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	MODULE 1: Workplace Integration

	Aim
	· To prepare job seekers with disabilities for a successful start in a new workplace
· To help learners understand their workplace integration needs
· To help learners understand how to communicate professionally
· To teach learners how to use AI as a career support tool
· To help learners prepare for their first month at work.

	Learning Outcomes
	By the end of this module, learners will:
· identify their strengths, workplace support needs, and preferred ways of working;
· prepare for effective communication with their manager/team leader during their first weeks at work;
· use AI tools to support workplace integration and prepare for important workplace conversations;
· create a realistic Workplace Integration Plan for their first 30 days of employment.


[bookmark: _heading=h.y2editd4aqwr]





[bookmark: _GoBack]1. Introduction
Starting a new job can be exciting, but it also brings many new questions and challenges. This is especially true for people with disabilities, who may need to think not only about their future job tasks but also about workplace support, communication with colleagues and supervisors, and the conditions that will help them perform successfully.
For this reason, the ARISE course begins with the topic Workplace Integration. Before exploring other employment-related topics, it is important for learners to understand their own workplace needs, recognise their strengths, and prepare for the first weeks in a new working environment. This provides a foundation for the rest of the course and helps learners make meaningful use of the knowledge and tools introduced in the following modules.
[bookmark: _heading=h.ud21fir8t2ji]Why workplace integration matters
Successful workplace integration involves much more than learning new job tasks. During the first weeks of employment, employees are often expected to understand workplace routines, build professional relationships, communicate effectively with colleagues and supervisors, and adapt to a new organisational environment.
According to the ARISE project research, many job seekers with disabilities do not identify professional tasks as their main concern when starting a new job. Instead, they are more concerned about how to communicate their workplace support needs, whether to disclose disability-related information, and how to adapt to a new working environment. These challenges may reduce confidence and make the transition into employment more difficult, even when a person has the necessary qualifications.
For this reason, this module most of all focuses on practical preparation for workplace integration. By helping learners understand their own support needs, communicate them professionally and anticipate common workplace situations, the module aims to increase confidence and support a smoother transition into employment.
Each section of the module builds on the previous one. Rather than presenting isolated topics, the module gradually guides learners from self-understanding to practical action, helping them prepare for a successful transition into employment.
The module combines self-assessment, practical planning, authentic workplace scenarios and AI-supported learning activities. Throughout the module, learners work with practical worksheets, analyse realistic situations and use AI as a tool to organise their ideas, prepare for workplace conversations and develop personalised solutions. Rather than providing ready-made answers, the activities encourage learners to critically evaluate AI-generated suggestions and adapt them to their own circumstances.
[bookmark: _heading=h.hmfdys5m8p2v]Theoretical foundation and guidelines for using AI in this module
The distinction between a medical diagnosis and workplace support needs, on which this module is built, is grounded in the social model of disability (Oliver, M. Social Work with Disabled People. Macmillan, 1983) and the International Classification of Functioning, Disability and Health (ICF) developed by the World Health Organization (2001).
According to these approaches, the main limiting factor is often not the diagnosis itself, but the mismatch between the work environment or job demands and the individual's characteristics. This module therefore helps learners identify these mismatches and prepare to discuss practical workplace needs with their employer.
[image: ]2. Understanding Workplace Integration
The first step towards successful workplace integration is understanding that starting a new job involves more than learning new tasks. It also means becoming familiar with a new environment, understanding expectations, building working relationships, and recognising the conditions that help you perform at your best.
Many workplace challenges can be anticipated and prepared for before the first working day. This section encourages learners to think about workplace integration in a structured way and to identify the factors that may influence their own adaptation. To support this process, the module introduces the Three Layers of Workplace Integration model.
[bookmark: _heading=h.jk7g9wgvjab1]2.1 The Three Layers of Workplace Integration
The model helps learners look at workplace integration from three different perspectives:
· The functional layer focuses on work tasks, responsibilities, workplace routines and the practical skills needed to perform the job.
· The social layer focuses on communication, professional relationships, workplace culture and identifying people who may provide information or support.
· The personal layer focuses on individual working preferences, strengths, support needs and the conditions that help the learner work effectively and maintain well-being.
Considering all three layers helps learners prepare for workplace integration in a realistic and personalised way.
Practical activities
In this section, you will:
1. Complete the Three Layers of Workplace Integration Worksheet to identify your strengths, possible challenges and workplace support needs.
2. Use an AI Prompt to explore your ideas, identify additional considerations and generate practical suggestions.
3. Review Marta's Case Study to see how these activities can be completed in a real-life workplace situation.
Together, these activities will help you better understand your strengths, workplace support needs and the factors that can support your successful workplace integration.
[bookmark: _heading=h.c4svqwiwdm1]

Worksheet 1: My Three Layers of Workplace Integration
Think about your future workplace and answer the questions below.
[bookmark: _heading=h.af8wicpe32xv]Functional Adaptation
What work tasks would you like to do well?

