[image: image1.jpg]LEARNING
AND SKILLS
IMPROVEMENT
SERVICE



[image: image2.jpg]


[image: image3.jpg]


[image: image4.jpg]


Level 1 Reading
Module: Employee training and
              development
Module Aims

Main aim
We are learning to read company information on training and development. 
Other learning aims
We are: learning to identify the features of persuasive text; learning to read for detail from training prospectus; learning to obtain information from a diagram.

Module: Employee training and development

Aim: To practice reading for detail to identify how the writer uses language to make employees feel valued and supported.
Super Clean gives all new employees an employee information pack. In his pack Obi finds a booklet which tells him about the courses he can do at Super Clean. A book or booklet with information about training and education courses is called a prospectus. 

Read the introduction to the prospectus. What does it tell you about the company’s plans for the employees?
	Super Clean Training Division

Super Clean is one of the largest cleaning companies in the UK, with over 15,000 staff. We owe much of our success to our Super Clean Training Division (Super Clean TD) and its excellent team of trainers and specialist practitioners who provide a diverse range of cleaning and support services related training throughout the UK.

A programme created for you

Together we have developed a flexible delivery model to ensure that we are able to deliver training at a time and a place to suit everyone.

While our primary training focus is on areas relating specifically to the cleaning sector, we also put a great deal of emphasis on health and safety topics. Many of these are easily transferable to other sectors. This training will give you the essential knowledge and understanding that you will find beneficial in your role. It will also help you get ahead in the cleaning industry.

Your pathway to learning

Through Super Clean we have created a clear ‘pathway’ for learning and development that will assist you to fulfil your career goals.


	Induction

By following this pathway we will ensure that you are effectively inducted into the company, its culture and the role for which you have been employed. Induction is an important stage in everyone’s introduction to Super Clean and it is something we take very seriously. We make sure employees complete induction training within one month of joining the company.

Foundation

Immediately following the induction, we have designed a number of modules that are packaged as Foundation training. This is developed from your induction to ‘fill the gaps’ in your development to ensure that you are equipped with all the skills, knowledge and experience to perform effectively in your role. Foundation training must be completed within six months of joining the company.

Appraisal

Toward the end of the foundation period we will ensure that you will have an initial appraisal. Our appraisal focuses on development needs to perform in the job and your personal objectives for the forthcoming year. During this stage in the pathway we will address your continuing needs. 

Developmental stage

The Developmental stage focuses on your future. It has been developed to be flexible and no two pathways will be the same. We want to make sure that you are fully equipped to do the job we need you to do. We also make sure that you have opportunities to progress in the company in the directions that are best for you. Your success is our success.

Throughout this prospectus you will find a variety of courses designed specifically for you. Please take time to read it. If you need further information please speak to your line manager or a member of the HR, Training or H&S team who be only too pleased to assist you.



Task 1  

The writer uses different adverbs and adjectives to show the positive features of the training programme. Can you find five adverbs and five adjectives that do this?  Underline them or write them in the box. 
The first one is an example.
Remind yourself:

Adjectives describe  ________________ .  

Adverbs describe __________________.  Adverbs usually end in ________.
	Adjectives
	Adverbs

	1. excellent
	1. 

	2. 
	2. 

	3. 
	3. 

	4. 
	4. 

	5. 
	5. 


Task 2


Answer these questions about the text. Put a (in the Yes box if you agree or in the No box if you don’t. The first one is an example.

	
	Yes
	No

	The company wants its employees to feel valued.
	(
	

	The company only provides training because it has to.
	
	

	All employees have to do the same training.
	
	

	Initial appraisal helps you and the company decide what other training you may need or want to do. 
	
	

	Induction lasts for six months.
	
	

	If you want a better job you have to move to another company.
	
	

	Your training will help you find a better job in Super Clean or elsewhere.
	
	

	The practitioners in the training team are experienced workers who both train and work alongside you.
	
	

	Each employee has a different training programme.
	
	


Super Clean training pathway model


Aim: We are learning about staff development opportunities.
	Ongoing
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	Future
	Personal
	Management

	
	
	
	
	business
	developmental
	development

	
	
	
	
	needs
	needs
	

	
	
	
	
	
	
	

	
	
	
	
	                    DEVELOPMENTAL

	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Initial appraisal
 completed before 6 months

	Six months
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	Recruitment
	Motivation
	IT skills
	Vehicles

	
	
	
	
	
	
	

	
	
	
	Financial awareness
	Management responsible for H&S

	
	
	
	
	

	
	
	
	Mentor
	Payroll

	
	
	
	
	

	
	
	
	Communication                         Leadership                  Payroll

	
	
	
	

	
	
	
	FOUNDATION

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	One month
	
	
	
	
	

	
	
	
	History                                    l        H & S              l           HR

	
	
	
	Procedures
	Systems

	
	
	
	
	

	
	
	
	Marketing
	Finance

	
	
	
	
	

	
	
	
	Personal needs

	
	
	
	INDUCTION

	
	
	
	

	
	
	
	
	
	



Super Clean uses this model to show employees the path they can take to reach management level if they have the ability to do so.

Task 3  

Answer these questions about the learning pathway. Underline the right answer.  
The first one is an example.
	1
	What do the initials H & S stand for?
	Home and Security
Health and Safety
Happy and Successful


	2
	What do the initials HR stand for?
	Harassment Rights
Health Requirements
Human Resources


	3
	What do the initials IT stand for?
	Initial Training
Information Technology
Intensive Training
Infection Treatment 


	4
	You learn about the history of the company during the:
	Induction

Foundation

Development stage


	5
	During the
	Induction

Foundation

Developmental stage
	stage you can do business skills training.



	6
	You can develop your IT skills during the:
	induction stage 

Foundation stage.
Developmental stage


How did you get on? 

Module: Employment training and development answers

Task 1: answers

Here are some of the positive adjectives. Did you find them all?
Adjectives describe  nouns.  Adverbs describe verbs. Adverbs usually end in -ly.
	Adjectives
	Adverbs

	excellent
	specifically

	specialist
	easily

	diverse
	ahead

	flexible
	seriously

	essential
	effectively

	personal
	fully

	developmental
	immediately


Task 2: answers
	
	Yes
	No

	The company wants its employees to feel valued.
	(
	

	The company only provides training because it has to.
	
	(

	All employees have to do the same training.
	
	(

	Initial appraisal helps you and the company decide what other training you may need or want to do. 
	(
	

	Induction lasts for six months.
	
	(

	If you want a better job you have to move to another company.
	
	(

	Your training will help you find a better job in Super Clean or elsewhere.
	(
	

	The practitioners in the training team are experienced workers who both train and work alongside you.
	(
	

	Each employee has a different training programme.
	(
	


Task 3: answers
	1
	What do the initials H & S stand for?
	Home and Security
Health and Safety
Happy and Successful


	2
	What do the initials HR stand for?
	Harassment Rights
Health Requirements
Human Resources


	3
	What do the initials IT stand for?
	Initial Training
Information Technology

Intensive Training
Infection Treatment 


	4
	You learn about the history of the company during the:
	Induction

Foundation

Development stage


	5
	During the
	Induction

Foundation

Developmental stage
	stage you can do business skills training.



	6
	You can develop your IT skills during the:
	induction stage 

Foundation stage.

Developmental stage












IT or ICT refers to computers. 
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Human Resources staff are responsible for looking after staff. If you have any questions about holidays, parental or sick leave, or training, HR staff will help you. 

























































































Joining the Super Clean


learning pathway
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