
Welcome to Hanover Township’s O4U, (Orientation 4 yoU!). Please press and hold the “CTRL” button on the keyboard and click here with the mouse cursor to schedule a time for the new employee’s orientation. It is important to note, all new employees must bring their state or federal issued ID card, and their Social Security Card.
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	Welcome to the HT Team!
	Human Resource Processing
	Department Orientation*

	
 FORMCHECKBOX 
8:30 AM – 9:00 AM
Introductions and overview of Orientation Program

 FORMCHECKBOX 
9:00 AM – 9:15 AM
Video orientation on Township Government

 FORMCHECKBOX 
9:15 AM – 10:00 AM
Meeting with Administrator to learn about Hanover Township
 FORMCHECKBOX 
10:00 AM – 10:45 AM
Tour of Township and introductions to front line staff.
 FORMCHECKBOX 
10:45 AM – 11:00 AM
Employee Break
	
 FORMCHECKBOX 
11:00 AM – 11:15 AM
Orientation on Hanover Township Personnel Policies

 FORMCHECKBOX 
11:15 AM – 11:30 AM
Explanation of Employee Benefits

 FORMCHECKBOX 
11:30 AM – 12:00 Noon
Central processing and explanation of necessary paperwork and issue Employee ID Card
 FORMCHECKBOX 
12:00 PM – 1:00 PM
Lunch with available Township Official, manager and human resource representative
	
 FORMCHECKBOX 
1:00 PM – 1:30 PM
Introduction to co-workers and department staff
 FORMCHECKBOX 
1:30 PM – 2:00 PM
Review of Employee’s job description and performance expectations, etc. Goals may also be developed during this time.

 FORMCHECKBOX 
2:00 PM – 3:00 PM
Tour of administrative functions: show employee their workstation; take an inventory of workplace; show employee where to mail, copy, surplus supplies are located, etc.; inform employee on parking, dress and any departmental policies.
 FORMCHECKBOX 
3:00 PM – 3:30 PM
Instruction on how to access Township Employee Support Services; i.e., computer log-on, email, server space, etc.

 FORMCHECKBOX 
3:30 PM – 4:00 PM
Employee evaluation on first day.


*Each department should develop its own unique orientation program to ensure proper training for employees. The O4U! program establishes guidelines and suggestions for ensuring an employee is properly oriented after their first day.
FORM 2.2�New Employee Orientation Checklist, (O4U!)
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