
HRPAO Online Education
• 2 Tracks on Recruitment and 

Retention
• 30 minutes per Unit
• 40 English online units 
• 40 French online units
• Also available on CD ROM

• Available at www.hrpao.com
• $299 for entire suite of courses
• Special package with one year 

membership to HRPAO
• Corporate and volume licenses 

available

Launching February 1, 2007



40 Online Courses
RECRUITMENT TRACK

1. Introduction to Human Resources
2. Employment Legislation and Jurisdiction
3. Human Resources Planning
4. Structuring the Organization 
5. Job Analysis and Design
6. Considering Alternative Work Arrangements
7. Internal and External Recruitment
8. How to Save Time, Money and Energy While 

Recruiting
9. The Hidden Labour Market
10. Preparing to Interview
11. Effective Interviewing Techniques
12. Steps in the Hiring Process
13. The Job Offer
14. Employee Files and Administration of Records

RETENTION TRACK
15. Managing the Orientation Process
16. Employee Relations
17. Creating an Employee Handbook
18. Creating a Healthy Workplace Environment
19. Performance Criteria and Rating System
20. Performance Management - Developing the Process
21. Giving Effective Feedback
22. Progressive Discipline and Corrective Action
23. Managing Exits and Dismissals
24. Performance Management - Career Planning
25. Understanding the Role of Training and Development
26. Ensuring Employees Can Do Their Jobs
27. Job Instructions
28. Sources of Training - Where to get Help
29. Designing and Formalizing a Pay Policy
30. Pay for Performance - Reward and Recognition Programs
31. Benefits, Determination and Options
32. Developing a Payroll System
33. Cost Containment
34. Safety Policies and Workplace Duties and Responsibilities
35. Worker Participation in Health and Safety
36. Work Refusals and Reprisal Complaints
37. Accidents and Near Misses
38. Management Rights – Building a Framework
39. Organizing Drives - Certification - Collective Bargaining
40. Lessons we can Learn From Unionized Workplaces
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