A%

cCorP @

dn{er 6l E B 348y 53 TF B
RANZFREREE

R 5T Jeg IR 2 1B 1R 522022
18 April 2023, 9am - 5pm (/EJEPE)

COURSE OBJECTIVE

At the end of the program, participants are able to:
e Create a comprehensive employee handbook for your organization.
* Design a HR policies that complied with the labour laws.
* Help to reduce the risk of conflict and tribunal claims.
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COURSE INTRODUCTION

One of a company's most important communication tools is the employee handbook. But
creating or revising one can be an overwhelming job. It must be legally sound, up-to-date,
clearly written, and comprehensive. Clear and explicit terms and conditions of service, as well
as articulation of organization expectations, are central to fostering workforce performance
and the maintenance of

industrial discipline.

This one - day program is specially designed to provide an in - depth knowledge and
understanding about the important of employee handbook and HR policies in maintaining
order in the organization. The handbook can be used as a tool to communicate with the
employees to put forward the company aspiration, vision and mission and served as terms
and conditions for employees

COURSE CONTENT

MODULE 1: EMPLOYEE HANDBOOK

Introduction - Historical Background of Company
Organizational Framework
Terms and Conditions of Employment
Hiring Policies

a. Probation

b. Promotion

c. Transfer

d. Annual Increments

e. Allowances

f. Annual Bonus

g. Leave Benefits

h. Medical Benefits

i. Discipline Procedure

j. Retirements, Retrenchment and Termination
k. Grievance Procedures

I. Updating and New insertion of policies and procedures according to Recent

Employment (Amendment) Act, 2022
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COURSE CONTENT

MODULE 2: HR POLICIES

e Leave policy

e Timesheet Management Policy

e Time and Attendance Policy

e Overtime Calculation and Compensation
e Workplace Discrimination Policy

e Sexual Harassment Policy

e Flexible Working Arrangement Policy

e Force Labour Policy

TARGET AUDIENCE

Business owners, HR Manager/ Executive/ Officer/ Assistant and all entry level practitioners in
Human Resource Management

COURSE METHODOLOGY

Lecture, discussions, case studies, and presentations

DURATION

1 Day
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