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01.

Employee Retention
and Points to Consider

Employee retention is a critical aspect of maintaining a stable and successful
organization. Keeping valuable talent ensures continuity, reduces recruitment
costs, and fosters a positive workplace culture. This document will provide insight
and strategies on how to keep top talent in your organization for years to come.

Culture Fit
Ensure candidates align with the company's culture and values during the hiring
process. This will promote a sense of belonging and satisfaction.

Compensation and Benefits
Offer competitive salary packages, performance-based incentives, and
comprehensive benefits to attract and retain top talent.

Career Growth Opportunities
Create clear pathways for skill development and advancement, to motivate
employees to stay and grow within the organization.

Work-Life Balance
Encourage work-life balance by offering paid time off, support for personal well-
being, and flexible working arrangements.

Recognition and Appreciation
Acknowledge contributions and achievements regularly to boost morale and foster
a sense of appreciation.

Communication and Feedback
Maintain open communication and encourage regular feedback to address
concerns. This will keep employees engaged.

Managerial Support
Train and support managers to be effective leaders to be able to provide guidance
and mentorship to their teams.
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02.

Retention Checklist

Conduct regular employee satisfaction surveys to gauge employee sentiment
and identify areas for improvement.

Implement a comprehensive onboarding process to help new hires feel
welcome and integrated into the company culture.

Provide ongoing professional development opportunities, such as workshops,
training programs, and certifications.

Encourage internal promotions and lateral career moves to retain valuable
talent.

Recognize and reward exceptional performance through awards, bonuses, or
public recognition.

Establish clear performance goals and offer feedback to employees to help
them improve and grow.

Create a positive work environment that promotes collaboration, creativity,
and camaraderie.

O 0O O 0O O O O O

Monitor employee turnover rates and identify trends or issues that may
contribute to attrition.
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03.

The Onboarding Experience
and Why It's Important

A positive onboarding experience lays the foundation for long-term employee

retention.

Some considerations you should have when onboarding new employees include:

@

Preparation

Prepare for the new hire's arrival by
setting up workstation, technology,
and necessary documentation.

@

Clear Expectations

Set clear expectations about the
role, the expected responsibilities,
and performance objectives.

@

Training and Development

Provide comprehensive training on
the job tasks, company processes,
and any necessary tools or
software.

@

Warm Welcome

Extend a warm welcome to the new
employee, introducing them to the
team and company culture.

@

Buddy System

Assign a seasoned employee as a
mentor or buddy to assist the new
hire during their initial days.

@

Check-ins and Feedback

Schedule regular check-ins to
address concerns and provide
feedback on performance and
integration.
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04.

Engaging Your Employees

Engaged employees are more likely to remain committed to their work and the
organization. Communication is the key to keeping employees engaged and
motivated in the workplace. By keeping the lines of communication open and well
established you prevent much of the negativity or unproductive behaviour often
associated with disengaged employees.

Employee Involvement
Encourage employee involvement in decision-making processes and projects to
foster a sense of ownership.

Recognition and Rewards
Recognize and reward exceptional performance, whether through monetary
incentives, public acknowledgment, or career advancement.

Team-Building Activities
Organize team-building events and activities to strengthen interpersonal
relationships and boost team morale.

Employee Appreciation
Show appreciation for employees' efforts through thank-you notes, small gestures,
or employee appreciation days.

Employee Surveys
Conduct regular surveys to gauge employee satisfaction and gather feedback on
the work environment.
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05.

Creating a Preferred Workplace

There are many things that can be done to improve the work environment to
motivate your employees to stay and perform to their top of their capabilities.

This section provides some helpful tips on to make your workplace more attractive

to job seekers and to your employees.

@

Physical Environment

Create a comfortable and
aesthetically pleasing workplace
that promotes productivity and well-
being.

@

Flexibility

Offer flexible work hours or remote
work options to accommodate
employees' needs and preferences.

