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Course Introduction:

HR Policies and Procedures emphasizes the value of the skills and expertise to create fair, easy-to-
understand HR policies and procedures and an up-to-date HR policy manual. Take this unique
opportunity to learn how to achieve buy-in from your line managers, share and discuss your
organisational needs, review your existing HR policies, and amend and update your policies. This
course will guide you to develop and implement HR P&Ps in your organisation. You will ensure that

your employment contracts and HR manuals meet your business needs, whilst attracting, retaining,

engaging and motivating employees.

Course Objectives:

1. Understand how HR policies and procedures fit into your organisation and how they affect

employee relations

Increase business performance and employee effectiveness through clear, fair and
reasonable HR policies and procedures which help retain and motivate staff

Align your terms and conditions of employment with your remuneration strategy and
develop detailed employment contracts to improve employer branding and employee

engagement.

Who Should Attend?

Managers, supervisors, and team leaders who are responsible for building and maintaining

effective teams in the workplace.

Course Outline:

HR181

Terms and Conditions of employment (T&Cs)

Human Resources Policies and Procedures (P&Ps)
Sensitive critical policy areas

Employment contracts

Policies and procedures to support wider HR strategies
Human resources manuals

Policies and procedures for international assignments
Psychological contract of employment

Achieving Work-Life Balance

Implementing HR policies and procedures

Review your manual
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Course Methodology:

A variety of methodologies will be used during the course that includes:
e (30%) Based on Case Studies
e (30%) Techniques
e (30%) Role Play
e (10%) Concepts
e Pre-test and Post-test
e Variety of Learning Methods
e lectures
e Case Studies and Self Questionaires

e Group Work

Course Fees:

To be advice as per course location. This rate includes participant’s manual, Hands-Outs, buffet

lunch, coffee/tea on arrival, morning & afternoon of each day.

Course Cerlificate:

International Center for Training & Development (ICTD) will award an internationally recognized

certificate(s) for each delegate on completion of training.

Course Timings:

Daily Course Timings:
08:00 - 08:20 Morning Coffee / Tea
08:20 - 10:00 First Session
10:00 - 10:20 Coffee / Tea / Snacks
10:20 - 12:20 Second Session
12:20 - 13:30 Lunch Break & Prayer Break
13:30 - 15:00 Last Session
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