GCSE Business
Theme 2.5.3 – Effective training and development
Booster Booklet
Specification

	Subject content
	What students need to learn:

	2.5.3   Effective training and development

How businesses train and develop employees:
· different ways of training and developing employees: formal and informal training, self-learning, ongoing training for all employees, use of target setting and performance reviews.

Why businesses train and develop employees:
· the link between training, motivation and retention
· retraining to use new technology

	This is the third booklet in Topic 2.5 – ‘Making human resource decisions’. This booklet examines the key aspects of training and the professional development of employees. It builds on content from 2.5.1. and 2.5.2.

Students will learn about different types and methods of training – such as formal, informal, self-learning and ongoing training. They will recognise the important role that training plays within a business. Where employees have high quality training, they are better able to do their job. A more skilled and trained workforce means the business is able to increase its productivity. This is a measure of the output per worker per period of time. 

Students need to understand the link between training and technology. Technology can help in the training of staff, for example, through the use of online courses and webinars. However, as technology advances, so staff may need to be retrained more frequently to ensure their skills with the new technology are up to date.








Key terms in this topic:

· Formal training – structured training, such as taking a specific course or gaining a qualification. 
· Informal training – less structured training which involves learning ‘on the job’ and often delivered by colleagues.
· Motivation – reasons for behaving in a particular way. In business, motivation usually refers to the reasons an employee has for working hard.
· Ongoing training – a type of training that employees continue to do throughout their time in the role.
· Performance review – discussions between and employee and their line manager to consider their performance against set targets
· Retention – the ability of a business to retain – to keep – its staff and avoid them moving to other businesses.
· Retraining – learning new skills to be able to do a different job.
· Self-learning – where a person/employee teaches themselves without being supervised by a teacher or tutor.
· Training – the learning of knowledge and skills by an employee to enable them to do their job effectively.


















Key terms – examples

In the space below, write examples to illustrate the key terms:

	Key term
	Examples

	Formal training

	

	Informal training

	

	Motivation

	

	Ongoing training

	

	Performance review

	

	Retention

	

	Retraining

	

	Self-learning

	

	Training

	



Summary of the topic

Students will need to explore how businesses train and develop employees. The difference between formal training, such as paid-for specialist courses; informal training, such as learning by observing a colleague; and self-learning, such as acquiring knowledge through trial and error while working on-the-job will be considered. Students will explore the advantages and disadvantages of these different types of training and recognise the importance of target setting and reviews to measure the performance of the workforce. 

The appraisal process can identify new training needs (such as the ability to use new technology) and in turn identify methods of motivating individuals and/or retaining them within the business.

Businesses might want to train and develop their employees as this can lead to improved quality and customer service, improved productivity and motivation as well as the obvious need to allow employees to be able to do a particular task, such as operate a new machine or computer system.

Synoptic links to this topic

This topic links with the following areas of the specification:

· 1.5.3 Legislation and business
· 2.3.1 Business operations
· 2.5.1 Organisational structures
· 2.5.3 Effective training and development
· 2.5.4 Motivation

Training employees is an important process for a business. Where staff are trained they are more likely to do their job well. This may lead to higher productivity, which ultimately leads to increased profitability for a business. This topic contains a large amount of new content that is specific to the topic. However, there are links to other areas, such as 1.5.3 which considers the principles of employment law.






















Case study: Christie Intruder Alarms

Read the case study before consider the points below.
[image: ]
Christie Intruder Alarms (CIA) is a family-run security business based in Hampshire, UK. The business designs, installs and maintains security systems, such as:

· Burglar alarms
· CCTV
· Fire alarms

CIA employs more than 200 workers at its main office and production site. It has employees that work in production, sales, marketing, finance, etc. The business has lots of employees and lots of different roles, such as senior managers, team leaders, operational and support staff.

The business is committed training and developing its staff. It uses a range of types of training, from formal to informal, as well as ongoing training and retraining. For example, new staff have a rigorous induction process which involves informal training and learning about the business. 85% of its senior management team started their career at CIA in more junior roles. They have progressed through the business due to the training and development they have received and the opportunities to study for professional qualifications. In addition to formal training, the business encourages employees to meet and talk together at breaks and at lunchtime in its dining and ‘break out’ areas. CIA believes that this is an important aspect of informal training. Some CIA employees have been retrained in different roles. For example, a sales representative has been trained as a marketing manager.

Source: Adapted from Edexcel GCSE Business textbook, p274







How this case study illustrates/exemplifies the specification content:

	The case study illustrates ‘Effective training and development’ in a number of ways:
· As a large employer, CIA has a responsibility to train and develop its staff.
· CIA provides a range of different types of training which includes formal, informal and ongoing.
· The business uses training and development as a way of retaining its best staff (‘retention’). 85% of senior managers have worked their way through the business by gaining promotions.
· New staff are introduced to the business through a programme of induction training.
· Some employees are able to take professional qualifications. This is an example of formal training.
· Informal training is used by employees being encouraged to meet and talk together.



Check your knowledge:

1. Give 3 examples of formal training.
2. Explain one benefit to a business of improving the retention of employees.
3. Why is it important for a business to carry our performance reviews of its employees?

Check your knowledge: recall question (previous unit):

1. What are the differences between a job description and person specification? 
2. Explain one benefit to a business of using external recruitment.
3. Give 5 pieces of information about a candidate that you would expect to find in an application form. 
4. What is meant by the term ‘essential requirements’?










Activity - now try this…

From the examples of training listed in the table, identify whether each is an example of formal or informal training. Some may fall into both categories.

	Type of training
	Formal training (✓/X)
	Informal training (✓/X)

	
Conferences

	
	

	
Reading newspaper articles

	
	

	
Observing colleagues

	
	

	
Online training

	
	

	
Gaining qualifications at college

	
	

	
Talking to colleagues

	
	

	
Professional exams or tests

	
	

	Talking to employees of other business

	
	

	
Professional webinars

	
	



Common misconceptions

1. Formal training is not necessarily more important than informal training. A new member of staff may have induction training – informal – with an experienced member of staff. This will be vitally important for the new staff member to understand what they are required to do. It is not formal training – but it is crucial.

What have you remembered so far?

	Question
	True
	False

	Formal training always involves an employee gaining a professional qualification
	
	

	The best way for a business to ensure staff retention is high is to increases rates of pay as this is what staff are most interested in.
	
	

	Self-learning is where an employee teaches themselves without being supervised by a teacher or tutor.
	
	



Exam Questions

1. Multiple choice:

Which one of the following is not a form or training? (1 mark)

Select one answer

A	Formal
B	Informal
C	Ongoing
D	Retention

2. Explain one benefit to a business of using ongoing training with employees. (3 marks)

3. Discuss the disadvantage for a business of using formal training with employees. (6 marks)

4. Outline one benefit to CIA of providing induction training for new employees. (2 marks)

5. Analyse the impact on CIA of retaining staff through training and promotion. (6 marks)
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