Human Resources
Professional

Certificate Series

Onboarding:
A Practical Approach

Participants will learn how to create an effective new employee orientation
and ongoing onboarding program. Employers who devote resources to
successfully onboard their new hires gain the advantage of more immediate
productivity, as well as greater motivation, commitment and retention of their
key talent. Participants will also learn the critical components of an effective
employee handbook, as well as best practices for on-the-job training.

Topics of Discussion

3. Employee Handbooks

Writing an Effective Handbook

e Key Policies to Include

e Common Pitfalls to Avoid

¢ Communicating with Team Members

1. New Employee Orientation
e Creating an Orientation Program

2. Onboarding
e Designing a Longer-term Onboarding
Program
¢ Increasing Retention
e Engaging Others to Onboard the New
Employee
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Registration Form for

Onboarding:
A Practical Approach
Wednesday, April 11, 2012
8:30 am—4:00 pm

Conducted at:
The Employers Association Conference Center

Mail, FAX or phone your reservation to:
The Employers Association 3020 West Arrowood Road, Charlotte, NC 28273

PHONE: 704-522-8011 FAX:704-522-8105

TODAY’S DATE: COMPANY:

CONTACT NAME:

NAME: NAME:

NAME: NAME:

ADDRESS:

PHONE: FAX:

Payment:
O $195.00 Member Discount Rate
O $225.00 Standard Rate
O Please Invoice My Company Purchase Order #
O Check Enclosed

(Please call if you want to use your credit card but do not feel comfortable completing this section)

O Credit Card (Please circle one) American Express MasterCard Visa
Account Number V- Code
(see front or back of card for three/or four
digit code)

Expiration Date

Signature

Address
(Needs to be the same as billed to)

Space is limited; therefore registrations are taken on a first-come basis. Cost includes all class
material. Substitutions of participants may be made at any time; however, cancellations within five full
business days of the program will be responsible for the $30.00 cancellation fee. No-shows will be
charged the full course price.




