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Legal Caveat

EAB Global, Inc. ("EAB”) has made efforts to
verify the accuracy of the information it provides
to partners. This report relies on data obtained
from many sources, however, and EAB cannot
guarantee the accuracy of the information
provided or any analysis based thereon. In
addition, neither EAB nor any of its affiliates
(each, an “EAB Organization”) is in the business
of giving legal, accounting, or other professional
advice, and its reports should not be construed as
professional advice. In particular, partners should
not rely on any legal commentary in this report as
a basis for action, or assume that any tactics
described herein would be permitted by applicable
law or appropriate for a given partner’s situation.
Partners are advised to consult with appropriate
professionals concerning legal, tax, or accounting
issues, before implementing any of these tactics.
No EAB Organization or any of its respective
officers, directors, employees, or agents shall be
liable for any claims, liabilities, or expenses
relating to (a) any errors or omissions in this
report, whether caused by any EAB Organization,
or any of their respective employees or agents, or
sources or other third parties, (b) any
recommendation by any EAB Organization, or (c)
failure of partner and its employees and agents to
abide by the terms set forth herein.

EAB is a registered trademark of EAB Global, Inc.
in the United States and other countries. Partners
are not permitted to use these trademarks, or
any other trademark, product name, service
name, trade name, and logo of any EAB
Organization without prior written consent of EAB.
Other trademarks, product names, service
names, trade names, and logos used within these
pages are the property of their respective
holders. Use of other company trademarks,
product names, service names, trade names, and
logos or images of the same does not necessarily
constitute (a) an endorsement by such company
of an EAB Organization and its products and
services, or (b) an endorsement of the company
or its products or services by an EAB
Organization. No EAB Organization is affiliated
with any such company.

IMPORTANT: Please read the following.

EAB has prepared this report for the exclusive use
of its partners. Each partner acknowledges and
agrees that this report and the information
contained herein (collectively, the “Report”) are
confidential and proprietary to EAB. By accepting
delivery of this Report, each partner agrees to
abide by the terms as stated herein, including the
following:

1. Allright, title, and interest in and to this
Report is owned by an EAB Organization.
Except as stated herein, no right, license,
permission, or interest of any kind in this
Report is intended to be given, transferred to,
or acquired by a partner. Each partner is
authorized to use this Report only to the
extent expressly authorized herein.

2. Each partner shall not sell, license, republish,
distribute, or post online or otherwise this
Report, in part or in whole. Each partner shall
not disseminate or permit the use of, and shall
take reasonable precautions to prevent such
dissemination or use of, this Report by (a) any
of its employees and agents (except as stated
below), or (b) any third party.

3. Each partner may make this Report available
solely to those of its employees and agents
who (a) are registered for the workshop or
program of which this Report is a part, (b)
require access to this Report in order to learn
from the information described herein, and (c)
agree not to disclose this Report to other
employees or agents or any third party. Each
partner shall use, and shall ensure that its
employees and agents use, this Report for its
internal use only. Each partner may make a
limited number of copies, solely as adequate
for use by its employees and agents in
accordance with the terms herein.

4. Each partner shall not remove from this
Report any confidential markings, copyright
notices, and/or other similar indicia herein.

5. Each partner is responsible for any breach of
its obligations as stated herein by any of its
employees or agents.

6. If a partner is unwilling to abide by any of the
foregoing obligations, then such partner shall
promptly return this Report and all copies
thereof to EAB.
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Executive Summary

Remote Employees Require Early and Unique Supports

There are many benefits to hiring remote employees. On average, remote employees have fewer
workplace interruptions, are generally happier and healthier, and are significantly more productive.

Remote workers can be more productive than their onsite colleagues

However, remote employees face unique challenges as well. In addition to an average of 13% longer
workdays, remote employees struggle with:

A lack of access to information, with additional time and effort required to find
answers from coworkers

Social isolation if there are not opportunities to connect with coworkers in a
remote setting

Communication issues without in-person cues or background context

Difficulty prioritizing and managing work with less manager interaction

These challenges compound and affect employees most at the beginning of their tenure; one study of
remote workers at 60 companies found that more than half of remote employee turnover occurs
within the first 100-120 days of employment.

Source: “2 Important Statistics,” FurstPerson; E DeFilippis et al., “Collaborating During Coronavirus,”
National Bureau of Economic Research; K Wong, “25 Key Remote Work Statistics for 2020,” Business
2 Community; S Davis, “How To Be More Productive,” SurePayroll; EAB interviews and analysis.
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https://www.furstperson.com/blog/2-important-statistics-behind-remote-workers-and-employee-retention
https://www.nber.org/papers/w27612
https://www.business2community.com/human-resources/25-key-remote-work-statistics-for-2020-02299342
https://www.surepayroll.com/resources/blog/productivity-prohibitors-how-to-stop-them-in-their-tracks

Executive Summary (ctd.)