What do you need to learn?
(For example: workplace tasks, tools or routines.)

What support would help you do your job well?

[bookmark: _heading=h.xoa7m1gyetzg]Social Adaptation
What helps you communicate with other people?

What situations may be difficult for you?

What support from your manager or colleagues would help you?

[bookmark: _heading=h.uc3iuy3qj31]Personal Adaptation
What helps you feel confident at work?

What routines help you work well?

What is important for your manager and colleagues to know about you?
 
AI-supported activity
Learners use AI Prompt A to analyse their completed worksheet. AI helps identify possible adaptation risks, personal strengths and practical strategies that may support successful workplace integration. Learners are encouraged to review the AI suggestions critically and decide which recommendations are useful for their own situation.
AI Prompt A: “Act as a career coach who supports people with disabilities in adapting to a new workplace. Here are my notes about my three layers of workplace integration: Functional Adaptation: [paste your notes]. Social Adaptation: [paste your notes]. Personal Adaptation: [paste your notes]. I also have the following disability or health condition(s): [briefly describe anything that may affect your work, such as hearing loss, chronic fatigue, anxiety, ADHD, mobility impairment, etc.]. Please help me:
1. Identify 3-5 possible challenges I may face during my workplace integration.
2. Identify 3-5 personal strengths or resources that can support me.
3. Suggest one practical strategy for each challenge, taking my situation into account.
4. Point out anything I may have overlooked when preparing for my first weeks at work.”
[bookmark: _heading=h.9l8ddm1unziy][image: ]
3. Preparing for Workplace Communication
Starting a new job means learning not only new tasks but also new ways of communicating. During the first days or weeks, learners may need to:
· introduce themselves to colleagues and their manager;
· discuss workplace expectations;
· ask questions or request clarification;
· request workplace support when needed;
· explain how they work most effectively.
For many people with disabilities, these conversations can be one of the most challenging parts of workplace integration. Some may be unsure how much information to share, worry about being misunderstood, or find it difficult to explain their needs in a professional way. Research conducted within the ARISE project also showed that learners often feel uncertain about discussing workplace support and would like practical guidance before entering employment.
This section helps learners prepare for these conversations by shifting the focus from disability to workplace success. Instead of concentrating on limitations or medical information, learners learn how to communicate what they can contribute, how they work best, and what practical conditions help them perform successfully.
[bookmark: _heading=h.x0mru72z8mmg]3.1 Creating a Professional Workplace Profile
The Professional Workplace Profile is a practical communication tool developed to help learners organise the information that is most relevant when starting a new job.
Rather than preparing a description of themselves, learners prepare information that helps an employer understand how to support successful collaboration. The profile is built around three simple questions:
· What can I contribute?
· How do I work best?
· What support helps me do my job successfully?
This structure encourages learners to focus on strengths, practical working preferences and solutions. It also reflects one of the key messages of this module: workplace conversations are most effective when they focus on how work can be organised successfully rather than on personal circumstances.
[bookmark: _heading=h.1640prs342s2]Practical activities
In this section, you will:
· Complete the Professional Workplace Profile Worksheet to describe what you can do well, how you work best and what workplace support helps you succeed.
· Apply an AI Prompt to organise your ideas, improve clarity and create a short professional introduction while preserving your own voice.
· Review Marta's Case Study to see how these activities can be completed in a real-life workplace situation.
Together, these activities will help you create a clear and practical Professional Workplace Profile that you can use during job interviews, onboarding discussions, meetings with managers and conversations in the first weeks of employment.
[bookmark: _heading=h.u1w26rba785i]
Worksheet 2: My Professional Workplace Profile
This worksheet will help you prepare a short professional profile. It can help you introduce yourself and explain how you work best.
[bookmark: _heading=h.2vut0yn0hzg9]1. What I Can Do Well
What are your skills, strengths and experience? What can you contribute to your team?

[bookmark: _heading=h.j9o4o8cd3uwg]2. How I Work Best
What helps you do your best work? Think about your communication style, work environment or daily routines.

[bookmark: _heading=h.3fskqff8rrdi]3. What Support Helps Me Succeed
What support or workplace adjustments help you work successfully?

