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	Ahead of time

	Interview day selected
	

	Interviewers scheduled
	

	Travel and other logistics set
	

	Pre-reading delivered to candidate

(Logistics and schedule, interviewers’ bios, organizational propaganda)
	

	Pre-reading delivered to interviewers 

(Schedule, recruiting brief, candidate bios, interview guide/evaluation form)
	

	Welcome note/package at hotel/home
	

	Welcome sign in lobby/with reception
	

	The Visit

	Pre-interview dinner  (when, where, who with?) 
	

	Pre-start breakfast (when, where, who with?)
	

	Welcome (who?)
	

	Morning interviews
	

	Morning break (when?)
	

	Lunch (when, where, who with?) 
	

	Afternoon interviews
	

	Afternoon break (when?)
	

	Close/wrap-up/good bye (who?)
	

	Post Visit

	Follow-up note (package?) 
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ONBOARDING


 Tool 5.1


On-site Interview Day Plan












This form is described in Onboarding by George Bradt and Mary Vonnegut and may be customized and reproduced for personal use and for small scale consulting and training (not to exceed 100 copies per page, per year). Further use requires permission. 
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