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REMOTE ONBOARDING 

The onboarding experience can leave a lasting impact on new employees so it's very 
important to put time and effort into this process. Remote onboarding has the additional 
challenge of adequately conveying a company culture or finding ways of creating 
connection with its new employees.   

1. CREATE AN ONBOARDING PLAN 

If your company already has an onboarding structure in place, for e.g. a set of 
workshops or information sessions for new employees, it's still a good idea to have a 
tailored plan for each individual employee with relevant people in their work life 
involved in its creation. Having a plan in place means that you are able to set 
expectations both for the new employee and their existing team in how they can 
support the onboarding process. It also provides a bit of structure which makes it 
easier for the new employee to navigate their new company remotely. 

2. A WELCOME MAIL & DOCUMENT 

A simple, low effort option is to have a welcome email ready waiting in your new 
employees inbox. The email can simply contain information on who their new team is, 
relevant links to the company wiki and what they can do on the first day to familiarise 
themselves. Some people might find it overwhelming to get a lot of information before the 
time. The benefits which we see are that the individual is able to digest the information in 
their own time and refer to it whenever they need it.  

Some useful topics to include might be : 

● Who to contact for support/help for different problems 

● A list of useful channels to join on your company instant messenger 

● Information on how to get set up with HR systems, communication tools etc. 

● What to expect for the coming week 

3. MAKE TIME TO WELCOME YOUR NEW EMPLOYEE 

When a new employee starts it’s useful for them to have a catch up with their manager. 
A simple 30 minute coffee chat just to check in that they have everything they need and 
that they are settling in okay. This is also a great way to set expectations for the first two 
weeks and make sure that the new employee is not too overwhelmed.



 

 

4. FIND MENTORS 

Mentors are a great way to provide new remote employees with additional support. 
A few weeks before the new employee starts decide who will be their onboarding 
mentors. Communicate your expectations for the mentors and ensure that they have 
a plan in place for what they will do. These are people that your new employee can 
go to at any time to ask any questions regarding their onboarding experience. 
Schedule time with them and the new employee in the first week so they can get to 
know each other. 

5. SCHEDULE COFFEE / TEA CATCH UPS 

It can be a bit awkward for new employees to take the first step and reach out to 
people they haven't yet met or interacted with. Help take the pressure off them and 
schedule some light coffee chats (remembering to add a video call link) with people 
that they will work with regularly. Framing it as a coffee chat helps them to simply 
create a connection with the other person. 

6. SLACK TIME 

 It can be tempting to get your new employee onboarded as quickly as possible but 
remember to also give them some slack time. In the first few weeks of starting at a 
new company, there is a lot of information to digest, people to meet and things to 
do. Make sure that you also give your new employee so time to adjust and take 
things in (and make sure they know this is ok). They will also need time to read and 
explore your documentation and will likely want to set up their own coffee chats too. 

  

 While these are just a a few tips for onboarding remote employees, what matters in 
finding ways to help them get connected and feel like a part of the team.


