms. Areas of
poor performance iffluded customer complaints being inadequately
dealt with, incorrect lex el of details on projects, missed deadlines, etc.
For each situation line managers were asked for details of direct costs in
terms of ash paid out to rectify the situation, lost order- for the
company aml time wasted. Salary levels were recorded in order to derive
financial costs of wasted tulle,

Measuring II1( re,Im in skills: before the training event, individuals were
assessed IA line managers on a scale of zero (low) to ten, where it was
agreed that a rating of six indicates acceptable, satisfactory performance.
Assessment is made post and pre-testing.

.Xreas where indixiduak had progressed from below six to six or above
meant that tasks which ss ere being done less than satisfactorily before
were now (wing satisfactorily, and that costs previously incurred are now
saved.

By using this method and comparing it with the costs of the training
within a large UK organisation, it was estimated that training had raised
performance to a level which represents a theoretical financial
contribution to the organisation of £71 million, whilst the costs of that
(raining amounted to £7 million.

'taken tioni N1,inaj..iement !raining: Cost or Investment? Coaley (1994).

whilst the costs are immediate and apparent, the advantages
may take some time to be realised.

I lowever, inevitably interest will form around putting a

monetary value on the results of training. An exercise has
recently put forward a way for this to be done, which is
explained in the text box above.

10.4. Presenting the results

To be ultimately useful, the results of the evaluation exercise
need to be ted back to those involved in either policy making or
developing the training programmes: without these feedback
loops the 'cycle' is not complete. It is quite possible that the
results of your work will not he appreciated and that elements
within the organisation may resist changes. Simple awareness of
this will always help, but further things to be considered are:

Present appropriate information to appropriate users. As
noted above, there are different interest groups who will
want different things from the evaluation. Make sure that the
right groups are given the right information.

Present usetu I mpa. ;sons, providing examples of good and
bad training outcomes, t,)gether with some indicators of what
produces gyod and had wtcomes.

lntitute tot I mplovnient Studies
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10.5 Summary

Using evaluation data

Reporting on ,1 ast ot a major training programme associated with
one of the biggiist non mihtarv computerisation project,. in Europe for the
Department ot soc a Security. Lasterby and Mackness examined what had
happened to the e,alciation data and how it had been used. It was found
that there were difterent groups who examined the data for different things,
such that:

regional managers received the reports first, skimmed down them,
checked how their regions were doing against others and passed the
reports down the line. On the few occasions that the evaluation reports
initiated change, this was sparked off not by the evaluation reports, but
bv comments limn tutors and participants.

tramers had IniHted interest in the statistics (although some were
interested in lio%% Ow% ( mmared against other regions). Significant
chan)2,es to theii operations Were picked up front questionnaires
(ompleted at the end ot the training events.

the design tram had little time for the reports or the ratings front the
questnmnaires. I or theni, the most useful information came from the
folkm-up inteRiews and the tutor reports.

-Taken from Easterby-Smith and Mackness, 1992.

Conlmunicate the findings in a non-technical language. The
process oi measuring the effectiveness of training may be a
technical process, reporting the findings need not be so.

Present the findings at an appropriate time, usually when
decisions about the training programmes are being made,
rather than a long time before or afterwards.

lie honest about the' limitations of the evaluation exercise.
Arguing a case on dubious data damages credibilit- of all
who have taken part.

'De point of appropriate information for appropriate users is
one highlighted by Fasterbv-Smith and Mackness, shmn in the
box above.

Inevitably, some focus will be placed on the financial aspects of
the evaluation procedure: has the training been worthwhile,
does it show a return to the company? There are no hard and
tast rules about a Nvav to do this. In this sense, evaluation is as
much as art as a science. 1 lowever, the' same could be said about
accountancy: it was not for nothing the term 'creative
accountancy' vos coined.

Different emph)vers include different elements when they total
the costs of training. ( )ne approach is as valid as another, hut
%vhichever items are included, it must be made clear what is in
(and what is not) amf a reason behind these decisions.

Measuring the I her hveness ot raining



An estimation of benefits can only be made if an estimate of the
shortfall has been made at the identification of need stage. If this
is the case, then repeating the estimation process should give an
indication of the value of the investment.

Finally, consideration must be given to the way in which the
results of the evaluation are fed back. As we have seen in earlier
chapters, there exists different kinds of information available:
there are also different stakeholders, operating within their own
time frames.

5t) I I nqituto tnr I mployment St miles
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11. Conclusions and Summary

The training evaluation literature incorporates a wide variety of
approaches, which range from highly theoretical models to
practical manuals and texts. While the adoption of a well
thought out model can avoid money being wasted in training, it
is clear that time, resources and money for evaluation are
limited. In addition, t is clear that there remain a good many
obstacles facing an evaluation of training. The Industrial Society
notes that over a half of organisations mention that the difficulty
lies in establishing measurable results,. which indicates a lack of
knowledge (if the appropriate techniques. I Ia If mention a lack of
time, with a third noting a lack of line manager support.

In practice, therefore, evaluation techniques need to be clearly
thought out but also manageable in their levels of complexity
and sophistication. The gap between theory and practice needs
to be narrowed and this review has attempted to highlight some
basic issues in the debate.

For those involved in the practice of delivering training and
interested in evaluating the outcomes of their activities, the
pertinent point k more than likely to be 'where do I start?'. The
answer to this is that they must start at the most obvious place:
at the beginning, which, in this case, is the identification of
training needs. This has to be the starting point, for without it
the rest of the stages of the training cycle are based On poor
foundations. It must be ensured, however, that it does not also
become the tinal stage. A training department, which promises
to deliver an indicator of value for money of its activities and
only gets as tar as identifying needs (which undoubtedly will be
seen as a ploy tit attract more resource and investment) will not
enhance its reputation throughout the o! ganisation.

It is likely that the training manager will not be able to evaluate
all the training that takes place within the organisation
according to the systems described in this report. There is a need
tor prioritisation: which happens most frequently, which is most
costly, but perhaps most importantly, which training and
development k nukt important for the organisation.
Determining priorities will allow some evaluation to take place
whikt other will stay undone. I lowever, it will provide the
training manager with the most important ot tools, clarity. It will
allow the tranting manager to be clear about why they are doing
things and not (Ithcn,.
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