Orientation Handbook

An effective human resource professional knows that managing employee performance is more than responding to problems,

conducting performance reviews, or hiring staff. Performance management begins with an orientation to the organization and the

job, and continues on a daily basis as employees are trained and coached.

A thoughtful new employee orientation program, coupled with an employee handbook (or website) that communicates workplace
policies, can reduce turnover and those reductions save your organization money. Whether your company has two employees or a

thousand employees, don’t leave employee retention to chance. Engage them from the moment they are hired; give them what

they need to feel welcome, and let them impress you with what they bring to your company. This training is just the start that you

need!

What Will Students Learn?

How important an orientation program is to an organization

The role of the human resource department in the orientation
program

How the commitment curve affects both new employees and their
managers

What companies can do to deliver their promise to new employees
The critical elements of effective employee training

The importance of having an employee handbook for new and long-
term employees
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What'’s Included?
v"Instruction by an expert facilitator
v Small, interactive classes

What Topics are Covered?
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Finding, hiring, and keeping good people

Building employee commitment and engagement

Fast-track orientation

Designing a successful orientation program
The commitment curve and obtaining buy-in
Employee training and adult learning
Working with external providers

Helping people make connections

Creating employee manuals

Specialized manual and course materials
certificate of completion

Pre-Registration Information

Yes! | would like to attend Orientation Handbook: Getting Employees Off
to a Good Start! Sign me up for the following session:
[J 310 Oak Avenue, NBS Building 3" floor Randburg.
[ Accreditation : SETA : 12255
Bankseta : Bank-Corne180502
= All Training are from 9:00 a.m. until 3:30 p.m.
= Cost: Per person. Kindly contact the call centre
=  Timeframe : 1-2 days
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www.cornerstonehr.co.za

Address: 310 Oak Avenue, NBS Building 3" Floor Randburg. Tel: 011 038 6367/ 011 038 6630
www.cornerstonehr.co.za Email: stephane@cornerstonehr.co.za

Banking Details

Account Name
Account Number
Bank

Branch Code

: Cornerstone Supreme
: 62653109283

: FNB

: 620
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