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What is onboarding and why is it important?

The challenge: How to successfully onboard remote employees

The solution: The new world of remote onboarding

Key elements of successful remote onboarding
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Days 1-30
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Kick off your remote onboarding process with Bob

Remote onboarding doesn’t need to feel remote
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Today’s ambitious businesses are wising up to the power of a 
global workforce. Not only does it reduce overhead costs for 
your business, but it also opens you up to a much larger talent 
pool of professionals worldwide.

In North America alone, around 25 percent of professional 
jobs are currently remote work opportunities, and this figure is 
expected to continue to grow throughout 2023.
For HR directors, this presents a unique challenge: How do you 
make sure you’re making the right hires? How do you go about 
planning your global workforce management? And how can you 
be sure your onboarding program is helping new joiners enjoy a 
smooth transition that boosts their ultimate effectiveness?

The stakes are high. Recruitment is an expensive business; 
according to the Society for Human Resource Management 
(SHRM), it costs nearly $4,700 to make the average hire. While 
onboarding programs last 90 days on average, it typically takes 
as long as 12 months for people to reach their full potential at 
work. That means the real cost of recruitment can be as much as 
three or four times their salary.

According to Gallup, people who have a positive onboarding 
experience are almost three times as likely to feel prepared 
and supported in their role. This boosts their confidence, their 
productivity, and their ability to seamlessly become a member 
of the team.

With traditional onboarding programs built around a physical 
office, how can you build a strategy that works effectively for 
remote workers? Let’s dive into some of our finest remote 
onboarding tips.

https://www.hibob.com/resources/
https://www.theladders.com/press/25-of-all-professional-jobs-in-north-america-will-be-remote-by-end-of-next-year
https://www.hibob.com/blog/global-workforce-management/
https://www.hibob.com/features/onboarding/
https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/the-real-costs-of-recruitment.aspx
https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/the-real-costs-of-recruitment.aspx
https://www.gallup.com/workplace/247076/onboarding-new-employees-perspective-paper.aspx?thank-you-report-form=1
https://www.gallup.com/workplace/353096/practical-tips-leaders-better-onboarding-process.aspx
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SHRM defines onboarding as “integrating a new employee with 
a company and its culture, as well as getting a new hire the tools 
and information needed to become a productive member of
the team.”

Onboarding is a comprehensive, strategic process that starts as 
soon as an offer is made to the job seeker and should continue 
throughout their first year of employment. A positive onboarding 
experience reassures people that they made the right decision in 
joining the company, and motivates them for future success.

Put simply, having a structured onboarding process is good 
business practice. It improves productivity among new joiners 
and accelerates their connection with their team. There’s a
clear connection between effective onboarding and performance 
at work.

What is onboarding and 
why is it important?

It also reduces anxiety and increases their confidence at work. In the 
United States, it’s estimated that 26 percent of adults suffer from 
a diagnosable mental disorder in any given year. Left unchecked, 
unintentionally poor people management can have a real impact on 
business. When too few people have too much work, the stress can 
quickly snowball. People leave without being replaced, customers 
grow, people take annual leave and sick days, and workloads naturally 
increase. These gradual changes lead to team members becoming 
overwhelmed and unable to cope.

The costs of this kind of situation can pile up fast. In the UK, for 
example, research estimates that poor mental health costs employers 
£45 billion every year. On the other hand, for every £1 spent on 
mental health provisions, businesses get back £5 in improved 
productivity, and reduced absence and staff turnover.

An effective and thorough onboarding plan can mitigate many of 
these risks.

https://www.hibob.com/resources/
https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/new-employee-onboarding-guide.aspx
https://www.hibob.com/hr-glossary/onboarding/
https://www.hibob.com/guides/the-ultimate-guide-to-onboarding/
https://www.hibob.com/guides/onboarding-and-performance-connection/
https://www.hopkinsmedicine.org/health/wellness-and-prevention/mental-health-disorder-statistics
https://www.newstatesman.com/spotlight/healthcare/2021/10/workplace-wellbeing-employers-invest-mental-health
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Although most HR leaders recognize that first impressions and 
positive onboarding experiences are important to retaining 
employees, there’s still plenty of room for improvement. Only
12 percent of employees think their company did a great job 
with their onboarding in the real world.

