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 عشم السابع الفصل

Training:

@uality & Eualuatiom

How to CONDUCT TRAINING for the Employees in an
ORGANIZATION:

Training of workers in an enterprise is essential in laying a strong

foundation for the development of the enterprise, which cannot be built

without the help of technically skilled workers. The need of training is a

universal one. Each and every worker should be given training according to

their nature of job; training differs from person to persons. Training means

to Impart information or skill through drill. lt is nothing but applications of

knowledge with specific views and brings awareness among the people of

what produces to follow for that job in the enterprise.

Due to the technoogy improvements in the field of business training plays a

significant role for the development of the enterprise so both the newly

() Source: Dyaa Helmy (2008).
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recruited persons and already present workers should be trained

accordingly in order to complete in the modern business field. Need for

training arises to several factors.

Less number of trained personnel:

lt is impossible to find trained and technically skilled professionals for all the

Vacancies in the concern. This force the managements to recruit persons

who have little knowledge or no knowledge about the profile of the current

job. So it is necessary for the enterprise to choose quality persons and give

them training for that particular position.

Suitability of enterprise needs:

Even when a worker is assigned to a new job he or she has to be given

training which would be helpful for him to adapt to new working

environments. The worker would feel comfortable in the new job to which

he was assigned. Therefore he can utilize his thoughts in a right way and

can complete his work within the time limit.

New technology developments:

Due to rapid groth in new technologies it is necessary for the personnel to

know these new improvements in business fields. ln the absence of proper

training facilities in latest methods the workers of that enterprise will face

stiff challenges from other competitors in the business field and high

pressures from higher-level authorities within the enterprise.
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Training is also referred as aid to employee development. The purpose of

training is to ensure that the workers are properly taught the new methods

of doing the jos assigned to them .The scope training depends upon what

types of employees are trained. What factors that decide for the progress

of employee in the enterprise, his/ her high degree intelligence in his work it

can be measured on his performances in Schools College or university.

Secondly helshe should have capability to learn new technology and apply

what he has learnt during his training period. Through training the em­

ployee should be enabled to gain mastery in their applications and

efficiency. The third factor is he/ she should be given a chance to practice

his abilities and skills so that his skills can be utilized to the full extent

possible.

Characteristics of a good training programme for workers in

an enterprise are:

1- A sound training programme should focus on individual differences

among the capability of the workers. lt should take into account that

personnel's who get trained in the enterprise would differ in ability,

learning capacity, interests and other characteristics.

2- The nature of training programme should depend on the requirements

of the job for what it is intended. For this, a clear analysis report of the

job should be prepared before giving training.
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3- For effective motivation of the trainees suitable incentives should be

given, so they take up the programme seriously and it may prove worth

for the enterprise.

4- A١١ the higher officials in the concern should take active part during the

training programme, so they can guide the trainees about what is

expected from them to the enterprise. For this all the essential things

they have to do which would be helpful for them for their development

in the concemn.

5- lna good training programme trainers should be given training. They

should undergo a special training, which would be helpful in transferring

the required knowledge to the trainees. Moreover both the theory

knowledge and practical knowledge of the job should go in hand in hand.

Types of Training followed in business enterprise are:

lnduction training:

lt is an act of introducing new employee to the business enterprise. The

main objective of this type of training is to introduce or tell about the

company's policy and its objectives. Explanation of personnel policy, it may

include the regulations and conditions of the employment. ln some

enterprises new employees are given informal orientation programme. Un­

der this programme the employee is put under a senior official who briefs

him about the company details and his working the enterprise.

252



Training: Cuality & Evaluation

On the.job training:

lt is more efficient technique to train new employees. This is because only

on the-job training he can experience the difficulties and challenges in his

work. This technique is very simple and economical. The employee will be

placed under a co-worker who will teach about his work and skills needed

for the work.

Craft training:

Training for craftsmanship not only deals with a single aspect but for

various aspects of the job that can be assigned to a competent worker. This

is one of the oldest techniques. lt is also known as apprenticeship training.

The period of apprenticeship may be different from job tojob.

Retraining:

The worker might have got initial training but during the course of time he

might got outdated. This is due to rapid changes in scientific and technologic

changes have made most workers absolute. Employees at all levels are

facing these Kinds of problems. The main objective is to bring up-to-date

with relevant knowledge required for that particular job. To fulfill the

demands of the new customers.