[bookmark: _heading=h.7t59rj2gecal]AI-supported activity
Learners use AI Prompt B to review and improve their profile. AI helps organise the information, improve clarity and suggest more professional wording while preserving the learner's own ideas, preferences and communication style.
Learners are encouraged to review the AI suggestions critically, adapting them where necessary so that the final profile reflects their own voice and individual circumstances.
AI Prompt B
“Act as an experienced career coach specialising in inclusive employment. Based on my notes below, write a short professional introduction (100–150 words) that I could use when meeting my manager or introducing myself in a new workplace. Please make it:
· positive and professional;
· focused on my strengths and what I can contribute;
· clear about how I work best;
· natural and respectful when mentioning any workplace support that helps me work effectively.
Here are my notes:
What I can do: …
How I work best: …
What support helps me succeed: …”
[bookmark: _heading=h.pxpwxrcu92ki][image: ]



3.2 Preparation for the First Meeting
The first meeting with a manager is an important step in workplace integration. It is an opportunity to understand what will be expected during the first weeks of work, clarify responsibilities, discuss practical arrangements and establish open communication from the beginning.
Many people prepare for this meeting by thinking about what they should say. However, successful communication is not only about giving information - it is also about asking the right questions. Understanding expectations early can help prevent misunderstandings, reduce uncertainty and make workplace adaptation easier.
For many people with disabilities, preparing questions in advance can also reduce anxiety and increase confidence. It allows learners to focus on the information they need rather than trying to remember questions during the conversation.
Before the meeting, it is also helpful to think about four practical questions:
· What personal information to share,
· When is the best time to share it, 
· Who should receive it, 
· Why is sharing it helpful?
	Preparing to Discuss Workplace Support

	What to share
	In many situations, it is not necessary to disclose a medical diagnosis. Instead, it is often more helpful to explain the functional support needs that enable effective job performance.

Example:
Instead of "I have multiple sclerosis."
Consider saying: "I work most effectively when I receive written task instructions and can use noise-cancelling headphones when needed."

	When to share
	The best time to discuss workplace support depends on individual circumstances. Some people may need adjustments during recruitment or onboarding, while others may decide to discuss them after starting work.

	Who to share with
	Different people have different roles.
· HR professionals may help arrange workplace adjustments and ensure organisational procedures are followed.
· Managers often need practical information that supports day-to-day collaboration.

	Why to share
	The purpose of sharing information should always be practical and solution-focused. The goal is to identify the workplace adjustments or support that will help the learner perform their job successfully.


[bookmark: _heading=h.ifp4b1xigqay]
[bookmark: _heading=h.8f33wy1u9vua]Practical activity
In this section, you will:
· Complete the My First Meeting Worksheet to identify the questions and topics that are most important for your first meeting with your manager.
· Use an AI Prompt to generate additional questions and improve your list while keeping it relevant to your own situation.
· Review Marta's Case Study to see how these activities can be completed in a real-life workplace situation.
Together, these activities will help you prepare for your first meeting with your manager, reduce uncertainty and communicate more confidently during your first weeks at work.

	[bookmark: _heading=h.bi74t2izrc0a]Worksheet 3: First Meeting with the Manager

	Your first meeting with your manager is an opportunity to ask questions, clarify expectations and discuss any workplace support that may help you succeed. Complete this worksheet before your meeting.

	1. What would I like to understand?

Tick the topics that are important for you.
	☐ What will be expected from me during my first weeks?
☐ What are my main responsibilities?
☐ How will I receive tasks and instructions?
☐ How is feedback usually given?
☐ What are the team's communication preferences?
☐ What are the daily routines and priorities?
☐ Who should I contact if I need help?
☐ How can workplace support or reasonable accommodations be discussed?
☐ Other:.....

	2. My questions
Write the questions you would like to ask.
	1. …….
2. …….
3. …….

	3. Information I Would Like to Share
Think about what information may help your manager support you successfully.

	I may want to explain:
☐ How I work best
☐ What helps me stay productive
☐ Any workplace adjustments that support my work
☐ My preferred communication style
☐ Other:....

	4. My goal for this meeting
	After the meeting, I would like to feel that:
☐ I understand what is expected from me.
☐ I know who to ask for help.
☐ I feel comfortable communicating with my manager.
☐ We have discussed any workplace support that may be helpful.
☐ Other:.............


