Induction preparation
1. Create WM profile

2. Manage treat

3. Organize game/extra activities material

4. Create online test profile

5. Inform Ross and TL to attend the induction and provide them an estimate time
Induction Day Schedule

	3.30
	· Welcome everyone. – ROB VIDEO RECORDING
· A quick speech

· Everybody introduce themselves to each other

· your name

· education etc
· Collect documents/certificates.  


	3:45
	· Give printed copy of slides. 
· Get the appointment letter and job contract signed by both employee and manager 

· Give them file folder with their copies of appoint letter and contract. 

	4:00
	Start induction - PowerPoint slide 

· Company briefing - RECORDING
· Daily Routine Tasks

· Guideline for client work

· Holiday Leave Policy 

· Dress Code - RECORDING
· Team work and Communication
· Office rules - RECORDING


	5:00
	Short break with Drink/ snacks 



	5:15
	Introduce the managers and TL. Call them in one by one and get them to give a speech  - A WELCOME SPEECH BY EACH MANAGER RECORDING
· Ross

· Alan

· TL



	5:30
	1. Training session 
1.1. Give them group activity task-1. (40mins) 

	7:10
	Reflect on the Group Activity 
· what was the aim

· why they did this activity

· where they flawed

· what they need to improve on

	7:20
	Wrap up the day 
Questions and Answers 

	7:30
	Show them how to clock in and out  
Provide them their WM ID and Password. 



	7:40
	introduce them with all in office and show them the office


First day – joining day
1. Assign QC test via email 
2. Psycho Test 1 
3. Rules Quiz
4. Assigning initial training tasks.
After the induction and joining day
1. send email report to rob

· Send online test results 

· Induction report 