Vestibule training:

This technique is basically used to train large number of persons in a short

duration. This type of needs arise due to the rapid expansion of employment
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in many firms. lt does not interfere with the regular production in the course

of the training being imparted.

The business enterprise does view training as an integral part of the

concern for its effective and smooth functioning of the enterprise. Benefits

of the good training programme can be achieved are:

.Provide comfortable environment and job satisfaction for the workersه 

,Minimize the number accidents such as damaging the machineryه 

equipments etc.

Continued training would make the employee more valuable for theه 

enterprise.

Economical use of resources and cutting down the money spent on theه 

resOurces.

.Shortage of skilled labour can be overcomeه 

Exposure to new technoogies in the business fields.

.lncreased capability of the employees to new work assigned to themه 

Trained workers will have sharper knowledge of their work and greatه 

capacity for diagnosis and analysis of day-to-day problems.

A trained worker needs little time and effort to familiarize himself withه 

the new job.

Training plays vital role for the development of the enterprise. Training is

looked upon either as a piece decorations or as a fire fighting equipment to

be used only in the case dire need. lt brings out new talents who are
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capable of having good basic knowledge of the enterprise and its objectives.

Hence the enterprise would get profted from the employees as well as they

also get attractive benefts from the concern for their performance by

providing incentives, bonus, allowances and promotions. This would help to

bring the workers to a mutual understanding within them and with the

management hence the growth of the enterprise will a steady one.

· . 2Why do firms train workers?

TRAINING is an important process in most change initiatives because

employees need to learn new knowledge and skills. When a company

introduces a new sales database, for instance, representatives need to learn

how to adapt their previous behaviour pattemns to benefit from the new system.

When a new consumer product is sold in the market, the company must also

train the sales force about the features and the specifications of the product,

the target market, pricing and the promotional strategies to employ.

To answer the question. 'hy do firms train workers?', we will follow the

approach called 'Human Capital Theory' in which the simple answer is frms

train workers if they are doing to enhance the firm's profits. Training is

expensive; management must see to it that when they send people for

training they should have to evaluate the return on investment.

() Source: Orando W. Eduria (2005).
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The benefts from the training is obviously considered in the following

factors, the length of time the employee can be expected to work with the

fimm, the skills that the employees has before undergoing training, and the

extent to which the skills provided by the training complement other skills

the employee already may have.

ln some multi-national organizations, organisations hire people and train

them depending on the job and the position. Back in the Philippines, a few

banking institutions have training centres in the Human Resources Division

called 'Mock-up Branch' The 'Mock-up' branch was created in order to

facilitate the training of the newly hired tellers and bookkeepers. The

training runs for 30 days. with lectures and simulations of the actual

transactions in the bank.

There are also companies who might not be able to provide training

because

it's too expensive. Employees when l hired will just sit and observe what

other people are doing, in this case it is cheaper but the employee will not

be able to grasp the reevance of doing the task for the first time.

Many organizations are shifting their learning strategy away from the class­

room and toward a more experiential approach. Classrooms transfer explic­

it knowledge that has been documented, but most tacit knowledge and skill

are acquired through experience as well as observation.
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Organisations must create a Training Department and develop the Trainers

within the organisation, if not hire trainers that will fit the need, and enhance

the training department to upgrade in the new trends of good employee

development.

Examining The @uality Of Training:

Latest ASTD suReys sho that companies investing in training of their

employees higher amounts than average businesses show 86 % higher

rating of their stocks than companies investing in training amounts below

average and 45% higher rating than companies investing average amounts

in the specified market.

Systematic training of employees and self-training through workshops,

seminars or individual study is an everyday part of every progressive

company or individual. Effective use of the intellectual capital of the

company directly influences company profit.

At this point, please, ask yurself a few questions related to the training

conducted by lecturers using standard training tools:

?Do the training costs exceed your budget or capacitiesه 

?ls the training an integral part of the everyday life of your employeesه 

?Do your employees work full time during the trainingه 

?ls the training enough individual and attractive processه 
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Are you able to record effectively, save and pass all knowledge and

information representing intellectual capital of you company to all

employees?

Are all your employees there in the place where training courses takeه 

place?

?Can your employees share experiences sufficientlyه 

?ls the knowledge level of all course participants the sameه 

Do all students in the course study in the same pace and do all of themه 

like the presentations?

?Are all courses available right when the students need themه 

?Can students repeat the course at any timeه 

Do you know what percentage of the presentation have studentsه 

remembered and how their knowledge grows?

