“Not managing them well, you may either lose a great asset or permanently confirmed a
wrong employee by mistake.”

Suitable for

Management Team, Managers, Executives and Supervisors.

Course Description

Newly recruited employees who are under probation period are as important as any employee. The company must be able
to monitor and manage new comers under probation period as to whether they are fit for the position or otherwise.
Though probationers aren't yet permanent employees, but they need attention as well as their work performance,
discipline and attitude. During probation period, this allows the company to test the probationers to the fullest on their
ability, strength and commitment. However, should these probationers are left without proper supervision and monitoring,
it's going to be troublesome for the employer/company to later take an appropriate action.

Course Obijectives

These programs are designed to assist the management to have a better perspective on how to manage probationers and
in the events where issues of discipline or attitude arose what action are best to be taken. Furthermore, the management
shall be advice on how to appraise probationers with correct manners to later accept or not to accept them as the
Company full fledge employee.

Course Content

1. Types of probationers
e Shop floor
e Middle Management
e Top Management

2. Probate Period
e Professional expectations
e Demonstrating ability and strength
e Background check
e Medical history
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3. Work assessment
e  Who shall be supervising the probationers?
e Task given vs. work completion as per specification

e Failure to complete assighnments
e Failure to do constant monitoring

4. Managing Disciplinary & Attitude issues
e Lateness & Tardiness
e Medical issues
e Insubordination
e Absent during working hours
e Poor work performance

5. Extension of probationers
e Role of Supervisors
e Role of Managers

6. Confirming probationers
e Guidelines of confirming or not to confirm
e Reasons of confirmation or not to confirm

7. Perks and Privileges of a probationer
e leave
e Medical Coverage
e Allowances

Methodology

Comprised mostly of lectures with interpretation examples given by the facilitator. To assist and gauge the level of
participant understanding, interactive workshops; and question & answer session is included.
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Other Details:
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Payment to be made within 15 days from the date of the invoice.

All payments must be made by cheque/online transfer etc., drawn in favour of Sieger Training Consultants Pvt. Ltd. Sieger will charge on INR basis only.
Overseas clients will have to take care of all the training materials directly as briefed by Sieger Training. However, Sieger can procure some (which can be
transited) not all, on behalf of the client but any additional charges for custom clearance has to be taken care by client only.

Facilitators Travel & Food have to be taken care by the client

Clients will have to arrange LCD, Speakers, Mike on their own.

Cancellation of confirmed programmes shall be intimated one week in advance else 50% of the total charges shall be applicable.

Client will recognize the intellectual property rights of Sieger Training and such materials are not to be copied without prior written approval of Sieger Training.
Take all responsible steps to hold all Sieger Training copyrighted materials confidential to Client.

Guarantee that no training will be conducted using Sieger Training concepts or material is carried out for employees of Client and Client shall not use Sieger
Trainer's without the knowledge of Sieger Training Consultants (P) Limited.

Ensure that any materials of Sieger Training supplied to internal employee(s) are retained by Client and or returned to Sieger Training in the event that the
employee(s) ceases to be employed by the company;

Ensure that no substantive modification of course design or content occurs without the prior written permission of Sieger Training, which shall not be withheld
unreasonably;

Treat this agreement as confidential and not divulge its contents to third parties;
Inform Sieger Training of any internal procedures for the payment of invoices.
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