[bookmark: _heading=h.q3ur60rmppk0]AI-supported activity
Use AI Prompt C to generate additional questions and improve your list. AI can suggest questions, organise ideas and help you prepare for a respectful and productive conversation with their manager.
Review the AI suggestions critically, select the questions that are most relevant to your own situation and adapt them where necessary so that the final list reflects your own priorities and communication style.
AI Prompt C: “Act as an experienced career coach specialising in inclusive employment. I am preparing for my first meeting with my manager. Based on my professional profile and the fact that I have [briefly describe your disability or health condition if relevant], suggest 10 clear and practical questions that will help me:
· understand what is expected from me during my first 30 days;
· learn about the team, communication, and ways of working;
· discuss any workplace support that may help me work effectively;
· feel more prepared and confident for my first weeks at work.
Use simple, respectful language.”
[bookmark: _heading=h.fmiqjfdk759d][image: ]
[bookmark: _heading=h.p0nvgnmdnv62][bookmark: _heading=h.rwqz5koulpoz][bookmark: _heading=h.e3ybv5qlm84]4. Understanding Your Workplace Support Network
After preparing for the first workplace conversation, it is helpful for learners to identify the people who may support them during workplace integration. 
Starting a new job involves learning new tasks, adapting to a different environment and building professional relationships. Knowing who can provide information, answer questions or offer support can make this process easier and reduce unnecessary stress.
Every workplace has its own structure, so the people involved in workplace integration may differ from one organisation to another. In smaller organisations, one person may perform several roles, while larger organisations often have separate managers, HR representatives, mentors or support professionals. Learners should understand that they do not need to manage every challenge independently. Identifying appropriate sources of support is an important part of successful workplace integration.
Typical members of a workplace support network may include:
· Manager or Supervisor – explains work responsibilities, priorities and expectations, provides feedback and supports day-to-day work.
· HR Representative – may assist with employment procedures, onboarding processes, workplace policies or reasonable workplace adjustments, depending on the organisation.
· Colleagues – help new employees understand everyday workplace routines, informal practices and team communication.
· Mentor or Buddy – in some organisations, an experienced colleague supports new employees during their first weeks and helps them become familiar with the workplace.
· Career Counsellor, Job Coach or Support Professional – may continue supporting learners after employment begins by helping prepare workplace conversations, discuss challenges and identify possible solutions.
Understanding these different roles helps learners communicate more confidently and identify appropriate sources of support when questions or difficulties arise. Asking questions, requesting clarification and seeking guidance are normal parts of workplace integration and demonstrate a willingness to learn and perform well.
[bookmark: _heading=h.951k9w7e8gs0][bookmark: _heading=h.om79b1ob62oj]Practical Activities
In this section, you will:
· Complete the My Workplace Support Network Worksheet to identify the people who may support you during your first weeks at work.
· Use an AI Prompt to explore whether there are additional sources of support you may not have considered.
· Review Marta's Case Study to see how these activities can be completed in a real-life workplace situation.
Together, these activities will help you recognise who can support you in different workplace situations and feel more confident about asking for help when you need it.
[bookmark: _heading=h.t63btbk2n1qi]












Worksheet 4. My Workplace Support Network
Who can support me during my first weeks at work? (If you do not yet know who performs these roles in your workplace, leave the space blank and complete it after you start your new job)
	Person/Role
	How can this person help me?
	When might I contact them?

	Manager/Supervisor
	
	

	HR Representative
	
	

	Colleagues
	
	

	Mentor/Buddy
	
	

	Career Counsellor/
Support person
	
	

	Other
	
	


[bookmark: _heading=h.lkb9laabqi9f]AI-Supported Activity
Sometimes there are more people who can support you than you might expect. AI can help you think about who may be able to assist you in different workplace situations. Copy your completed worksheet into your preferred AI assistant and use the prompt below.
AI Prompt D: Act as an experienced career coach specialising in inclusive employment. “I am preparing to start a new job. Based on my Workplace Support Network below:
· identify any important sources of support I may have overlooked;
· explain how each person could help me;
· suggest when it would be appropriate to contact them.
Keep your suggestions practical and suitable for my workplace.”
Review the AI suggestions carefully. Keep only the people and ideas that are relevant to your own workplace. Every organisation is different, so your support network may look different from someone else's.
[image: ]
Even with good preparation and appropriate support, challenges may still arise during workplace integration. The next section explores common workplace situations and practical strategies for responding to them. 
[bookmark: _heading=h.1pkuc96ykc8h]

