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The recent COVID-19 pandemic has dramatically affected business operations worldwide. In Austra-
lia, many organisations have had to pivot to remain agile in unprecedented conditions, with large 
numbers of personnel moving to remote working conditions. 

With many businesses around the country now seeing employees return to offices and workspaces, 
new challenges are being presented as they integrate into the ‘new normal’.

Reboarding - the process of bringing people back into an organisation after an extended absence - 
is a more critical function than ever before. Effective reboarding procedures will minimise health and 
safety risks whilst also ensuring your employees feel protected and supported in their working envi-
ronment.

Now is the perfect time for organisations to re-evaluate and reinvigorate their reboarding processes, 
as we move into a post-pandemic world.

In order for organisations to have a thorough and comprehensive reboarding protocol, they should 
first look at their onboarding systems.

This e-book is designed to assist you understand best practice in onboarding and reboarding, partic-
ularly within the framework of COVID-19. 

In crafting tailored onboarding and reboarding journeys, organisations can support their workers, 
creating an energised culture where their staff feel safe and supported.

INTRODUCTION



Organisations with a 
standardised onboarding 
process experience 62% 
greater new hire productivity, 
along with 50% greater new 
hire retention.1

1R Carruci, ‘To Retain New Hires, Spend More Time Onboarding Them’ in Harvard Business Review. December 3 2018, Retrieved November 4 2020, 
https://hbr.org/2018/12/to-retain-new-hires-spend-more-time-onboarding-them



Onboarding is the process of bringing a new employee into your organisation, acclimating them with 
your company culture, job role, expectations and fellow workmates in a way that leads to greater 
job satisfaction, performance and retention.

Onboarding is an essential part of the recruitment process for any business, regardless of their size or 
industry and goes far beyond the scope of mere worker orientation.

Effective onboarding practices have been shown to lead to strong employee engagement and 
retention, making them an essential part of any company’s long-term success. Pulse’s Software’s 
Onboarding, Induction & Engagement Module is designed for businesses of all sizes to streamline 
the onboarding process for employees and employers alike.

ONBOARDING



THE IMPORTANCE OF ONBOARDING FOR BUSINESS OUTCOMES

There has long been a proven link between high-quality onboarding programs and improved reten-
tion, engagement, and productivity.
 
Having a comprehensive onboarding program has been shown to benefit companies in the follow-
ing ways:

• Increased time to productivity
• Higher levels of employee engagement
• Stronger employee retention
• Establishes and reiterates company culture

Fifty-three per cent of HR professionals agree that employee engagement rises when onboarding 
(and reboarding) is improved2. Employee engagement is the gauge of how committed your employ-
ees are to both their role and the company at large.

According to recruiting data, 1 in 4 new hires will leave within the first 180 days3. Ensuring you have 
implemented an engaging onboarding journey mitigates the risk of low engagement and lessens 
this likelihood.

Studies have shown that organisations with a standardised onboarding process experience 62% 
greater new hire productivity, along with 50% greater new hire retention.4

2G.I Sanders, ‘The Best Employee Engagement Statistics You Should Know’ in Dynamic Signal. N.D, retrieved October 25 2020, 
https://dynamicsignal.com/2018/01/08/the-best-employee-engagement-statistics-you-should-know/. 

3‘Are Your New Hires Quitting?’ in Recruiting.com. N.D, retrieved October 23 2020,    https://www.recruiting.com/blog/are-your-new-hires-quitting/

4R Carruci, ‘To Retain New Hires, Spend More Time Onboarding Them’ in Harvard Business Review. December 3 2018, Retrieved November 4 2020, 
https://hbr.org/2018/12/to-retain-new-hires-spend-more-time-onboarding-them 



ONBOARDING CHECKLIST

Successful onboarding programs have been shown to include a mixture of practical training and 
social integration, with the following components playing a vital role in any successful onboarding 
program.

PREBOARDING

Contrary to days gone by, where onboarding started on worker’s first day, current best practice 
shows that preboarding plays an increasingly important role in the employee induction journey. 
Preboarding offers a jump start to employees and begins the moment they accept the job offer.

Preboarding has been shown to:

• Reduce the risk of a candidate changing their mind:
In an increasingly competitive recruitment environment, there is always a chance that your new 
recruit may get a more attractive job offer, or use your offer to negotiate better terms with their 
current employer. By starting the onboarding journey when you first make the offer, prospective 
employees are more likely to stay the course. With Pulse’s Software’s Onboarding, Induction & 
Engagement Module, the onboarding journey can begin straight away by inviting them to the 
Onboarding portal. By doing this, our technology helps alleviate the burden of the “First Day” and 
ultimately promotes your new starters to being operative sooner. 