Five Principles for Onboarding Remote Employees

The good news is that managers can get ahead of some of these challenges with a thoughtful
onboarding process. The principles below should guide the onboarding of remote new hires.

Meet early and often.

Provide a peer mentor.

Build a sense of team.

Set clear expectations.

Share remote work resources.

For new hires to have
sufficient access to
information and an
understanding of how to

prioritize their work, managers

need to invest in frequent
communication during the
onboarding process.

A peer mentor or “buddy” can
answer common new hire
guestions and create a social
connection for the new hire
within the institution.

Team cohesion engages new
and current employees and
improves morale.

Since remote staff often miss
context and background
information that on-site staff
benefit from, it’s important to
be clear in sharing
performance expectations and
work plans.

To promote long-term
success, supply remote new
hires with institutional
resources, necessary
technology, and tools to
support mental and physical

health while working remotely.

Hold daily check-in meetings
for first two weeks

Keep in touch with new hire
via instant messaging

Set up a peer “buddy” who
can answer common
questions

Ensure new hire knows
who they can connect with
to get answers to

specific questions

Hold a team meeting with
ice breakers

Schedule team pull-ups to
discuss priorities

Share an onboarding plan
for the first few weeks
Discuss communication
expectations (frequency and
channel)

Identify institutional
resources for remote
workers

Confirm that new hire has
necessary technology and
access to department files

Source: EAB interviews and analysis.
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Executive Summary (ctd.)

Six Critical Tools Managers Can Use to Improve Remote New Hire Onboarding

This guide equips managers with the six steps that will most efficiently and effectively onboard remote
new hires. Collectively, these six tools will help managers ensure new hires feel welcomed on their
first day, supported in their first week, and receive meaningful feedback about their performance

across their first four months.

Many of the practices within the tools in this guide could be used for on-site new hires as well
as remote ones. Practices particularly relevant for remote new hires are bolded in blue for

easy reference.

Tool Intended Use Page
Tool #1: Manager Preparation List of activities to prepare manager to 7
Checklist for New Hire welcome new hire
Tool #2: Welcome Note Template Sample language manager can use to 8

reach out to new hire before start date

Tool #3: New Hire Welcome Folder Inventory of materials for new hire to be 9
Checklist included in a folder on the share drive
Tool #4: New Hire First Week List of potential activities for new hire’s 10
Activities Checklist first week
Tool #5: Manager-New Hire Detailed questions to encourage 11
Discussion Guide for First Check-In meaningful discussion during manager-

new hire check-in meetings at the end of
first week of employment

Tool #6: Manager-New Hire Thoughtful questions to enable managers 12
Discussion Guide for 30/60/90/120- to assess new hire’s acclimation to the
Day Check-Ins role and institution

For ease of use, we have provided an editable version of every tool in this resource. Please visit our
website at eab.com/remote-onboarding to download these tools.

Source: EAB interviews and analysis.
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Tool #1: Manager Preparation Checklist for New Hire

Goal

This checklist contains the
steps managers should take
before each new hire’s first
day. Managers should review
the list at least two weeks
before new hire’s start date to
allow sufficient time to
complete all the tasks.
Coordinate with IT to mail a
laptop or other equipment
as soon as possible to
ensure equipment arrives
before the start date.

Estimated Time Required

1 hour total (spread over
multiple activities)

Related Tools

Tool #2: Welcome Note
Template (page 8) and Tool
#3: New Hire Welcome Folder
Checklist (page 9)

Available Online

To access an editable version
of this checklist, please visit
eab.com/remote-onboarding.

©2020 by EAB. All Rights Reserved
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Confirm new hire’s start date with HR

Alert IT Department/Operations of new hire’s start date to arrange the
following (if applicable):

O Computer access: laptop pick-up or delivery (coordinate with
IT as soon as possible if laptop is being mailed to remote
worker)

O New hire institution ID/badge (if worker will occasionally visit
campus)

O

Email account
O Voicemail account

O Assigned cube/office space (if worker will have one for occasional
campus visits)

Create virtual onboarding schedule for first one to three weeks. Begin
with the HR orientation schedule and proactively invite new hire to any
additional meetings. Examples include:

O Manager virtual lunch
Q Peer virtual lunch (a lunch with other employee(s) at the same level)
A Check-ins with team members and people critical to their role

A Online tutorials they should watch

O Manager daily check-in. Frequent check-ins, especially in the

first few weeks, ensure a remote new hire has the opportunity
to ask questions and a manager can give needed guidance.