5. Recognising and Addressing Early Workplace Integration Challenges
Workplace integration is a process that is different for every person. Some may have many years of work experience, while others may be returning to work after a career break, changing careers, entering employment for the first time or looking for work after previous unsuccessful experiences.
Workplace difficulties are often related to communication, unclear expectations, insufficient support, inaccessible work environments or the need for reasonable workplace adjustments rather than a person's abilities.
Recognising challenges early is an important part of successful workplace integration. Many difficulties can be addressed through open communication, appropriate support and timely problem-solving before they become more significant barriers.
The first step in solving workplace challenges is recognising them early. Paying attention to small warning signs makes it easier to address difficulties before they become bigger problems. The following examples can help learners recognise situations where additional support or action may be needed.
Early signs that workplace integration may not be going well
· Work tasks or expectations are unclear or change frequently.
· There is little or no feedback from the manager, making it difficult to understand what good performance looks like.
· Colleagues avoid communication or do not include the employee in discussions or team activities.
· Agreed workplace adjustments have not been provided or are not working in practice.
· Health or well-being is getting worse because of the work environment, schedule or workload.
· Persistent stress, anxiety or feelings of being overwhelmed begin to affect everyday work.
· Disrespectful comments, disability-related jokes, unfair treatment or other forms of discrimination occur.
[bookmark: _heading=h.op90vn1onyvn]
[bookmark: _heading=h.pwr3ue2fs50o]Reflection Activity
[bookmark: _heading=h.b7fcfjix3olj]How is your workplace integration going? (Tick the statements that describe your current situation.)
☐ My work tasks or expectations are unclear.
☐ I receive little feedback or find it difficult to understand.
☐ Communication with colleagues is difficult.
☐ The workplace support or adjustments I need are missing or not working well.
☐ My health or well-being has become worse since starting work.
☐ My stress or anxiety is increasing.
☐ I have experienced unfair treatment or discrimination.
☐ Other:................
[bookmark: _heading=h.73s9f5f75wr1]What do your answers suggest?
	Score
	Explanation

	✅ 0–1 statements
	Your workplace integration seems to be progressing well. Continue observing how things develop and ask questions whenever you need clarification.

	⚠️ 2–3 statements
	Some aspects of your workplace integration may need attention. Consider talking with your manager or HR representative to discuss your concerns and possible solutions.

	🟠 4 or more statements
	Several areas may require additional support. Consider contacting your manager, HR representative, career counsellor or another trusted support person as soon as possible.

	🔴 If you experienced unfair treatment or discrimination
Do not ignore the situation. Talk to someone you trust, such as your manager, HR representative, career counsellor or another support professional. Seeking support early often makes it easier to resolve workplace difficulties.






[bookmark: _heading=h.qupfw1d6znm4]5.1 Understanding Different Types of Workplace Challenges
Not every workplace challenge has the same cause. Identifying the type of challenge makes it easier to choose an appropriate response.
	Type of challenge
	Typical signs
	Possible first step

	Role and task expectations
	Work tasks are different from what was discussed during recruitment. Responsibilities or priorities are unclear. Success is difficult to measure.
	Discuss responsibilities, priorities and expectations with the manager. Clarify what successful performance looks like during the first months.

	Communication
	Instructions are unclear or inconsistent. Communication channels are confusing. Feedback is limited or mainly negative.
	Prepare questions before the conversation. Ask for clarification and agree on the most effective way to communicate.

	Workplace adjustments
	Agreed adjustments have not been provided, no longer meet current needs or do not work in practice. Health or productivity is affected.
	Describe the specific difficulty and discuss possible workplace adjustments or alternative solutions.

	Social integration
	Feeling isolated, excluded or unsure whom to trust. Difficulty understanding informal workplace rules or team dynamics.
	Identify supportive colleagues or mentors and gradually build positive working relationships.

	Health and well-being
	Fatigue, stress or health symptoms are increasing. Recovery time is insufficient. Work is becoming difficult to sustain.
	Review workload and daily routines. Consider discussing possible changes with the manager or another support person.

	Rights and fair treatment
	Disrespectful behaviour, discrimination, pressure or unfair treatment related to disability.
	Record facts and seek advice through appropriate workplace or external support services.


[bookmark: _heading=h.lrsr7f7oktyo]
[bookmark: _heading=h.52eryr29g5ys][image: ]
[bookmark: _heading=h.sscize4hmvl5]5.2 Action Ladder: Responding to Workplace Integration Challenges
Use the Action Ladder to organise the situation and decide on the next step.
	Step
	What to do

	1. Describe the problem
	Summarise the main challenge in one sentence.
Example: "The agreed workplace adjustment has not been provided."

	2. Identify the type of challenge
	☐ Role and task expectations
☐ Communication
☐ Workplace adjustments
☐ Social integration
☐ Health and well-being
☐ Rights and fair treatment

	3. Decide on the next action
	☐ Adjust the personal work plan or daily routine.
☐ Discuss the situation with the manager or HR.
☐ Request or review workplace adjustments.
☐ Contact a mentor, job coach or career counsellor.
☐ Use formal support mechanisms if rights may have been violated.

	4. Prepare the facts
	• What happened?
• When did it happen?
• Who was involved?
• How does it affect work or health?
• What support or change is needed?

	5. Choose where to seek support
	Within the organisation: Manager, HR representative, mentor or buddy, trusted person.
Outside the organisation: Employment Service, disability support organisation (NGO), Labour Inspectorate, Equality Body/Ombudsperson, Trade Union (if applicable).



