
	Integration Plan for: 

	Example First Day

	Time
	Activity
	Materials
	People

	8:30am – 9:00am
	· Team Huddle
	
	Full team

	9:00am – 9:15am
	· Tour and headshot
	
	Facilities

	9:15am – 10:00am
	· In-depth tour with work buddy, introductions to colleagues
	
	Work Buddy

	10:00am – 10:45am
	· Meet with hiring manager – go over expectations, on-the-job training, work schedule, etc.
	
	Manager

	10:45am – 12:00pm
	· Meet other department leaders that the employee may interact with often.
	
	TBD

	12:00pm – 1:30pm
	· Welcome Lunch
	
	

	1:30pm – 3:00pm
	· 1:1 meeting
	
	Team Member 1

	3:00pm – 3:30pm
	· 1:1 meeting
	
	Team Member 2

	3:30pm – 4:00pm
	· Wrap up day with Manager
	
	Manager

	4:00pm – 4:30pm
	· Complete mandatory trainings 
	
	On own 

	
	
	
	

	Date

	Time
	Activity
	Materials
	People

	8:00am – 9:00am
	
	
	

	9:00am – 9:30am
	
	
	

	9:30am – 10:30am
	
	
	

	10:30am – 12:00pm
	
	
	

	12:00pm – 1:00pm
	
	
	

	1:00pm – 3:00pm
	
	
	

	3:00pm – 3:30pm
	
	
	

	3:30pm – 4:00pm
	
	
	

	
	
	
	



	Date

	Time
	Activity
	Materials
	People

	9:00am – 9:30am
	
	
	

	9:30am – 10:00am
	
	
	

	10:00am – 12:00pm
	
	
	

	12:00pm – 1:00pm
	
	
	

	1:00pm – 3:30pm
	
	
	

	3:30pm – 4:00pm
	
	
	

	4:00pm – 5:00pm
	
	
	

	
	
	
	

	Date

	Time
	Activity
	Materials
	People

	9:00am – 9:30am
	
	
	

	9:30am – 10:00am
	
	
	

	10:00am – 12:00pm
	
	
	

	12:00pm – 1:00pm
	
	
	

	1:00pm – 3:30pm
	
	
	

	3:30pm – 4:00pm
	
	
	

	4:00pm – 5:00pm
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date

	Time
	Activity
	Materials
	People

	
	
	
	

	9:00am – 9:30am
	
	
	

	9:30am – 10:00am
	
	
	

	10:00am – 12:00pm
	
	
	

	12:00pm – 1:00pm
	
	
	

	1:00pm – 3:30pm
	
	
	

	3:30pm – 4:00pm
	
	
	

	4:00pm – 5:00pm
	
	
	

	
	
	
	

	
	· 
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