• Save Time:
By using the preboarding process to introduce your new employees to company policies, procedures 
and culture, you ultimately save time, bringing them up to speed and ensuring they are productive 
from their first day in their new role.

• Integrate New Employees into the Team: 
While onboarding often involves a large amount of paperwork, administration, and policy explica-
tion, preboarding offers organisations the opportunity to encourage new employees to feel 
welcomed, invited and a part of your team.

50% of employees are more likely to 
stay at their job if they have a great 

onboarding experience.



The First Day

The two main goals of any new employees first day should be setting expectations and introducing 
objectives. Employees must understand their job duties and responsibilities from day one. 

Businesses can a get head start on this by uploading the position description and related duties to 
the onboarding portal prior to the first day to create familiarity with their role. However, it is also 
important that employers take employees through their job duties face-to-face.

Just as important, is introducing the employee to the rest of your team. Consider a group lunch 
rather than a formal meeting to ensure the person feels relaxed and welcomed.

Ensuring your new staff member understands the company’s vision and values as well as expected 
behaviours is crucial to long term retention. Employees who know what to expect from their compa-
ny's culture and work environment have been demonstrated to make decisions that are more 
aligned with the accepted practices of the company.

The First 90 Days

With 50% of workers likely to stay at their new job if they have a great onboarding experience, it is 
crucial that the onboarding journey you create doesn’t stop within the first few days, or even weeks, 
of the job starting.

A successful onboarding journey will see your new hire become productive in the first 90 days, but it 
won’t happen on its own.
Encourage your new employee to ask questions and give feedback on an ongoing basis. Continue to 
utilise your online portal to relay further information. Pulse Software’s cloud-based onboarding 
module allows businesses to design and deliver simple or sophisticated forms and checklists to guide 
new employees through every step of the onboarding process. 



While onboarding is the process of successfully integrating new team members into the workforce, 
reboarding is primarily about re-integrating staff members who have been away from the work-
place for an extended period of time. However, the reboarding process may also be needed when 
there is a change in working environment (working from home for example), or when an employee 
moves into a new role that is governed by different policies and procedures. With the impact of 
COVID-19, reboarding is now an essential HR function for businesses across the globe. 

Effective reboarding processes should re-familiarise employees with your company and is essential 
for employees moving into a new role or a remote working environment. It will bring staff members 
up to speed on any relevant changes, integrate them back into the workplace culture and empower 
them to get ‘back to business’ in the quickest time possible.

Reboarding is somewhat like starting a job all over again, providing organisations with a rare second 
chance to make that all-important first impression. Think about reboarding as an opportunity to 
re-energise your employees, reigniting their passion for your organisation and your culture and 
impress upon them their duty of care.

REBOARDING

Reboarding is somewhat like starting a job all over again, 
providing organisations with a rare second chance to make 
that all-important first impression.



Reboarding and COVID-19

The COVID-19 pandemic has had an undeniable impact on 
the way organisations work. Many companies had to go 
remote, with employers leaning into collaboration tools and 
technology more than ever before.

Ira Wolfe, author of Recruiting in the Age of Googlization: 
When the Shift Hits Your Plan, says the pandemic has given 
companies the chance to ‘wipe their slate[s] clean’ and recon-
sider long-standing policies and procedures. He says the 
post-pandemic work environment will look ‘very different5’ 
than what we are used to.

These changes in the way we work and interact with our 
colleagues, along with the ongoing risks associated with 
COVID-19 may cause a level of anxiety and stress in employ-
ees as they return to work.

As personnel begin to transition from remote working back 
into the workplace, employers need to consider the following:

• What precautions need to be taken to minimise health and 
safety risks
• How they will prioritise employees’ health and safety with-
out compromising their privacy
• How they plan to remain compliant with constantly chang-
ing guidelines and recommendations
• How they can best support employees’ mental and emotion-
al health

They also need to consider the best way to present this infor-
mation to their employees. By leveraging technology solu-
tions such as Pulse Software’s Onboarding, Induction and 
Engagement Module, companies of all sizes can ensure 
employees are up to speed on the latest policies as well as 
procedures and management are kept on track as they 
reboard their staff.

5  S Gallo ‘Managing Risk in the Post-pandemic Work Environment: How Reboarding Can Help’ in Training Industry. July 1 2020, retrieved October 22 2020, 
https://trainingindustry.com/articles/compliance/managing-risk-in-the-post-pandemic-work-environment-how-reboarding-can-help/



Conduct A Risk Assessment

Before staff return to the workplace, all businesses should conduct a thorough risk assessment.

Organisations are to carefully assess the precautions that need to be taken to minimise workplace 
health and safety concerns. All operating businesses are required by Safe Work Australia to perform 
a risk assessment to determine the ‘risks associated with exposure to COVID-19 and implement 
control measures to manage those risks’6. They must also assess any other new or changed risks 
arising from COVID-19, for example, customer aggression, high work demand or working in isolation. 