Equally, Gallup found in 2022 that only 21 percent of employees 
are engaged at work and only 33 percent reported thriving in 
their overall wellbeing. Instead, most said that they don't find 
their work meaningful; and this kind of low engagement costs 
the global economy $7.8 trillion a year.

In the world of remote work, it’s much easier for onboarding 
to go wrong, leaving the new joiner feeling unappreciated 
and disconnected. Any remote first day will feel particularly 

The challenge: How to 
successfully onboard 
remote employees

frustrating if, for example:

•  Their computer doesn’t arrive before their start date.

•  Their manager is late to the kick-off videoconference.

•  They have to spend several hours on their first day filling out  
 documents—retyping their contact information each time.

In the office, it’s much easier for a co-worker or manager to pick 
up on social cues and make a real impression on a new joiner. 
It’s also easier to spot things they’re struggling with, or any 
frustrations they might be experiencing. In a remote setting, 
little problems can grow undetected. That means that a formal, 
high-quality onboarding process is all the more critical.

https://www.hibob.com/resources/
https://www.gallup.com/workplace/238085/state-american-workplace-report-2017.aspx
https://www.gallup.com/workplace/349484/state-of-the-global-workplace-2022-report.aspx
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As a result, remote onboarding must go to even greater lengths 
to be creative, transparent, and efficient to inspire new hires. 
It must connect them with the company culture and other 
workers—without the benefit of real-world company events or 
impromptu conversations at the water cooler.

Additionally, it must tackle the unique needs of remote 
workers. Team members will need equipment to be shipped 
to their homes, and will possibly even have a guided setup 
session with someone from the IT department. They also may 
need help setting up their office, or a 101 primer to help them 
be truly productive in their own space. Bringing them into 
regular team meetings and onboarding them onto your instant 
communication tools will also give them easy access to others, 
to ask questions and build connections.

The solution: The 
new world of remote 
onboarding

https://www.hibob.com/resources/
https://www.hibob.com/hr-glossary/remote-onboarding/
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Successful remote onboarding should include logistical 
preparations that enable the new joiner to begin work on 
the first day. It should also educate the new hire about the 
company’s culture and create a sense of transparency and 
camaraderie.

The remote onboarding process can be separated into a series 
of phases. These reflect the changing needs of the new hire 
throughout their first year of employment. Each phase has its 
own goals supporting the development of the new hire and 
preparing them for the next step of their onboarding process.

While not exhaustive, these example checklists represent remote 
onboarding best practices, and should be used as a guide when 
planning your own strategy.
Combine these with our easy-to-use templates to create the 
optimum remote onboarding experience.

Key elements of
successful remote
onboarding

https://www.hibob.com/resources/
https://www.hibob.com/hr-tools/employee-onboarding-templates/


8Guides by HiBob | Visit our Resource Center

The preboarding period is used to reinforce the new hire’s 
decision to join the company and reduce apprehension regarding 
their new job. This period will also be used to set up the remote 
office and minimize the logistical bureaucracy of the first day.

Preboarding

Day Responsibility Action

-14 HR • Prepare and send employment contract, NDA, and any other critical-to-start forms

-12 Employee • Sign and return any of the above forms

-12 HR • Confirm receipt of signed contract (if not using a digital signature application)
• Send welcome email to new hire to personal email

-12 Manager • Request new hire’s office hardware and software from IT department

https://www.hibob.com/resources/
https://www.hibob.com/blog/what-is-preboarding/
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Day Responsibility Action

-11 IT • Order new hire’s hardware and software

-9 IT

• Prepare and provision passwords on all systems for new hire, including bob or HRMS
• Ship computer equipment to new hire
• Send shipping info to new hire and ask them to contact IT within 24 hours of delivery to  
  arrange conference call (and unboxing if needed)

-7 HR
• Send tax forms, health declarations, work permit confirmation, and insurance  
 paperwork to employee

-5 HR • Send preboarding questionnaire (meal preferences, allergies, shirt size etc.)

