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Induction & Onboarding 

	 	 	 	
	
Name:	_________________________________________________________________________	
	
Employment	start	date:	____________________________________________________	
	
The	purpose	for	our	induction	program	is	to	create	a	multi-skilled	work	force	that	help	
reduce	bottle	necks	during	peak	season,	empower	individuals	to	make	decisions	that	will	
benefit	the	vision	of	MIEI	and	provide	the	necessary	foundation	for	anyone	wanting	to	join	
our	mission	to	know.	
	
We	do	this	by	sharing:	

- WHY	we	do	things,	not	just	HOW	and	WHAT	and	welcome	any	new	suggestions	
- 22	key	activities	that	will	help	reduce	errors/single	person/department	sensitivity	

	
Duration:	
Up	to	3	months	to	complete	the	document	depending	on	the	time	of	year.	
	
	
How	it	works:	

- LEARN	
Book	in	time	with	anyone	within	MIEI	who	has	completed	their	induction	to	learn	
each	of	the	points	below.		
(You	can	book	as	often	as	you	like	with	as	many	people	as	necessary)	

- TEACH	
Once	you	feel	comfortable	that	you	thoroughly	understand	any	of	the	points	below,	
book/organise	some	time	with	anyone	within	miei	who	has	completed	their	
induction	to	teach	them	back.	

- COMPETENT	
If	the	person	you	teach	the	content	back	to	deem	it	correct,	they	will	sign	and	date	
that	section	of	your	induction.	If	not,	keep	learning	and	practice	teaching	back	until	
you’re	deemed	competent	and	receives	a	sign-off.	

- COMPLETE	
Once	the	entire	induction	receives	a	competent	sign-off,	book	an	hour	with	a	member	
of	the	senior	manager	team	to	get	a	final	sign-off.	

- REFRESHER	
One	random	activity	is	selected	for	review	during	each	quarterly	review.	Team	
members	must	maintain	a	full	competency	status	to	be	eligible	to	any	company	
bonuses.	
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	 Knowledge/Skill	 Subject	Matter	
Expert	(SME)	 Date	

	
1.	

	
What	does	MIEI	mean?	In	which	language	and	WHY	do	we	exist?	
	

	 	

	
2.	

	
What	is	MIEI’s	visionand	what	are	some	of	the	things	we’re	doing	to	
support	this?	
	

	 	

	
3.	

	
What	are	our	3	product	and	service	channels?	
Who	is	our	key	target	market	and	why?	
	

	 	

	
4.	

	
Our	MIEI.AMG’s	product	pillars	
What	are	they	and	why	are	they	so	important?	
	

	
	
	

	

	
5.	

	
Online	Portals:	

- Who	is	it	for,	how	does	it	work,	who	can	set	it	up	and	why	does	
it	exist?	

	

	 	

	
6.	

	
The	Smith	Family:	

- Which	program	do	we	support	and	why?	
- How	do	we	support	them	and	how	often?	
- What	does	a	child’s	profile	and	certificate	look	like?	

	

	 	

	
7.	

	
Processing	an	order:	

- Online	
- In	store	

	

	
	

	

	
8.	

	
What	type	of	workshops	we	offer	and	how	to	register	for	one:	

- Public	
- Corporate	

	

	
	

	

	
9.	

	
Inbox	access,	email	rules	and	responsibilities	
	

	 	

	
10.	

	
Shopify,	Netsuite,	Gsuite,	Dashlane	

- What	are	they	
- Why	we’ve	chosen	these	IT	stack	
- How	to	use	

	

	
	

	

	
11.	

	
MIEI	Master	Classes:	

- What	are	they?	
- Who	runs	them?	
- When	do	they	occur	and	frequency?	
- How	are	the	topics	selected?	

	

	 	

	
12.	

	
Logistics	rule,	our	delivery	promise	and	partners	

- What	are	our	delivery	rules	and	promise?	
- Who	we	use	to	deliver	our	products	locally/interstate	and	why	

for	each	of	our	channels	(Fiori,	AMG,	Cucina)	
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13.	

	
Process	for	obtaining	a	client	brief	

- What	are	the	questions	to	ask?	
- Why	are	these	important?	
- Who	needs	them?	

	

	 	

	
14.	

	
Corporate	client	profile	

- What	it	is	and	Why	does	it	exist	
- Where	does	the	document	live?	
- Who	is	responsible	to	update	and	why?	

	

	
	

	

	
15.	

	
Corporate	arrangement	delivery	schedule	

- What	it	is	and	Why	does	it	exist	
- Where	does	the	document	live?	
- Who	is	responsible	to	update?	

	

	 	

	
16.	

	
Invoicing:	

- When	does	it	occur	
- What	are	our	various	terms	
- Who	receives	the	invoices	
- What	information	are	required	to	set	a	client	up	for	invoicing	

	

	
	

	

	
17.	

	
Market	list	preparation	and	working	out	our	cost	of	goods	(COGS)	
	

	 	

	
18.	

	
Bouquet	Wrapping:	

- Stock	requirement	(No.	of	paper,	cello,	ribbon	length	etc.….)	
- Method	and	why	

	

	 	

	
19.	

	
Gift	&	Hamper	packaging	and	wrapping	process	

- Stock	requirement		
- Method	and	why	

	

	 	

	
20.	

	
Floral	Basics:	

- Selection	criteria	(Top	down	method)	
- Preparation	
- Ongoing	care	and	maintenance	
- Flower	arranging	principles		

	

	 	

	
21.	

	
Corporate	Wrapping	Packs	

- What	is	included,	cost	and	how	are	they	charged	
	

	 	

	
22.	

	
Flower	descriptions:	

- What	is	it	
- Why	do	we	do	them	
- When	are	they	sent	
- Who	receives	them	

	

	 	

	
	
Completion	Sign-off	 	 	 	 	 	 Date	
	
______________________________________________	 	 	 	 _________________________	
	
Name:	_________________________________________________________________________________________	