[bookmark: _heading=h.34uvoakmyjmy][image: ]


Remember
Experiencing challenges during workplace integration does not mean that you are failing. Many difficulties can be solved by discussing them early and finding the right support.
[bookmark: _heading=h.su062qcixz6j]
6. Planning the First 30 Days
Workplace integration does not happen in a single day. It is a gradual process that develops over time as learners become familiar with their new role, colleagues, responsibilities and working environment.
Having a realistic plan for the first month can make this process more manageable. Instead of trying to remember everything or solve every challenge at once, learners identify a small number of practical priorities and organise them into achievable steps. This helps reduce uncertainty, build confidence and create a stronger sense of control during the first weeks of employment.
This section brings together the ideas, worksheets and practical activities completed in the previous sections. Learners use these to create a realistic 30-Day Workplace Integration Plan that can guide their first weeks in a new job. 
[bookmark: _heading=h.cbzh978opqmc][bookmark: _heading=h.3adqjawieowy]6.1 Creating a 30-Day Workplace Integration Plan
A successful start at work does not happen by chance. Planning your first month can help you feel more confident, stay organised and adapt to your new workplace step by step.
The 30-Day Workplace Integration Plan is a flexible planning tool. It is not a fixed schedule and can be updated as you gain experience during your first weeks at work.
Your plan focuses on four simple questions:
· What do I want to learn during my first month?
· Who do I need to meet or talk to?
· What workplace support will help me succeed?
· What habits will help me stay healthy and manage stress?
Together, these questions bring together everything you have learned throughout this module and help you prepare for a successful workplace integration.
Although self-care is included as one element of the plan, it is not explored in detail within this module. Learners will develop this topic further in a dedicated ARISE module focusing on self-management.
[bookmark: _heading=h.43b2dcqspxb]Practical activities
In this section, you will:
· Complete the 30-Day Workplace Integration Plan to organise your priorities for your first month at work.
· Use an AI Prompt to turn your ideas into a concrete and practical action plan.
· Review Marta's Case Study to see how these activities can be completed in a real-life workplace situation.
Together, these activities will help you start your new job with greater confidence, clear priorities and a plan for your first month. The emphasis is on creating a plan that is realistic, flexible and personally meaningful rather than trying to anticipate every possible situation.
[bookmark: _heading=h.piuo2fbarbi2]









Worksheet 5: My 30-Day Workplace Integration Plan
This worksheet will help you plan your first month at work.
[bookmark: _heading=h.4xpcug3lumlx]1. My Learning Goals
What do you want to learn during your first month?

[bookmark: _heading=h.i5q16lo5yddb]2. Important Conversations
Who would you like to meet or talk to during your first month?

[bookmark: _heading=h.p5bq1oxgosxd]3. My Workplace Support
What support or workplace adjustments will help you do your job well?

[bookmark: _heading=h.yz2jvivdfywb]
[bookmark: _heading=h.nfzeed2n7o7x]4. My Healthy Work Habits
What habits or routines will help you work without unnecessary stress?
 
[bookmark: _heading=h.65rln9f9qlr4]AI-supported activity
Use AI Prompt E to organise your ideas into a realistic 30-Day Workplace Integration Plan.
AI can help you:
· prioritise the most important tasks;
· organise meetings and learning activities;
· plan a realistic pace of adaptation;
· include workplace support and healthy work habits in your plan.
Review the AI suggestions carefully. Keep the ideas that fit your own workplace and personal circumstances, and adapt or remove those that do not.
[bookmark: _heading=h.9qaizgv3xeh6]AI Prompt E
Act as an experienced career coach specialising in workplace integration.
Here is my draft 30-Day Workplace Integration Plan:
My learning goals: …
Important conversations: …
My workplace support: …
My healthy work habits: …
Please help me create a realistic plan for my first 30 days at work.
· Suggest which activities I should prioritise first.
· Recommend a realistic order for meetings and learning activities.
· Suggest ways to avoid unnecessary overload while staying productive.
· Identify any important actions or conversations I may have overlooked.
Keep the plan practical, realistic and easy to follow.