Are you able to identify poor courses or courses oriented differently from

what you expected?

Do you have accurate records about who attended what courss in theه 

past and what courses are they about to attend in the future?

• Do you have an objective overview of your training investment return?

lf your answer is YES to all questions, your training system is really perfect

and top quality and you do not need to change anything in your system and

further reading of these pages is just wasting of time. lf some of your
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answers are negative, you belong to a large group of those who think on

how to improve training methods of individual and company trainings. For

those of you there is e-learning here -a solution offering faster, better and

cheaper training.
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Training Course Evaluation Sheet

Please fill in the following details:

Training's Name:

lnstructor's Name:

Course Location /Class #:

Course Title:

Duration: form:

Project Name:

to:

.Please draw a circle to indicate your evaluationه 

ln case of evaluating an element with less than 75%, please state the reasonsه 
in the comment space.

The Course /Course Material:

Evaluation Points Ver
Excelemtl Good ا,لإ',ج / Average /Below average00

Course obiective achieved
by the traihing /100/95/90\851 80175170160/ 50/40\ 30١201  اأ0

Time allocated was
sufficient to achieve2 ا /100/ 95/ 90/ 85/ 80/75/70\60\ 50/40\ 30\20\ 0
objectives

Course material met theم 
/100\ 95/ 90\85/ 80175/70/60/\ 50/40130\20/ 0objectives

4 Quality of materialprovided0/30/20/60150/40/80175/70\/90/85/95/00ا 

Practical exercisesم 
consistency to the course /100\ 95/ 901 851 80175/70/60/ 50/401 301201  ا0

() Source: IBM Company.
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The lnstructor /Trainer

Evaluation Points Excellent
Very

Good Average Below average
Good

Objectives have been

clarified م at the beginning of
100 95 90 85 80 75 70 60 50 40 30 20 0the course by instructor

/trainer

Efficiency of Instructor

2 /trainer in explaining
100 95 90 85 80 75 70 60 50 40 30 20 0course's topics and

delivering information

lnstructor /trainer

3 adherence to scheduled
time plan for the course & 100 95 90 85 80 75 70 60 50 40 30 20 0

session time management

lnstructor /trainer
encouragement to trainees

4 for participation in 100 95 90 85 80 75 70 60 50 40 30 20 0
exercises & activities
during course
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The Training Location & Facilities

Ver
Excelemtl Good ا,لإ',ج / Average /Below average00Evaluation Points

100/ 95/90185\80/75/70\60150/40\ 30120/ 0

Cooperation level of
management and staff at /00/ 95/90/85/\ 80/75/70\ 60/50/40/ 30/20/ 1 ا0
the training location

The training rooms
2/ arrangement and

equipment suitability

100/ 95/90185\80/75/70\60150/40\ 30120/ 0

,General facllities (toiletsم 
break area and cafeteria) l100\ 95/ 90/85/ 80175/70/60/ 50/401 301201  ا0

Resonsiveness of trainin
0\o14o30Iaة٥ /s0/85/e0751 7٥I69 اs٨ اo""4 ""جا

ice provider to trainees\م ر 
requests

Overall Course Evaluation

Ver
Excelemtl Good ا,لإ',ج / Average /Below average00

100/ 95/90185\80/75/70\60150/40\ 30120/ 0

Evaluation Points

lncusive assessment toم م 
the whole training period

Your opinion, comments and suggestions are important to help us to improveه 
our serWices, please write below any comments you may have.
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 اجع واط الصادر

 الصادر. أولاء الل]

 العربية. الراجع ثانياء لا

 الأجنبية. الراجع ثالثا، الكا

 الإنترنت. مواقع بعض رابعا، اللط





 واطماجع اطصادر

 الصادر: أوذ.

