


Most companies will already have a system in place, so the 
one major challenge is going to be shifting this from an 
office-based setting to a virtual one. Yes, there’s going to be a 
few tweaks that need to be made, but hopefully you've already 
got the majority of your program covered. 

USE WHAT YOU ALREADY HAVE

Onboarding requires a good deal of effort at the best of times, 
and even more so when new employees are based remotely. 
So how can a successful virtual onboarding process be 
developed and implemented? We've put together some key 
tips and considerations to help you on your way and make 
sure that new hires are happy, productive and part of the team 
as quickly as possible.



Planning ahead is always crucial whether your new employee is 
joining you in the office or not. Make sure they've got the tools they 
need to do their job well ahead of their first day. 
 
Make them feel welcome: Anyone can feel nervous about starting 
somewhere new, so make sure they know you're excited to have them join 
the team. Get in touch with them before they start by sending an email or a 
card. Lots of companies also send their new starters welcome packs 
(notepad, pen, a reusable water bottle etc.) which goes a long way to 
helping them feel welcome. 
 
Send technology ahead: Laptops, phones or anything else they need 
should be sent to their home in plenty of time before starting. Be sure that 
it's all configured, has the correct software installed and that access 
information has been provided securely. It's not going to be as easy to pop 
to their desk to help, so set up a meeting with IT or the relevant person on 
their first day to troubleshoot any potential technical issues. If you're not 
able to get a company laptop to them, consider whether they can be set up 
on a personal computer for the time being.

Set up an online welcome pack: The world is becoming increasingly 
paperless, so use the opportunity to switch this to an online format. Include 
all the normal parts (policies and procedures, outline of their role, HR 
documents, a list of phone numbers, a schedule for their first few weeks 
etc.) but make sure it's all easily accessible online for them. Having an 
online welcome pack also means that it's easy to make changes to and 
keep updated in the future. Send them a welcome email with what they can 
expect from their first day, when they need to log on, and who their first 
meeting will be with. For any documents that need to be signed, an app like 
DocuSign can be incredibly helpful.

PREPARATION IS KEY



Just because an employee is working remotely, they 
shouldn’t feel like they’re stuck in their own personal 
bubble. Make regular interactions with their colleagues’ 
part of their everyday.

KEEP UP COMMUNICATION

Meet the team: In the office you’d introduce your new employee 
face to face with the team, so virtual onboarding should be no 
different. Schedule a time for them to meet everyone via Zoom, 
Microsoft Teams or whatever system you prefer both as a group 
and on a one to one basis. This really helps new employees to 
put faces to names and make everything goes a little smoother. 
Think about who they should meet to build their internal network 
and introduce them to colleagues in other departments to help 
them gain a deeper understanding of the company. 

Consider a "welcome buddy": In the office a new starter will be 
able to pop over to a colleague’s desk at any time so it’s useful 
to assign a designated "welcome buddy". They should be 
someone in a similar role who can be a friendly face to help 
answer any questions or deal with any issues. They’ll also be 
able to provide information that formal onboarding might not 
cover like why things are done in certain ways, how certain 
people like to work and so on. 

Set clear channels: Communication should include both the 
practical parts of their role and the social side of things. Whilst 
working remotely it's a good idea to set your new starter up in the 
relevant groups and be clear about what channels are used for 
what purpose. Perhaps it's Slack or Microsoft Teams for 
work-related chats (which makes it easy to use messaging, voice 
or video calling to ask questions, offer help and share documents) 
and WhatsApp for social. 

Check in regularly: It’s unlikely that you’ll be overcommunicating 
during your new starters first few weeks. Managers should 
schedule weekly one-to-one meetings, as well as brief check-ins 
throughout their first few weeks to find out how they’re progressing. 
Remote working has the potential to feel isolating so have 
open-ended conversations to ensure all is going well and allow 
them to voice any concerns. 



Culture is key when it comes to keeping employees happy and 
engaged. In an office you're constantly immersed in the 
company's culture so it’s easy to pick up on, but for remote 
workers it can be more difficult to acquire this understanding.

MAINTAIN COMPANY CULTURE

Set up an introductory session: Think about having a session, or calls 
with senior members of the company, that can include an introduction to 
the company’s history, culture, mission and structure. They should have a 
good idea of what common goals they're working towards. Providing a 
sense of purpose is especially important when working remotely. At the 
very least, it’s a good idea to ensure these subjects are available online for 
new employees to browse through at their leisure. 

Adapt activities: What does your company do to bring everyone 
together? Is it yoga or workout sessions, shared mindfulness, team 
lunches or a drink on a Friday afternoon? It's even more important to 
continue these activities whilst working remotely to develop a sense of 
community so think about how you might be able to run or do something 
similar via a virtual platform.



SWITCH TO VIRTUAL TRAINING
Make the most of technology: What does training usually look like 
in the office? Is it shadowing a colleague or having them go 
through systems and processes? Whatever it is, think about how 
it can be done virtually. With the help of Zoom, set up a one to one 
call with the relevant person and use a screen share to 
demonstrate and run through the same information. If you’re 
going to be making a number of hires, it could also be useful to 
record some of these sessions for future use which will save time, 
and also allow new starters to go through information at their own 
pace. 
 
Be flexible with timing: It can be tiring to be on video calls all day 
so encourage regular breaks and allow for downtime in your 
training program. Consider spacing out learning slightly more 
than what you normally would in the office. This gives your new 
starters the chance to ask questions and absorb information, 
rather than inundating them with content all at once. It’s also 
important to be mindful of personal circumstances. Perhaps your 
new starter is balancing childcare with a partner or sharing the 
only quiet room in the house. Allowing a little bit of flexibility if 
needed will be greatly appreciated. 



MAKE EXPECTATIONS CLEAR
Set them up from the start: On your new employees first day, set up a 
video call with their manager to go over what they should expect during 
their onboarding. Make sure they have a schedule for their first few weeks, 
go over what this will include, how they should manage their time and what 
will be covered. They should also be clear on working hours and if there’s 
any flexibility during their day. What do they need to do if they need to step 
away from their desk or make an appointment, do they need to notify 
colleagues and how should they do this? 

Understand the role: Make sure your new hire is clear on what the 
expectations are of their role and understand their objectives as soon as 
possible. They need to feel that they are working towards a common goal 
which will really help with keeping up motivation whilst working remotely. 
Put in place timelines for training and reviews. Team members also need 
to be able to rely on each other to make sure they complete assigned 
tasks so think about what systems could be put in place to keep up 
accountability. This could be keeping notes of their weekly learnings 
during the onboarding process and sending a recap at the end of the 
week.



Virtual onboarding might be entirely new in your company so 
it’s expected that everything might not work out in practice as 
smoothly as you would have liked. For each process you 
implement, gather feedback from existing and new 
employees to see what worked well and what might need to 
be changed. Virtual onboarding can then be refined to make 
the experience even better and more effective. The measure 
of success is that your new hire feels welcomed and 
supported in your company and they’ve been set up with the 
tools and resources to get a solid start in their role.

REVIEW YOUR PROGRAM


