[bookmark: _GoBack][New Employee Name]
Example Week 1 Outline
Monday
9:00 AM	Greeted by ___________ (peer mentor), shown to desk, quick building tour.
	10:00 AM	Introduction to the team.
	10:30 AM	Go over first week outline; login to Outlook.
	11:30 AM	Lunch
1:00 PM	Get settled in and get supplies.
2:00 PM 	Read New Employee Reference Guide and Review OMES and ISD websites.	http://www.ok.gov/cio/
3:00 PM	Review File Structure with __________.
4:00 PM 	Review Assignments with ___________.
Tuesday
9:15 AM	Attend Daily Operations Meeting.
Wednesday 
	9:00 AM –	New Employee Orientation at Jim Thorpe Building.
12:00 PM
2:00 PM	Meet with Facilities for Full Building Tour, Briefing on Data Center Emergency Policies, Receive Employee Badge.
3:00 PM	CRM Training
Thursday
9:15 AM	Attend Daily Operations Meeting.
1:00 PM	Attend Change Management Meeting.
3:00 PM 	Attend ISD Leadership Meeting
Friday
9:15 AM	Attend Daily Operations Meeting.
9:00 AM	Call Service Desk to get access to PeopleSoft Core HR to enter time and go over time entry with _________.
???????	Meet CIO and CAO.

Other items to include:
· Necessary training
· Weekly Meetings
· Start/Complete Online training for Security and HIPAA