 الكريم القرآن-1

 الشريفة. النبوية الأحاديث-2

 العربية: الراجع ثانيا:

 العربية المنظمة الأردن: )عان، التدريبية الحقائب دليل محمود: إبراهيم-1
(.1988 الإدارية، للعلوم

(.1978 العربية، النهضة دار )القاهرة، التدريب أسس باشات: إبراهيم أمد2

 )الرياض: التدريب في حديثة اتجاهات الخطيب: ورداح الخطيب أجد3
(.1986 التجارية، الفرزدق مطابع

 المستقبل دار الأردن: )عان، التدريبية الحقيبة الخطيب: ورداح الخطيب أمد4
(.1997 والتوزيع، للنشر

.(2004 المؤلف، )القاهرة: البشرية الموارد إدارة مصطفى: سيد أمد5

(.2005 المؤلف، )القاهرة: التنظيمي السلوك إدارة مصطفى: سيد أمد6

 الخطة لإعداد العلمية الأسس والمشروعات: للإدارة العرب الاستشاريون-7
.1986 القاهرة، الخبرة، دليل كتيبات سلسلة السنوية، التدريبية
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 والمراجع المصادر

(.2001 ايتراك، )القاهرة: التدريبية الاحتياجات تحديد عليوة: السيد8

 ناصف، عى ترجمة الغد، عالم في المتغيرات المستقبل، صدمة توفلر: ألفين9

(.1990 ،2 ط مصر، نهضة )القاهرة:

 )بيروت: عرب- إنجليزي العصري إلياس قاموس إلياس: أنطوان إلياس-10
(.1980 الجيل، دار

 بنت مراجعة القحطاني، هادي بن سعد ترجمة المتميز، المدرب باورز: بوب-11

(.2004 العامة، الإدارة معهد )الرياض: الصبان عبدالله

 عبدالتعال أحمد سيد محمد ترجمة البشرية، الموارد إدارة ديسلر: جاري-12

(.2003 للنشر: المريخ دار )الرياض:

 القاهرة: الإدارة، مجلة المدنية، المهام في والتدريب الإدارية القيادة العبد: جعفر-13
(.1969 يناير

 دليل كتيبات سلسلة المعاصر، الزمن في التدريب مشاكل العبد: جعفر-14

.1986 بالقاهرة، والمشروعات للإدارة العرب الاستشاريون الخبرة،

 كبتي، إساعيل عبدالإله ترجمة والتطوير، التدريب قدرات بروكس: جل15

 الإدارة معهد )الرياض: العبداللطيف صالح بن عبداللطيف مراجعة
(.2001 العامة،

 ،1997 أعوام متنوعة، أعداد والتنمية، التدريب مجلة والتنمية: التدريب جمعية16
.2006 ،2005 ،2004 ،2003 ،2002

 رفاعي ترجمة المنظات، في السلوك إدارة بارون: وروبرت جرينرج جيرالد17

(.2004 للنشر، المريخ دار: )الرياض بسيوني عل وإسماعيل رفاعي، محمد
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 الشروق دار الأردن: )عان، وفعاليته مفهومه التدريب، الطعاني: أمد حسن-18

(.2002 والتوزيع، للنشر

(.2007 المسيرة، دار الأردن: )عان، المعاصر الإداري التدريب الطعاني: أمد حسن19

 المعلومات تكنولوجيا التدريبي البرنامج خشبة: السعيد ومحمد شرارة حسين20
(.2004 الأوسط، للشرق الاستشارية المجموعة )القاهرة:

 العربية المنظمة )عان: والمهارات الصفات الإداري، المدرب الشيبي: ميد-21

(.1985 الإدارية، للعلوم

 والتنمية، التدريب مجلة التدريبية، الأساليب لاختيار العلمية المبادئ بميك: خبراء22

.1997 -ديسمبر -نوفمبر أكتوبر الجيزة: ،4 العدد والتنمية، التدريب جمعية

 )القاهرة: التدريبية الاحتياجات وتحديد التدريب تخطيط بميك: خبراء-23

(.2004 للإدارة، المهنية الخبرات مركز

 المهنية الخبرات مركز )القاهرة: التدريبية العملية تقييم بميك: خبراء24

(.2004 للإدارة،

 التدريب من العائد وتقييم تحليل استراتيجيات التدريبي البرنامج الله: عطا خضر-25

 والتطوير، للتدريب العاللي والمركز ظبي، أبو لشرطة العامة القيادة )العين:
.(2005

 الشركة خلاصات، سلسلة الأداء، كفاءة لرفع الموظفين تدريب أسبورن: ديفيد-26
.1998 يوليو القاهرة: ،14 العدد ،6 السنة اشعاع»، العربي للإعلام العربية

 )الإسكندرية: الاجتاعية المؤسسات وتنمية إدارة عبداللطيف: أحمد رشاد27
(.2005 الجامعية، المكتبة
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 خلاصات، المراس، صعبي الناس مع التعامل كيرشنر: وريك برنكان ريك-28

