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Overview

Learning Objectives:

• Analyze gaps and identify challenges in current 

onboarding structure

• Create a successful virtual onboarding framework

• Utilize available resources and develop new ones
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Poll 1

What are you most looking to gain from this 
webinar? (select one)

• Evidence of successful onboarding to use for advocating 
for stakeholder buy-in to allow remote hires

• Improve current virtual onboarding processes in your 
office that already allows remote work

• Draft an onboarding process for your office that already 
allows remote work
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Virtual Onboarding

• Preparation 

• Pre-boarding

• Onboarding

• Production
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Video 1

Donlan, D. Workplace Orientation is Not 

Training [Video]. TEDxBryantU

https://youtu.be/5A1dW9hwl0M
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https://youtu.be/5A1dW9hwl0M
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Poll 2

Since March 2020, have you hired an employee 

to work 100% virtually and/or were you hired to 

work 100% remotely?

● I hired someone

● I was hired

● Neither
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Preparation

Analyze gaps & 

Identify challenges in 

current onboarding 

structure
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Preparation

• Update or develop a 
structure for onboarding 
new hires

• Understand institutional 
policies and procedures 
regarding telework or 
remote work
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Poll 3

Does your office have a new hire 
handbook/onboarding guide?

● Yes
● No
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Preparation - New Hire Guide
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Preparation

Develop a timeline for onboarding based 

on the new hire guide
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Preparation
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Month 3 Check-in

● Milestones met?
● Continuous training
● Schedule update
● Evaluate training
● Needs?
● Buddy
● Mentor

Month 1 Check-in

● Schedule
○ Training check-in

● Buddy
● Mentor
● Systems access
● Follow-up on Intros
● Needs?

First day/First Week

● Welcome
● Strategic 

Introductions
● Access to systems
● Culture
● Schedule
● Buddy 
● Mentor

Preboarding

X

● Start Early
● Equipment
● Human Resources
● POCs
● Schedule
● Expectations

Onboarding Timeline Overview
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Onboarding Timeline Sample
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Poll 4

Does your office have an established

Onboarding process?

● Yes

● No
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Video 2 

Capital Associated Industries. Two 

Onboarding Experiences - Which First Day 

on the Job Sounds Like Your Workplace?

[Video]. YouTube. 

https://youtu.be/OxWj7Z_2jOY
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Poll 5

Who do you relate to in the 
video?

● Jane Regret
● Tom Happy 
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Pre-boarding

• Job offer accepted – now what?

▪ Start Early

– Equipment and software

– Human resources

– Identify systems and prepare 

permissions
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Pre-boarding

Communication with new hire – what to include?

▪ Points-of-contact

▪ Schedule

▪ Expectations

– Office

– Institution
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Pre-boarding - Sample letter
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Poll 6

Does your institution provide a WiFi 
monthly stipend?

● Yes
● No
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Onboarding- Virtual Welcome
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Onboarding - Strategic Introductions
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Onboarding - Culture

● Diversity, Equity, Inclusion, and Accessibility
● Values

○ Relationships
○ Integrity
○ Growth
○ Accountability
○ Trust

● Work/Life Balance
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Onboarding

o Schedule

• Mix independent learning with team 

interaction

• Do not try to get to everything in the first 

week

• Schedule regular check-ins with manager
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Onboarding

28

https://podcasts.apple.com/us/podcast/taken-for-granted-satya-nadella-is-building-the-future/id1346314086?i=1000563435670

https://podcasts.apple.com/us/podcast/taken-for-granted-satya-nadella-is-building-the-future/id1346314086?i=1000563435670
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Onboarding - Buddy vs Mentor

Onboarding Buddy

● friendly face & peer
● similar role
● provides shadowing 

experience
● provides advice and 

support (short- or long-
term

29

Mentor

● formal, structured
● higher level or previous 

experience
● long-term process
● discussions are 

confidential
● work together to ensure 

success and 
development of mentee
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Production

• Post-orientation/onboarding

• Priorities and Goals

• Performance review

• Milestones achieved?

• Contributions to bigger 

picture
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Additional Resources

● Donlan, D. Workplace Orientation is Not Training [Video]. TEDxBryantU 

https://youtu.be/5A1dW9hwl0M (Video 1)

● Capital Associated Industries. Two Onboarding Experiences - Which First Day on 

the Job Sounds Like Your Workplace? [Video]. YouTube. 

https://youtu.be/OxWj7Z_2jOY (Video 2)

● Grant, A. (Host). (2022, May 23). Satya Nadella is Building the Future. [Audio 

podcast episode] In WorkLife with Adam Grant. Re: Thinking. TED. Apple. 
https://podcasts.apple.com/us/podcast/taken-for-granted-satya-nadella-is-building-the-
future/id1346314086?i=1000563435670 (The section that would be valuable to play is 8:58 
- 11:23)

● “10 Remote Onboarding Best Practices and their Significant Benefits of your 

Remote Employee” - https://biz30.timedoctor.com/remote-onboarding-best-

practices/
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https://youtu.be/5A1dW9hwl0M
https://youtu.be/OxWj7Z_2jOY
https://podcasts.apple.com/us/podcast/taken-for-granted-satya-nadella-is-building-the-future/id1346314086?i=1000563435670
https://biz30.timedoctor.com/remote-onboarding-best-practices/
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Additional Resources

● Collaborate NCURA (Professional Networking Platform) - Login → Sample Policies and 

Procedures:

○ Colorado State University Teleworking Agreement -

http://policylibrary.colostate.edu/policy.aspx?id=776

○ University of South Carolina Telecommuting Agreement -

https://sc.edu/policies/ppm/hr122.pdf

○ Boston University Remote Work Guidelines - https://www.bu.edu/hr/lifebu/remote-

work/remote-work-guidelines/

● Employers Risk Driving New Hires Away with Poor Onboarding (2022 October 7) 

https://www.shrm.org/resourcesandtools/hr-topics/talent-acquisition/pages/employers-new-

hires-poor-onboarding.aspx

● Buddying vs. Mentoring (2022 October 7). Skillsforcare. 

https://www.skillsforcare.org.uk/resources/documents/Recruitment-support/Retaining-your-

staff/Buddying-Vs-Mentoring.pdf
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Questions

Join us for the live Q&A

33