[image: ]
[bookmark: _heading=h.hoqpdacihog5]7. Summary
[bookmark: _heading=h.beixwpu4601z]Moving Forward with Confidence
Starting a new job is a learning process for everyone. Learners do not need to know everything on their first day, nor do they need to solve every challenge on their own.
Throughout this module, learners have explored practical tools to prepare for workplace integration. They have identified their strengths and workplace support needs, practised introducing themselves professionally, prepared for conversations with a manager, mapped their workplace support network, and learned how to recognise and respond to common workplace challenges.
Successful workplace integration develops over time. Asking questions, requesting support when needed, and communicating openly are all signs of professionalism, self-awareness and a willingness to learn.
The worksheets and AI prompts included in this module can be revisited whenever learners start a new job, take on new responsibilities or prepare for important workplace conversations. These resources are designed to support continuous learning and workplace adaptation.
Every positive step towards understanding personal needs, communicating effectively and using available support contributes to greater confidence, independence and long-term success at work.
[bookmark: _heading=h.cfb08pl7j8y]
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Guidelines for Using Al in This Module

These guidelines follow the GDPR data minimisation approach and support the responsible use of Al.

Do not share personal information
Do not enter your real name or the name
of your employer.

Focus on functional needs
Describe functional limitations or workplace
support needs, not medical diagnoses.

Use Al responses as drafts
Treat Al-generated responses as drafts
for reflection, not final solutions.

Save important outputs separately

Save useful outputs outside the chat if you
wish to use them later.

Protect your personal data

Share only the minimum information necessary. Avoid sensitive data.
Review and remove anything that is not essential before using Al tools.
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CASE STUDY: MARTA

Marta is 34 years old and has a hearing impairment. She is starting a new job as a Customer Support Chat Operator.
Follow Marta throughout this module as she prepares and starts a new job.

WORKSHEET EXAMPLE - MARTA'S ANSWERS

FUNCTIONAL LAYER

Tasks

+ Respond to customer enquiries
in chat using standard scripts.

« Provide accurate written support.

Needs to learn
+ CRM system.

« Escalation procedures for
complex cases.

Workplace support

« Written versions of work
instructions.

SOCIAL LAYER

Works well

« Written communication
through chat instead of
phone calls.

Possible challenge

« Team meetings without
captions or written summaries.

Workplace support

« Important announcements
shared in writing.

What Marta did
Marta completed the Three Layers of Workplace Integration

Worksheet. She then used the Al prompt to reflect on her answers
and explore further challenges, strengths and recommendations.

PERSONAL LAYER

Helps me work well
+ A clear daily task list.

+ A quiet environment with
minimal distractions.

Important for others to know
+ | may need a little more time

to process new voice messages.

Al PROMPT EXAMPLE -
MARTA’S ANSWER

Possible challenges

+ Missing important information
during team meetings without
written support.

+ Feeling uncomfortable asking
colleagues to repeat spoken
information.

Strengths

« Strong attention to detail in
written communication.

» Structured and accurate way
of working.

Recommendation

Agree with the manager that
important announcements will also
be shared in writing.

Why this is important
Marta’s example shows how the tool and Al prompt can help

identify needs, prepare for conversations with the employer
and plan for a successful integration into a new job.
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CASE STUDY: MARTA

Marta has already identified her strengths, workplace preferences and support needs using the Three Layers
of Workplace Integration Worksheet. She now uses this information to create a Professional Workplace

Profile that she can adapt for job interviews, onboarding discussions and conversations with her manager.

PROFESSIONAL WORKPLACE PROFILE - MARTA'S PROFILE

1. How | Work Best

¢ Careful attention to detail.

* Strong written communication skills.

¢ Calm and professional when responding to challenging
customer enquiries.

2. How | Work Most Effectively

When tasks come in writing and | have time to concentrate
without background noise.

3. What Support Helps Me Succeed

* Important announcements from team meetings are also
shared in writing.

* When possible, | can agree to move part of meetings
to written communication.

WHAT MARTA DID

Al PROMPT EXAMPLE -
MARTA’'S PROFESSIONAL SUMMARY

| am a detail-oriented customer support professional
with strong written communication skills. | work best
when tasks are clearly explained in writing and | can
focus in a quiet environment. Written follow-up after
team meetings and the option to communicate
through chat when appropriate help me perform

at my best.

WHY THIS IS IMPORTANT

Marta turned her reflections into a short professional profile that
highlights her strengths, preferred working conditions and the
workplace support that helps her perform effectively.

A Professional Workplace Profile helps learners communicate their
strengths and workplace preferences in a clear, confident and
solution-focused way. It can be adapted for job interviews, onboarding
discussions, meetings with managers and conversations during the
first weeks of employment.
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| CASE STUDY: MARTA

Marta has already prepared her Professional Workplace Profile, describing her strengths,

preferred ways of working and the workplace support that helps her perform effectively.

She is now preparing for her first meeting with her manager.

To feel more confident, Marta thinks about the information she

would like to receive and the questions she would like to ask during the conversation.

MY FIRST MEETING
WORKSHEET - MARTA'S NOTES

Topics Marta wants to discuss

Expectations during the first weeks of work

Team communication and feedback

Written task instructions

Workplace support if needed

Who to contact if questions arise

(<J

WHAT MARTA DID

Before meeting her manager, Marta
identified the topics that were most
important to her and used Al to
generate additional questions.