 القاهرة: ،19 العدد الثالثة، السنة )شعاع(، العلمي للإعلام العربية الشركة

.1995 أكتوبر

 سنه دعن بها، «درة «ءى قيم يي ي
 م

 )القاهرة: التدريب موازنات إعداد التدريبي البرنامج السباعي: سامح30
.(2006 ،Team

(.2001 لبنان، مكتبة )بيروت: الاجتاعات إدارة المثل: الإدارة سلسلة31

(.2001 لبنان، مكتبة )بيروت: المثل التوجيه أساليب المثل: الإدارة سلسلة-32

 مكتبة )بيروت: السامعين عل والتأثير العرض مهارات المثل: الإدارة سلسلة-33
(.2001 لبنان،

 )أبو التدريب من العائد تقييم التدريبي البرنامج الجرسي: فهيم سمير34
(.2007 الإمارات، جيتراك ظبي:

 والعشرين الحادي للقرن العلمية والأسس الأصول الإدارة، الهواري: سيد-35
(.2000 ،12 ط شمس، عين مكتبة )القاهرة:

 النيل مجموعة )القاهرة: المتكاملة التسويقية الاتصالات سالم: السيد شياء-36

(.2006 العربية،

 الشروق، دار )فلسطين: الإنساني والاتصال العامة العلاقات أصبع: أبو -صالح37
.(1998

 محمد وعجلان القحطاني عايض بن ومشيب المعيوف معاذ بن صلاح ،38
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 العامة، الإدارة معهد رسالة التدريب»، في الحديثة «التوجهات الشهري:
.2007 مايو الرياض: ،68 العدد العامة، الإدارة معهد

 التربية الراوي: خلفان ومحمد النابه عبدالله وتجاه مصطفى عبدالححميد صلاح-39
(.1993 الفلاح، مكتبة )العين: المتحدة العربية الإمارات دولة في والتعليم

 العملية مراحل التدريبي البرنامج الساعدي: كاظم صالح عبدالحسين40
 للتدريب المعرفة ومركز ظبي أبو لشرطة العامة القيادة )العين: التدريبية

(.2005 والتطوير،

 مركز )القاهرة: العلمية والمبادئ الأصول التدريب توفيق: الرحمن عبد41
(.1997 للإدارة، المهنية الخبرات

 للإدارة، المهنية الخبرات مركز )القاهرة: الإطار لكسر أفكار توفيق: من الر عبد42
.(2002

 للإدارة، المهنية الخبرات مركز )القاهرة: بالمعرفة الإدارة توفيق: الرحمن عبد43
.(2004

 للإدارة، المهنية الخبرات مركز )القاهرة: الفتال التدريب توفيق: الرهن عبد44
.(2004

 للإدارة، المهنية الخبرات مركز )القاهرة: التدريبية العملية توفيق: الرهن عبد45
.(2004

 مركز )القاهرة: وعترفاً؟ فعالاً مدرباً تصبح كيف توفيق: الرحن عبد46

(.2004 للإدارة، المهنية الخبرات

 الفكر دار )القاهرة: المجتمع ومشكلات التربية عبود: أحمد سيد عبدالغني47
(.1980 العربي،
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 المعرفة، دار )بيروت: والطالبات للطلاب المفردات زبدة يوسف: عبداللطيف48
.(1998

 المركز )القاهرة: العاملة القوى وتنمية التدريب سياسات كلش: عصمت-49

(.1993 الإداري، للتطوير العربي

 عين مكتبة )القاهرة: العامة الإدارة في دراسات فتحي: وسامية الحبيبي عل50
(.1989 شمس،

(.1970 الإدارية، للعلوم العربية المنظمة )القاهرة: الإداري التدريب السلمي: عل-5 ا

 للتدريب، الأول العربي الملتقى العربي، العالم في التدريب إشكالية السلمي: عل52

.1995 إبريل القاهرة: للإدارة، العربية الجمعية

(.2006 الكتب، عالم )القاهرة: العامة العلاقات عجوة: عل53

 العامة، الإدارة معهد )الرياض: والتطوير التدريب عبدالوهاب: محمد عل54
.(1981

 التجارة، كلية )القاهرة: البشرية الموارد إدارة وآخرون: عبدالوهاب محمد عل55
(.2001 شمس، عين جامعة

 البشرية، الموارد في الحقيقي الاستثار- التدريب همدان: سالم بن عيضة56
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