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OBJECTIVEE 1 :

* To ensure that training needs are identified, and systematically addressed.
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* To ensure that the budget is sufficient to achieve all planned training.
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* To set training goals for the forthcoming year.
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* To provide a base document to follow-up on those goals.
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* To provide a mechanism for ensuring the effectiveness of training.

AT BRI ORI 0 -

APPLICATIONRV A :

1. Preparation of Annual Training Plans should commence in September / October each year.
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2. The following factors should be taken into consideration.
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(i) Impact an effectiveness of current training programmes.
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(i) Training and Development needs resulting from the property’s plans and goals programme.
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(iii)  Training and Development needs arising from the Performance Evaluation process.
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(iv)  Training and Development needs resulting from the Training Needs Analysis.
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An Annual Training Plan should normally consist of four sections:
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(v)  Management Development & Bl % &2
(vi)  Supervisory Development B 5% &
(vii)  Junior employee Development 2 5 T &
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(vii) General —e.g.  Orientation;  Fire  Safety;  Languages  etc.  jpaf{R-fFl4n.
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In order to simplify follow-up and implementation, the Annual Training Plan should be broken down
into 12 monthly plans.
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All Training Plans should be include a measuring tool to ensure that the effectiveness of training is
evaluated (if the training is not effective-i.e. does not result in improved performance —we should
not waste our time and money on it.)
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Some of Measuring Tools are:—&&{fj &) T. 5.
- Guest Questionnaire results T2 &= L JE & 45 5
- Management Development Reviews & B % f& o] i
- Productivity Statistics A =451+
- Labor Turnover etc. 25l 2

STATEMENT OF POLICY
BORFH

An Annual Training Plan is an outline of the property’s training activities for the forthcoming
calendar year.
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