Some things to consider include:

• Social distancing requirements
• Temperature checks
• Cleaning, sanitation and hygiene guidelines
• Personal protective equipment (PPE) guidelines
• Company-wide procedures for suspected or confirmed COVID-19 cases
• Visitor guidelines
• Entry and exit protocols

Create a Return to Work Plan

Once organisations have conducted a comprehensive assessment of the risks associated with 
COVID-19, they should create a Return to Work Plan. Along with health and safety protocols, the plan 
should include ongoing provisions around remote working, and the role of managers and supervi-
sors. This plan should consist of comprehensive checklists of all the information that needs relaying to 
employees.

Upload this plan to your online portal along with Safe Work Australia documents and any other risk 
management protocols that are in place.

6 ‘My industry isn't here > Risk assessment’, in Safe Work Australia. April 29 2020, Retrieved October 21 2020,  
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/general-industry-information/risk-assessment
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Increase Communication

Reboarding is the perfect opportunity to re-communicate your business goals. With Pulse Software’s 
Onboarding, Induction and Engagement Module, you can ensure employees are aware of new 
policies and processes, as well as key changes in the organisation, before they even step back 
through the door.
 
To avoid overwhelming your team, keep information digestible. Short, sharp content highlighting the 
main points will be more effective than lengthy, overly verbose PDFs. Even consider recording a 
welcome video message, as videos have proven to show higher levels of engagement amongst staff. 

A blog or regular video updates from the CEO uploaded to your onboarding portal will help solidify 
the new working conditions and reignite company culture.

Housing the changes to your health and safety protocols in an online portal will allow staff to return 
over time, reducing the workload of managers and empowering staff to take the lead in ensuring 
these policies are carried out.

Consider creating a FAQs document around the new requirements, which you can regularly revise.

A recent SHRM survey of HR professionals found that 65% of respondents were struggling to 
maintain employee morale . Clear, consistent communication through a variety of channels will help 
to reduce any fear and anxiety around returning to work and strengthen confidence and company 
culture. Ensure you encourage staff to express any concerns they may have, creating an open 
dialogue around the ‘new normal’.

Foster A Culture of Psychological Safety

A recent study from Oracle and HR advisory Workplace Intelligence found that 70% of employees 
reported experiencing more stress and anxiety than in any previous year, with 78% overall reporting 
this negatively impacted their mental health .

With most employees indicating that they believe employers should be doing more to support their 
mental health, companies need to prioritise and foster a culture of psychological safety.

Interestingly, the report showed 83% prefer this support via technology, making Pulse Software the 
ideal choice for companies wishing to increase resources and support for their employees’ mental 
health.
 
Organisations can utilise the portal to share information regarding various services, assistance 
programs and mental health resources available through the organisation to assist employees with 
their concerns brought on by the coronavirus crisis.

It is now more crucial than ever that management be trained by HR to assist people with mental 
health concerns. Demonstrating empathy is key here. Active listening, communication and a mental 
health strategy will ensure your employees feel psychologically safe and supported.

7 A Rawson, ‘COVID-19 Reboarding Checklist’, in HR Today. June 9 2020, Retrieved October 22 2020, https://www.hrotoday.com/workforce-management/covid-19-reboarding-checklist/
 
8  ‘Global Study: 82% of People Believe Robots Can Support Their Mental Health Better Than Humans’, in Oracle News Connect. October 7 2020, Retrieved October 22 2020, 
https://www.oracle.com/emea/news/announcement/artificial-intelligence-supports-mental-health-2020-10-07.html



Reiterate Company Culture

Reboarding is a perfect opportunity to reinforce your company culture to employees, reiterating your 
organisational values and principles.

With the recent changes to working conditions, people have been letting their guard down as lines 
between work and home have become somewhat blurred. While this is understandable, it is crucial 
that the line doesn’t get crossed into behaviour and comments that discriminate or harass fellow 
workers. 

Pulse’s onboarding portal is an engagement tool. There is the opportunity to include videos with 
messages from key internal stakeholder and links to support internal or external documents that 
remind your employees of the company culture and what is acceptable behaviour in the workplace.



LOOKING FOR FURTHER
INFORMATION OR SUPPORT?

Pulse’s Software’s Onboarding, Induction & 
Engagement Module has been designed and 
developed to help businesses and government 
agencies support, manage and deliver customisable 
employee onboarding, preboarding and inductions 
journeys to accelerate new employee and return to 
work engagement. Pulse’s secure SaaS module 
increases employee time to productivity, ensures 
teams meet corporate and government compliance 
requirements and improves the alignment between 
onboarding, inductions, and learning management.
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