As an employer, you may also be in
a position to offer extra vacation
days, time off to volunteer in the
community, family days or offer
compressed time (working extra
time each day to earn a day off
every two weeks, for example).

@

Employee Wellness

Implement wellness programs,
access to health resources, and
mental health support to prioritize
employee well-being.

@

Modern Technology

Provide employees with up-to-date
technology and tools that enhance
productivity and streamline work
processes.

@

Incentive Programs

Develop creative incentive programs
that encourage employees to excel
in their roles.
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06.

Creating an Inclusive Workplace

Employees want to feel included and valued in the workplace. Each employee has
their own preferences and goals. A good manager recognizes this and creates a
welcoming and inclusive environment.

This means being flexible to individual needs and not applying one policy for all. It
means connecting employee goals to the company's goals. Employers who invest
in inclusive workplaces have less turnover.

The following sections provide flexible work options and tips for creating an
inclusive workplace.
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An inclusive workplace fosters a sense of belonging and acceptance for all

employees.

Consider the following strategies:

@

Diversity Training

Conduct diversity training to raise
awareness and promote
understanding of different
perspectives and backgrounds.

@

Employee Resource Groups

Establish employee resource groups
to create a supportive network for
underrepresented employees.

@

Inclusive Policies

Implement inclusive policies and

practices, such as equal

opportunities, to ensure fairness

and impartiality.

@

Transparent Communication

Foster open and transparent
communication to address any
concerns related to inclusion and
diversity.

HR Toolkit: Retaining Employees - 7




07.

Conduct Stay Interviews

Stay interviews play a crucial role in fostering a positive workplace culture and
increasing employee engagement, job satisfaction, and ultimately, retention. They
provide a proactive approach to identifying and addressing potential issues that

might lead to turnover.

By actively seeking feedback and addressing concerns, organizations can make
informed changes to retain their valuable employees, saving both time and
resources that would otherwise be spent on recruitment and training.

Benefits of Stay Interviews:

@

Early Problem Detection

Stay interviews enable organizations
to identify and address issues
before they escalate into serious
problems, leading to decreased
turnover rates.

@

Tailored Retention Strategies

Stay interviews provide insights into
individual employee needs, allowing
organizations to customize retention
strategies based on specific
concerns and preferences.

@

Enhanced Employee Engagement

Employees feel valued when their
opinions are sought, leading to
increased engagement and
motivation to contribute to the
organization's success.

@

Increased Communication

Stay interviews foster open and
transparent communication
between employees and
management, creating an
environment of trust and
collaboration.

HR Toolkit: Retaining Employees - 8



Sample Stay Interview Questions
The questions should be designed to encourage open and honest dialogue.

- What do you enjoy most about your current role and the organization?

- What aspects of your job do you find most challenging or frustrating?

- Are there any skills or competencies you would like to further develop?

- What opportunities for growth and advancement would you like to see?

- How well do you feel your work aligns with the organization's mission and
values?

. Are there any changes or improvements you would suggest for our team or
department?

- Do you feel recognized and appreciated for your contributions? If not, what
could we do differently?

- What work-life balance considerations are important to you?

- Are there any training or learning opportunities you'd like to pursue?

- What might entice you to consider other job opportunities outside the
organization?

The frequency of stay interviews may vary based on
organizational needs, employee roles, and company
culture. However, conducting stay interviews annually
or semi-annually is recommended to ensure that
employees' changing needs and concerns are regularly

addressed.

For new hires, conducting a stay interview within their
first six months can help identify early challenges and
enhance their integration into the company culture.
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08.

Employee Training and
Development

Assisting employees in their growth and development is a crucial element in
retaining and motivating them, and is, in fact, one of the most significant factors.
Enhancing the skills and knowledge of workers and augmenting the managerial
capacity of supervisors enables businesses to become more productive and better
equipped to adapt to changes in the environment.

Training and development is a logical choice from any perspective. While sending
personnel to off-site training classes and seminars is a viable method of training
and developing employees, it is not the sole option. There are numerous innovative
and effective ways to achieve this objective, right within the workplace and during
working hours.

