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Your checklist 

You only get one chance to make a good first impression. Onboarding new hires remotely 

requires just as much preparation and even more structure as onboarding in person. Many 

of the same principles remain the same, such as ensuring that you keep new hires 

engaged during their notice period, but execution considerations differ.

A key factor for success is always to ensure that you and your team remain 

communicative with and supportive of your new hires and you put every effort into 

welcoming them to your organization.

During their notice period

It is imperative that you provide a sense of security and belonging well before new remote 

workers join your organization. Be mindful that they may feel anxious about not getting to 

meet you or their team in person, possibly for some months to come. Do everything you 

can to ensure that they don’t feel isolated from the rest of their team. Consider the 

following actions during their notice period:

✓ Diarise one-to-one video calls with yourself and key managers 

✓ Diarise virtual coffee break check-ins with their peers 

✓ Enter them into a team or group WhatsApp and encourage discussion

✓ Include them in team / department update emails

✓ Set up a virtual team meeting, make it  informal so they can all get to know each other

✓ Introduce them to their work ‘buddy’ and ensure they catch up before day 1

Preparation before they start 

Technology

Send new hires IT hardware and manuals. Order computers and other hardware remote 

workers need well ahead of their start date. Confirm they have received all necessary 

equipment for their work and ask your IT department to assist them with setup, if 

necessary. 

Get them set up on video, phone, instant messaging apps and any other tools your 

company uses and ensure you have user guides for them all. Making this aspect of their 

integration with the team as seamless as possible is really important. 

stantonhouse.com/us

https://www.stantonhouse.com/us


HIRING ADVICE

3

HR

Help new remote employees to complete their HR paperwork. Having your new hires sign 

employment contracts and other legal documents can be time-consuming if they need to 

print, scan and email all copies. Consider using an e-signature tool, like DocuSign, so that 

employees can add their signatures digitally and share contracts with you in a secure 

environment.

Schedule calls with HR so your new hires know who to reach out to with any questions 

around HR, policies, procedures and paperwork. 

Schedule 

Your new remote workers should be given a schedule when they start, so they know what 

they will be doing and when. Plan out their first two weeks as a minimum, and include; 

introductory video calls with stakeholders, daily/weekly virtual team meetings, virtual 

training sessions, dedicated time with you etc.

 

Welcome package

Help your new hires feel like a part of the team by sending them a welcome package that 

arrives on their first day. You can include:

✓ Branded merchandise, like stationary or a coffee mug 

✓ A welcome letter from their team and/or your CEO 

✓ Personalised gifts they’re likely to enjoy (like headphones, a book or gift card)

Company culture

Remote employees are integral to your culture, despite not being in the office. To help 

them understand your culture:

✓ Ensure that the behavioural expectations of your Values are explicit throughout the 

selection process  

✓ Share your employee handbook in digital format

✓ Share most appropriate presentations or literature on your company values

✓ Pictures and videos from team, department or company meetings
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Day 1

Set them up 

The very first thing that needs to happen, is to get your new hires fully set-up and logged 

in. Designate a time first thing on day 1, for IT support to walk them through logging into 

their systems and show them where they can find the files and folders they need. Remote 

workers should also get familiar with:  

✓ File-sharing applications and cloud backup software (like Google Drive, Dropbox)

✓ Computer security (for example, how to lock laptops and install anti-virus software)

✓ Password management and data encryption tools to protect their devices

Enable communication

Ensure new remote hires understand how to use your communication tools. Describe the 

best ways to contact team members and how to troubleshoot communication technology. 

Provide basic training and user guides for video conferencing software and group 

messaging tools. 

Be clear on expectations

Once set up, have your first one-to-one virtual meeting. Provide them with their schedule 

for their first two weeks and clearly set their immediate priorities and your expectations 

over the next few months.  We advise that you consider the following:

✓ Ask them what their expectations are of you as a boss?  What management style has 

generated the best performance from them in the past?

✓ Share your own expectations of how you expect our direct reports to communicate with 

you and what is acceptable regarding delivery on agreed actions etc.  

✓ What, specifically, do you expect to be delivered and by when? 

✓ How often and in what format do you require progress updates? 

✓ Enquire how they are feeling about remote working – is it a new experience? Have 

they any trepidation or practical concerns regarding access to a quiet workspace etc. 

After their first two weeks consider: 

✓ Developing and sharing a task calendar 

✓ Defining short-term and long-term goals in more detail

✓ Scheduling weekly one-on-one meetings to discuss upcoming projects, progress and 

resolve potential issues
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Weeks 1 - 2

Connect them to their team and direct reports 

Set up video meetings with their team members and other key employees. These 

meetings could be one-on-one and/or group calls. During their first days, remote 

employees should meet with:

✓ Their co-workers

✓ Their manager and direct reports

✓ Employees from other departments they’ll work closely with

Arrange role-specific training

Provide your new hires with the schedule of training that will be required and how it will 

be conducted. Consider the following:

✓ Use interactive training courses that are user-friendly

✓ Record product demos to better explain features through video

✓ Record role plays with customers

✓ Follow up after each training session to answer questions

Stay connected, get feedback

Schedule video calls after their first day, week, 

month and quarter to check in and answer any 

questions they may have. Ask them to compile 

a list of questions for you. 

These calls will help you learn more about the 

individuals, understand if they’re facing any 

difficulties and discover whether they’ve settled 

into their roles.
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On-going 

Following the two-week induction for your new hires, your checklist should include:

Embed company culture

Create opportunities for virtual coffee breaks, group chats or virtual happy hours

 

Create personal development plans

Let your new hires know what success looks like

Keep communication channels open

 Provide opportunities for honest and open two-way feedback 

Providing learning and development

Ensure your training programs can be delivered virtually 

Look after their wellbeing

It’s a stressful experience moving jobs, especially in the current climate. Tell them about 

any wellbeing program and be open for a chat anytime. 

We hope this insight was of practical benefit.  Please get in touch for hiring and 

onboarding advice in these turbulent times. We are here to support our customers 

and we can help recruit and onboard your strategic hires at the point you are 

ready to build your team. 
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About us

Stanton House is an award-winning provider of specialist recruitment solutions. Since 

launching in 2010, we have grown to over 50 employees and established offices in the 

US and the UK, having developed a customer-focused proposition that has laid the 

foundations for consistent success.

From our established office in Chicago, we deliver permanent and contract recruitment 

solutions to innovative organizations across North America looking to boost their 

Cybersecurity functions. 

Whether you are looking to gain commercial advantage or concerned about the 

reputational risks of ineffective Cybersecurity, we can provide a solution that will support 

your strategic objectives.

We also support pre-IPO Cybersecurity Vendors looking to scale their organization with 

an all-encompassing talent solution. Our recruitment process is driven by expert teams, 

each committed to one specific function: 

• Cybersecurity

• Go-to-Market (GTM)

• Product & Engineering

• People & Finance

With a deep commitment to the Cybersecurity sector, we offer tailored solutions, 

leveraging our expertise to serve clients' unique needs. By staying focused and true to 

our strengths, we ensure top-notch service delivery to foster long-lasting partnerships.
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