Induction Module – Guidance sheet
Page 63 (list document and insert the evidence behind page 63)
Evidence to be included, but not limited to:
· STBB checklist for agents (only handout in class)
· Organogram
· Details regarding the agents agency
· Vision & Mission of the agency
· Agency website
· Employment letter and contract
· Requirements and steps to follow to become a full status agent
· Policy & Procedures
· Job activities of an agent
· Induction notes (can be hand written from their diary)
· Office roster
· Training programme

Date at bottom of page usually a month after FFC has been issued.  Mentor date a few days after the intern.

Page 64 (only list 10 things that agent was inducted on, no evidence)
Examples: 
· Office culture
· Mandates
· Offer to purchase
· Canvassing
· Transfer process
· Farming areas
· 72 hour clause
· Viewings/showdays
· Taking photos
· Loading a property on website and advertising portals
· Leasing a property
· Brand awareness
· FICA
· POPI
Date same as page 63.  Facilitator signature is the same as mentor.  

Page 65 (Write a story, no evidence)
Let agent write a story regarding their induction period.  What they were taught and process followed.  Usually the first 2 to 3 weeks when starting at agency.