Email welcome note to new hire one to two weeks before start date (see Tool
#2: Welcome Note Template)

Assign staff mentor or peer “buddy”

Add new hire to department organizational chart, telephone/email directory,
and distribution lists

Announce new hire’s position and scheduled start date to department staff,
either at staff meeting or via email

Set up cell phone (if applicable)
Set up travel account (if applicable)

Prepare department welcome folder for first day (see Tool #3: New Hire
Welcome Folder Checklist)

Arrange for first day welcome gestures (e.g., schedule a virtual team
meeting or virtual lunch)

Source: Community Memorial Hospital, Menomonee Falls, WI; Northwestern
University, Evanston, IL; Overlake Hospital Medical Center, Bellevue, WA;
Renown Rehabilitation Hospital, Reno, NV; Vanderbilt Medical Center, Nashville,
TN; Quantum Workplace, *Words of Advice”; EAB interviews and analysis.
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Tool #2: Welcome Note Template

Goal

This tool includes a checklist of
elements to include in a
welcome note email, as well as
a sample email. Managers
should adopt this for their own
use and email a welcome note
to each new hire one to two
weeks before their start date.

Estimated Time Required
15 minutes.

Additional Resources
New hire’s email address.
Available Online

To access an editable version
of this checklist, please visit
eab.com/remote-onboarding.

Checklist for New Hire Welcome Note

Congratulate new hire and welcome them to the team

Introduce yourself and explain that you will be their direct manager
Ensure new hire understands instructions for the first day

Provide an overview of the first week on the job (schedule, tasks, etc.)
Link to or attach any pre-reading that would be helpful or get them excited

0000 D0OOo

Provide a contact for additional questions/issues that arise before start date

Sample Email

Dear Alison,

Hope you are doing well and getting excited to start at [INSTITUTION] on
[DATE]. We are thrilled to have you on our team. I'm especially looking
forward to being your direct manager and working closely with you. I have
been at [INSTITUTION] since [DATE] and am passionate about what we do.

I'd like to give you a preview of what to expect during your first week.
« On your first day, plan to...
« During your first week, you will...

I'm also attaching [EXAMPLES OF RECENT PROJECTS, PRESENTATIONS,
ETC.] for you to get a sense of some of the things we work on. Feel free to
review now or during your first week!

Do not hesitate to reach out to me or your HR representative if you
have any issues getting your laptop and equipment, or have any
questions before your first day.

We are glad to have you onboard!
Best,
Leigh Ann Gardner

Source: EAB interviews and analysis.
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Tool #3: New Hire Welcome Folder Checklist

Goal

This checklist contains items
managers should include in an
online folder that new hires
receive access to on their first
day. If you are assigning each
new hire a peer buddy,
consider putting the buddy in
charge of creating the welcome
folder and reviewing it with the
new hire.

Estimated Time Required

1 hour to collect materials for
the initial folder, 10 minutes for
each subsequent folder.

Available Online:

To access an editable version
of this checklist, please visit
eab.com/remote-onboarding.

©2020 by EAB. All Rights Reserved

0000
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Copy of job description
Department mission and goals
Department organizational chart and leadership bios

List of current department projects and related materials and/or link to
relevant folders on share drive

Department staff work schedule (including time zones) and scheduling
procedures

Copy of employee handbook

Resource page with links to resources for new employees, as well as
context and resources important for remote employees to have.
Example links:

O Benefits page

O Campus calendar

Q Virtual tour

Q Institution’s news and social media platforms
a

Training portal and/or links to online courses available to faculty and
staff

Q IT homepage
O Employee mental health resources
Copy of or link to explanation of benefits and PTO policies

Security and building access procedures with link to campus map (if
employee will visit campus)

Department phone, email, and directory (including new hire’s contact
information)

Phone and email directory of primary contacts in other departments
List of whom to contact for help with specific challenges

Source: EAB interviews and analysis.
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Tool #4: New Hire First Week Activities Checklist

Goal

This checklist contains the
“must-do” steps to ensure new
hires learn crucial information
in their first week.

Estimated Time Required

1 hour for each new hire, direct
time spent by manager.

Related Tools

Tool #5: Manager-New Hire
Discussion Guide for First
Check-In (page 11).

Available Online

To access an editable version
of this checklist, please visit
eab.com/remote-onboarding.