-5 Employee • Fill out and submit preboarding questionnaire

-3 or -2 HR
• Send company swag (mug, t-shirt, notebook etc.) for first day delivery
• Verify that new hire tax forms, health declarations, and insurance paperwork  
 have been received 

-3 or -2 Hiring 
manager

• Send new hire intro email to the department/company with start date
• Arrange team/department conference call for day one
• Order lunch, chocolates or a bottle of wine for day one delivery
• Arrange video conference calls with direct team and other key coworkers  
 for first week

https://www.hibob.com/resources/
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This period is designed to make the new hire’s first day a 
positive, productive experience, and to begin to connect them to 
the company culture. Managers will begin to set goals with them, 
and they’ll start becoming productive.

Days 1-30

Day Responsibility Action

1 Manager

• Welcome new hire with 1:1 video conference
• Agree on mechanisms for bridging distance or time zones (such as check-in  
 message or mid-morning coffee chat)
• Discuss desired frequency of communication and management style
• Hold team welcome call using videoconferencing software
• Assign a “work buddy” to new hire

1 HR • Hand over tax forms, health declarations, and insurance paperwork

https://www.hibob.com/resources/
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Day Responsibility Action

1 IT
• Hold conference call with new hire to set up and introduce company IT systems
• Send additional usage instructions as needed

2-7 HR
• Send any additional legal forms, NDAs etc. that haven’t been signed yet
• Introduce new hire to learning processes, systems, and personal development policies
• Have employee confirm bank details in employee record

2-7 Hiring manager 
or manager

• Introduction to company market and solutions
• Explain company culture and values to the new hire
• Set up meetings with key people  
   (department heads, members of the management team)

4 HR or hiring 
manager • Set up mentoring program for new employee

5 Direct manager
• Connect the new employee to other employees who share common interests  
 on corporate social networks
• Introduce new hire to Slack groups and Asana

5 HR • Enroll employee in pension, insurance, and benefits plans
• Arrange CEO conference call with all new hires during last 30-day period

https://www.hibob.com/resources/
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Day Responsibility Action

7-30 Employee
• Meet additional coworkers as needed
• Connect socially with other employees through Slack or other social mechanism
• Work on meeting 30-day goals

30 Manager

• Review 30-day progress 
• Discuss how to overcome challenges (if any)
• Identify areas for improvement or training
• Identify project for new hire to lead
• Discuss goals for next 30 days

30 HR
• Make quick social call to new hire
• Send 30-day new employee survey

30 Employee • Complete 30-day new employee survey

https://www.hibob.com/resources/
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This period is designed to further acclimate the team member 
to the work processes of the company, increase their social 
connections, and help them become successful.

Days 31-60

Day Responsibility Action

60 Manager

• Review 60-day progress 
• Discuss how to overcome challenges (if any)
• Identify areas for improvement or training
• Identify project for new hire to lead
• Discuss goals for next 30 days

60 HR
• Make quick social call to new hire
• Send 60-day new employee survey

60 Employee • Complete 60-day new employee survey

https://www.hibob.com/resources/
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This period is designed to keep the professional excited as they 
achieve greater independence and increase their productivity. 
They should be building social connections and finding their 
place within your organization and its culture.

Days 61-90

Day Responsibility Action

90 Manager

• Review 90-day progress 
• Discuss how to overcome challenges (if any)
• Identify areas for improvement or training
• Discuss goals for next 90 days or until company-wide review cycle

90 HR
• Make quick social call to new hire
• Send 90-day new employee survey

90 Employee • Complete 90-day new employee survey

https://www.hibob.com/resources/
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Bob includes a number of tools and workflows that will help you 
smoothly onboard your people, both remote and in-house 

Onboarding workflows that streamline your process

• Set up remote onboarding flows to easily request and collect 
 the right information.

• Automate the details of the onboarding process so you can  
 set it and forget it.

• Personalize onboarding for remote and in-house talent with  
 just a few clicks.

• Create a consistent, high-quality remote onboarding  
 experience.

• Ensure excellence by never forgetting the little things.

Jump-start engagement during preboarding

•  Excite your talent before they get started by giving them a  
 feel for your company and culture.

•  Help them get paperwork tasks out of the way, to clear space  
 for an engaging and exciting first day.

•  Showcase your company culture and share custom images or  
 videos.

•  Personalize preboarding and onboarding communications  
 with fonts, formatting, and autofill fields.

Reduce first-day bureaucracy
Let new joiners complete their details online and upload copies 
of documents during preboarding so they can spend more of 
their first day getting to know their teammates and their new 
company.

