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Induction plan: first week
Use this planner to set out a new starter's first week. A clear plan helps them know what to expect and lowers first-week anxiety.
For each session, note the time, the activity, who is involved and the location. Where a task takes more than a few minutes, tell the new starter how long to expect it to take.
Week plan
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Morning
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location

	Notes
	
	
	
	
	

	Lunch
	
	
	
	
	

	Afternoon
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location
	Time, activity, who is involved, location

	Notes
	
	
	
	
	




For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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