A dedicated section of this toolkit is devoted to the subject of Training and
Development. Within this section, you will discover tools, tips, and guides to assist
in determining the training requirements for your business and comprehending the
various training and development alternatives available.

Additionally, information regarding available financial support for hiring and training
employees is provided in the Resources Document [4.
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https://entre-corp.albertacf.com/images/hr/resources.pdf
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Investing in employee development contributes to their professional growth and
loyalty to the organization.

Consider the following steps:

D Dk

Individual Development Plans Mentorship and Coaching

Work with employees to create Offer mentorship and coaching
individual development plans that programs to provide guidance and
align with their career aspirations support in achieving career

and company goals. objectives.

Learning Opportunities Succession Planning

Provide access to various learning Develop succession plans to
opportunities, such as workshops, identify potential future leaders
online courses, and conferences. within the organization.
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09.

Succession Planning

As a busy small business owner, it's easy to get caught up in the day-to-day
operations of your business. However, it is crucial to allocate some time and effort
towards planning for the future of your business.

By doing so, you can ensure a smooth transition when key employees need to be
replaced, and when you eventually leave the business yourself.

As an employee, knowing you are being considered and trained to move into a
promotion or a key position also provides a major benefit in your employee
retention strategies.

Explore the importance of succession planning in retaining employees:

@ @

Demonstrates Commitment to Increases Employee Loyalty

Employee Growth Knowing that they have a chance to

Succession planning shows move up the ladder and take on
employees that the organization is higher responsibilities creates a
invested in their professional sense of loyalty among employees.
development and growth. When They are less likely to look for
employees see a clear path for opportunities elsewhere when they
advancement within the company, feel valued and recognized for their
they are more likely to remain potential contributions.

engaged and committed to their

roles.
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@

Reduces Employee Turnover

Employee turnover can be costly
and disruptive to the organization.
By identifying and grooming internal
talent for future leadership
positions, the chances of losing key
employees due to lack of
advancement opportunities are
reduced.

@

Encourages High Performance

Employees are more motivated to
perform at their best when they see
a direct link between their efforts
and potential career advancement.
The prospect of moving into higher
positions based on merit drives high
performance and dedication to
achieving organizational goals.

@

Boosts Employee Morale

Succession planning creates a
positive work environment by
instilling confidence in employees
that their contributions are noticed
and rewarded. It fosters a sense of
pride and morale among the
workforce.

@

Ensures Continuity and Stability

Succession planning ensures that
there is a pipeline of qualified
employees who can step into critical
roles without causing disruptions in
operations. This provides stability
and continuity during leadership
transitions.

@

Retains Institutional Knowledge

Internal candidates who move into
leadership positions are already
familiar with the company's culture,
processes, and values. This
retention of institutional knowledge
helps maintain organizational
stability and prevents the loss of
valuable expertise.

@

Reduces Recruitment Costs

By promoting from within,
organizations can save on external
recruitment costs, such as
advertising, interviewing, and
onboarding expenses. Internal
candidates typically require less
time and resources to get up to
speed in their new roles.
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@

Improves Succession Decision-
making

Having a well-thought-out
succession plan allows
organizations to make better
decisions regarding leadership
appointments. Candidates identified
through the planning process are
thoroughly vetted and better
equipped to handle the
responsibilities of higher positions.

@

Enhances Talent Retention
Strategies

Incorporating succession planning
into talent retention strategies helps
organizations retain their best
employees. It becomes part of a
broader effort to nurture and invest
in the workforce, which can lead to
increased employee satisfaction
and loyalty.

Employee retention requires a multi-faceted approach
that encompasses a positive workplace culture, career
growth opportunities, and an inclusive environment.

By considering these points and implementing the
strategies outlined in this document, organizations can
create an attractive and engaging workplace that retains
valuable talent and fosters long-term success.

HR Toolkit: Retaining Employees - 14