•  Distribute key handbooks and policies for perusal and reading  
 in advance.

•  Collect only the details you need—no more and no less.

•  Finish most new-hire processes before day one (hooray!).

Kick off your remote 
onboarding process with Bob

https://www.hibob.com/resources/
https://www.hibob.com/blog/onboarding-automation-using-task-lists/
https://www.hibob.com/blog/how-to-create-a-personalized-onboarding-experience-with-bob/
https://www.hibob.com/hr-glossary/company-culture/
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Build social connections that last
Introduce new hires to your company, culture, and team 
before they join to set them up for success. Let them discover 
coworkers who share interests and hobbies with the option to 
connect with them socially.

•  Reduce first-day jitters.

•  Kick-start working relationships with a clear People Directory  
 and Org Chart.

•  Build social relationships without the water cooler or  
 company cafeteria

Set tasks and encourage rest
Walking is a proven way to improve mental health but leaving 
the workplace during the day is a tough ask for some. Remove 
the guilt and anxiety around people leaving the office for 30 
minutes by sharing local walking routes and asking your senior 
team to champion walking meetings. Make these breaks as 
normal and essential as a morning coffee.

•  Help new starters get quickly oriented with Bob’s automation  
 for new-hire tasks.

•  Set up customized workflows broken down by tasks.

•  Empower people to collaborate easily.

Set goals and get it done
Drive productivity by putting meaning behind what your people 
do with vision and company alignment.

•  Establish easy-to-track KPIs.

•  Spot top talent in your organization, filtered by individual or  
 team.

•  Assign objectives and get things moving.

Engage with surveys and shoutouts
Use surveys to periodically get feedback from new joiners to 
ensure their success, and publish shout-outs to make people feel 
truly welcome.

•  Enable anonymous feedback..

•  Have your finger on the pulse of new team members and  
 check in on them.

•  Personalize surveys with a form editor.

•  Integrate shout-outs to celebrate your organization’s growth.

https://www.hibob.com/resources/
https://www.hibob.com/features/surveys/


17Guides by HiBob | Visit our Resource Center

In today’s rapidly changing employment landscape, HR leaders 
need to build a company culture that lasts.
Effectively onboarding remote or hybrid workers fosters 
camaraderie and commitment, builds loyalty, and forges 
stronger, more productive teams. 

We built Bob so you can put your people first. With integrated 
onboarding and preboarding workflows, social connectivity, goal 
and task setting, and all the insights you need. Helping you lay 
the foundations for a culture that keeps your top talent firing  
on all cylinders.

Remote onboarding 
doesn’t need to
feel remote

https://www.hibob.com/resources/
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At HiBob, we’ve built a modern HR platform designed for 
modern business needs—today and beyond. 

An HR platform such as Bob offers a one-stop shop for all 
things HR. It sits at the center of your HR ecosystem, is fully 
customizable, and grows with your organization.

For HR
It delivers automation of many common 
processes, allows greater oversight and 
visibility of the business, and centralizes 
all people data in a secure, user-friendly 

environment.

For employees
It’s the tools and information they 

need to connect, develop, and 
grow throughout their journey.  

For managers
It provides access to data and 

insights to help them lead more 
effectively and streamline processes.

Meet Bob
In a short time, Bob can be deployed to enable communication, 
collaboration, and connectivity that drives stronger engagement, 
productivity, and business outcomes.

https://www.hibob.com/resources/
https://www.hibob.com/hr-glossary/hr-automation/
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Now is the time to make smarter decisions 
when it comes to your people and 
organization.

To learn more about HiBob and our data-driven  
tools, get in touch with us at contact@hibob.com

SCHEDULE A DEMO

Hibob.com

NEW YORK
205 Hudson St.
New York, NY 10013

TEL AVIV
28 Ben Avigdor St.
Tel Aviv 6721848

AMSTERDAM
Weesperstraat 61-105
1018 VN Amsterdam
Netherlands

SYDNEY
Redlich, Level 65
19 Martin Place
Sydney NSW 2000

LONDON
Boundary House
91-93 Charterhouse St.
London EC1M 6HR, UK

https://www.hibob.com/resources/
mailto:contact%40hibob.com?subject=
https://www.hibob.com/book-a-demo/
https://www.hibob.com/book-a-demo/