She selected the questions that best
matched her own situation and created
a personalised list to guide the
conversation.

& »

Al PROMPT EXAMPLE -
MARTA'S QUESTIONS

After using Al Prompt C, Marta selected
the questions that were most relevant
to her situation.

How are important announcements from
team meetings usually shared with employees?

Is it possible to receive complex tasks in writing?

Who should | contact if | need a short break
during a particularly busy day?

How will | receive feedback during
my first few weeks?

What should | focus on during my first month?

WHY THIS IS IMPORTANT
FOR MARTA

Preparing questions in advance helped
Marta feel more confident and reduced
the uncertainty she felt before starting her
new job.

She could focus on understanding
workplace expectations and discussing
the support that would help her succeed.

This helped Marta build a positive
working relationship with her manager
from the very beginning.
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CASE STUDY: MARTA

Marta has already prepared for her first meeting with her manager and is now thinking about the people
who can support her during her first weeks at work. She completes her Workplace Support Network
worksheet to identify who she can contact in different situations.

WORKSHEET EXAMPLE - Al PROMPT EXAMPLE
MARTA’'S WORKPLACE SUPPORT NETWORK
Person / Role How can this person help? When‘m;tg}‘yl: Ma;ta After using Al Prompt D,
EHE L Marta reviewed the suggestions
T i and selected the ones that were
A Pl o s =
Manager Explains priorities and 'eﬂ sl _e needs relevant to her workplace.
(Markus) work expectations. clarification about
her tasks.
HR « Discusses workplace 2 Al SUGGESTION
[{o}} Representative adjustments. Whe". Sighes
M P! g i questions about
(Katri) * Explains company workplace support. @ Health and Safety Officer
procedures. (if available).
g R Colleague o Helps with the CRM system.  * When she needs
ractical help with
(Laura) « Answers everyday questions. Za“y =N P Internal employee chat
B or communication
channel.
SQ ::i;:;r / * Not assigned yet. -
O Career Counsellor/ o Provides advice if * If she needs additional ¢03  Experienced colleague
-J Support Professional challenges arise. support after starting ™ from another team.
(Pille) work.
= WHAT MARTA DID * WHY THIS IS IMPORTANT
@ Marta identified the people she could @ A workplace support network is not always
already rely on. obvious during the first days of a new job.
She noticed that some sources of support @ Identifying the right people helps Marta get
were still missing. information, answer questions and solve

problems more easily.

The Al suggestions helped her think about
additional people and resources that might
be useful after she started work.

© ©®

@ It makes her feel more confident and
comfortable asking for help when she needs it.
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Six Types of Workplace Integration Challenges
(Based on the “Types of Problems” table)

I~
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Action Ladder: Responding to Workplace
Integration Challenges

Use the Action Ladder to organise the situation, understand what kind of
problem you are facing, and decide on the next best step.

Gather
jaichuity Decide on the facts
Describe the type next actions

the problem of problem
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CASE STUDY: MARTA

Marta has already identified her strengths, prepared for conversations
with her manager and identified the people who may support her during
workplace integration. She has also learned how to respond to common
workplace challenges. She now brings these ideas together into a
realistic plan for her first month at work.

MY 30-DAY WORKPLACE
INTEGRATION PLAN — Al PROMPT EXAMPLE -

MARTA’S NOTES MARTA'S 30-DAY PLAN

My priorities for the first month After using Al Prompt E, Marta decided
to add two more actions to her plan.

Learn how the CRM system is used
in daily work.

Understand the team’s routines and
communication practices.

Schedule a short check-in with my
manager at the end of the first week.

Meet with my manager and
discuss expectations.

(™)

Review my progress every Friday
and update my plan if needed.

Talk with HR about workplace
support arrangements.

Use written task instructions and
organise my work with a daily checklist.

WHAT MARTA DID ¢  WHY THIS IS IMPORTANT

FOR MARTA
Marta brought together everything she had Clear priorities reduce uncertainty
prepared throughout the module into one A realistic plan helps Marta focus on what

practical plan for her first month at work. is most important instead of trying to do

everything at once.
She identified her learning priorities, planned
important conversations, considered the Support becomes part of the plan
workplace support she might need and Thinking about workplace support before
included simple habits to help maintain starting work makes it easier to ask for
her well-being. help when it is needed.

Flexibility supports successful integration
Because the plan can be reviewed and
updated, Marta can adjust it as she learns
more about her workplace and becomes
more confident in her new role.

Her plan gives her a clear starting point
while remaining flexible enough to adapt
as she gains experience.
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