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On the Job Training
[bookmark: _GoBack]When businesses have difficulty recruiting employees, on-the-job training becomes a solution for a number of small businesses. (68% of businesses that have twenty (20) to fifty (50) employees can access on-the-job training)[footnoteRef:1]. [1: .	Canadian Federation of Independent Business] 

This is also an excellent method of recognition. The employer sends a message to employees that he or she has confidence in their skills and learning ability.
Some advantages of on-the-job training:
1. It is easier to organize (work) and/or offer a promotion when employees are versatile.
2. Employees more readily accept to be “mentors” (See Tool # 34 on mentoring.) to a new employee when the culture of the business encourages learning for everyone.
3. Helping employees develop and take on new responsibilities gives the business owner the opportunity to increase delegation and dedicate more time to other areas of management.
Suggestions
Take advantage of the annual performance appraisal meeting (See the tools provided in this section) to discuss with each employee training needs and the possibility of advancement in the business.
Use various learning methods, depending on availability and individual needs. For example:
The assistance of a “mentor.”
Training associated with a new position or new responsibilities.
A resource centre on the worksite.
Discussion groups on various subjects related to trades/tasks/techniques.
Sharing of knowledge by an employee, with co-workers, upon return from training.
Computerized training available on the internal network, the Web or on CD.
Formal courses from a recognized institution.
Etc.


DIAGRAM: Steps in developing skills and expertise
	1. One–on–one performance appraisal meeting and choice of objectives for employee development






	2. Evaluate essential skills* (optional)






	3. Choose methods of learning and appropriate support






	4. Achieve training objectives







	4.1 Support
	
	4.2 Encourage
	
	4.3 Recognize progress





· Go to the following Website to learn more about essential skills:
http://www.hrsdc.gc.ca/eng/workplaceskills/LES/index.shtml
This Canadian government site offers many tools to develop your employees skills:
Document use
Numeracy (use of numbers)
Writing
Working with others
Thinking/brainstorming
Computer use
Continuous learning
Reading
Oral communication
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