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INDUCTION AGENDA

	DAY 1   [ DATE ] – (Overview and Information of/about [ ORGANISATION ]

	TIME
	TOPIC
	LOCATION
	ATTENDEES


	8:30 to 9:30
	Introduction to the team and tour of office/vision centre.
	In-Country Office
	Manager & new recruit

	
	
	
	

	
	Orientation to the Work Area:
· Set-up of computer, table and chair
· Office equipment (fax, phone, photocopy, scanner etc) and office supplies
· Provision of Office Keys
· Accessing the web
· [bookmark: _GoBack]Setting up Skype
· Orientation of office and project files
	
	

	
	
	
	

	
	Introduction & Familiarization: 
· Induction Program
· Employee Manual
· Org website (educational resources)
· Org Intranet (username/pass word)
	
	

	
	
	
	

	
	Overview of Organisation:
· Background/Overview  and establishment of Organization in Sydney Australia, Mission, Vision, Strategy 
· Organization Structure
· Project areas that org is involved in such as HR, Education, local capacity building.
·  Background and establishment of [org] in [ Country ].
	
	

	
	
	
	

	
	Policies Overview
	
	

	
	
	
	

	
	Introduction to projects in [ Country ]
	
	

	
	
	
	

	
	Reading Material
· Annual Report and Newsletters
· Operational Plan
· PDDs
· Other
	
	






	DAY 2   [ DATE ]  (Processes)

	TIME
	TOPIC
	LOCATION
	ATTENDEES


	
	Reporting structure, monthly time sheet, leave & general forms used at the office
	
	

	
	
	
	

	
	Introduction & familiarization of Operational Processes.
	
	

	
	
	
	

	
	Introduction & familiarization of Financial Processes.
	
	

	
	
	
	

	
	Orientation of Vision Centres and Optical workshops set-up and function.
Demonstration of the patient process (refraction, spectacles, dispensing and purchasing)
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	DAY 3   [ DATE ] 

	TIME
	TOPIC
	LOCATION
	ATTENDEES


	
	Catch up on reading material
	
	

	
	
	
	

	
	Organise briefing meetings
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