O Complete manager-new hire meet-and-greet

O Review job description and expectations

O Review work schedule (especially if new hire will have flexible
hours or is in a different time zone), time off and holidays, pay
schedule and overtime policies (if applicable)

QO Share communication preferences regarding channels and
frequency, including any communication technology used by
the team (e.g., Slack, Teams)

Q Ensure new hire has time scheduled with IT/Operations (if not done
by HR) to set up the following:

a Email

Voicemail

Network access

Relevant passwords

ID badge and keys (if employee will visit campus)

O 000D

Ensure new hire has all technical equipment necessary
for them to be successful; only 83% of new employees
report having materials and equipment they need for

remote work, compared to 87% of tenured employees

Q Discuss performance management process (e.g., goals and
performance scale)

Follow initial meet-and-greet with daily check-ins during new hire’s
first week. Frequent check-ins, especially in the first few weeks, ensure a
remote new hire has the opportunity to ask questions and a manager can
give needed guidance.

Introduce new hire to colleagues via a team video conference and/or
individual video meetings

Direct new hire to required or relevant HR Orientation sessions, materials,
or recordings

Encourage or arrange social opportunities for new hire (e.g., team or
peer virtual lunch)

Introduce new hire to peer “"buddy” as a resource to navigate the
department and institution

Complete first manager-new hire check-in at the end of the week (see Tool
#5: Manager-New Hire Discussion Guide for First Check-In)

Source: Community Memorial Hospital, Menomonee Falls, WI;
Northwestern University, Evanston, IL; Overlake Hospital Medical
Center, Bellevue, WA; Renown Rehabilitation Hospital, Reno, NV;
Vanderbilt Medical Center, Nashville, TN; “Onboarding for Remote
Employees,” Quantum Workplace; EAB interviews and analysis.

10
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Tool #5: Manager-New Hire
Discussion Guide for First Check-In

Goal 1. Which team members have you met this week?
o . . . a. Have you spoken to [teammates] and [peer buddy]?
This discussion guide equips
managers to jump-start more What have our team members done to make you feel welcome?
meaningful conversations with 3. If you had questions, was someone always available to answer them?
new hires. Managers should a. Who has helped you the most?
hold the check-in conversation 4. What was the best part of your first week? What activity did you find most
at the end of the new hire’s interesting?
first week. a. Why did you enjoy that experience?
Estimated Time Required 5. What was the most challenging thing you had to deal with this week?
a. How could we have made that challenge easier to manage?

20 to 30 minutes. 9 9

6. Is there anything that you think we should change to help new staff during
Available Online their first week on the job?

. ) a. Can you tell me more about why we should make that change?

To access an editable version

7. Is there anything we haven’t explained fully?

of this guide, please visit
eab.com/remote-onboarding.

Have you been able to access everything you’ve need to? Are there
any technology issues I can help with?

Source: EAB interviews and analysis.
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Tool #6: Manager-New Hire Discussion for
30/60/90/120-Day Check-Ins

Goal

This discussion guide equips
managers to gauge how a new
hire is adjusting and surface
any potential retention
concerns. Managers should
meet with each new hire after
the first 30, 60, 90, and 120
days of employment and ask
these questions. If the new
hire’s responses signal that
they may be a retention risk,
managers should consider
meeting with the new hire
more frequently to monitor
their progress and intent

to stay.

Since over half of remote
employee turnover occurs
between 100-120 days into
their tenure, managers
should ensure to flag and
address any concerns
especially during the 60-
and 90-day check-ins. The
120-day check-in is an
additional meeting
recommended for remote
employees, to make certain
a manager is maintaining
frequent communication.

Estimated Time Required
30 minutes per discussion.
Available Online

To access an editable version
of this guide, please visit
eab.com/remote-onboarding.
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Discussion Questions

Signals of Possible Retention
Risk

Baseline Expectations

1. Has this job met your
expectations? In what ways?
Where has it fallen short?

2. Do you have the tools and
equipment you need to do your
job?

Acculturation

3. Which coworkers have been
especially helpful to you?

4. From what sources have you
obtained information about news
in the department and the
institution?

5. Tell me about some of your
successes during your first
[30/60/90/120 days].

Challenges

6. Describe any frustrations you've
experienced so far.

7. Have you done anything to

address these frustrations?

Suggested Onboarding Improvements

8.

10.

In what areas would more training
be helpful for you and other new
hires?

If you could change one aspect of
your experience in the
department, what would it be?

On which aspects of your job
performance would you like more
feedback?

Overall Concerns

11.

Do you have any concerns about
your job that I could address?

Answer to primary question is no
or ambivalent

Expectations about work
conditions unrealistic

Unable to provide examples of
helpful colleagues or personal
successes

Information sources listed are
unreliable

High number of frustrations
Has not tried to resolve problems
Blames others for problems

Is bothered by typical conditions
of department

Uninterested in personal
feedback/development

No desire to help department
improve

High number of concerns

Does not share any concerns but
appears dissatisfied or anxious

12

Source: EAB interviews and analysis.
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