The Step by Step Process to completing and uploading this assessment

Step 1 – Complete the template below and save in a safe place on your computer, taking care to complete all the blank spaces
Step 2 – Go back to your Internet Browser and click the orange Upload Workbook button

Step 3 – From this page click the Upload Files button

Step 4 – From this page click Add…
Step 5 – This opens a new window click Upload a File
Step 6 – Then click Choose File, Browse or Open whichever button your browser uses to locate a file

Step 7 – Click Upload This File. Wait while your file uploads

Step 8 – On the next page click Save Changes. Repeat above if you have multiple documents
Step 9 –  Scroll down and click Send for Marking
Step 10 – When prompted click Continue
Step 11 – You can now close the window and return to your course
Induction Program

Create an induction program for a new staff member in your team in their first two weeks.
	Day
	Activity
	Time/Location
	Contact
	Other Info
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