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Information on the Offboarding Process

This process starts before I leave the company. 
DETAILED INFORMATION ON THE OFFBOARDING PROCESS

Review this presentation:

If you are new to Syensqo's Wiki space, you may need to link your Google Drive in order to see embedded documents.

Follow the instructions here. 

OFFBOARDING CHECKLIST

Before your last day of work, please ensure to:

Remind your manager to book a meeting with your local infrastructure team to return your equipment (PC, Phone, Sim Cards, etc...);

Store all Syensqo documents in Google Drive;
 ( );Transfer Google drive ownership to the relevant person access the detailed procedure

Transfer ownership of meetings in Google calendar (if applicable);
Submit any outstanding expense reports and settle any outstanding balance on Corporate Card (if applicable);
Open a Service One ticket requesting cancellation of your Fed Ex Account (if applicable);
Delete any personal information from your computer, your emails or your Google Drive including any photos after transferring what is important;
Deliver the Company’s card to the Travel Expenses team, Line Manager or Site HR (if applicable). If you can't deliver the card to the responsible 
team, please destroy it;
Please open a ticket to the T&E team requesting to cancel you card;
Deliver the access card (badge) to the site contact (facilities/HR etc.).

ON YOUR LAST DAY

Ensure you agree to an “Out of office notification” message with your Line Manager / Syensqo assignment supervisor.  Please be aware this 
cannot be set once your account is deactivated. It must be set before you log out for the last time;
Deliver the assets to the local Service Desk on their last day of work (if applicable).

https://wiki.syensqo.com/display/ISAPPSUP/Unable+to+access+Google+Drive
https://docs.google.com/presentation/d/1tdxFy41FKajqcvJgh8fjflzrE_EkO3-i4pKiBYnnjd8/edit?usp=drive_link


If not permanently on site, you should leave all your equipment at the front desk of the site you are attached to after having received approval from your 
Line Manager / Syensqo assignment supervisor. and in compliance with the country's legal requirements.
The  Local IS Infrastructure on site must be informed in advance to ensure they are able to check the equipment with you.

EMPLOYEE PRIVACY NOTICE (PERSONAL DATA RETENTION PERIOD)

You are about to leave Syensqo and you are wondering ...
... for how long will Syensqo retain various data concerning you?
... if you have some control over your personal data?

Find the answers in your local Employee Privacy notice!

Point of attention: Syensqo as an employer undertakes to keep personal data only for the retention period indicated in the Employee Privacy notices. You 
are invited to store information (e.g. pay slips) by your own means if you need to keep them beyond this period, e.g. when you will retire.

Below is the current employee privacy notice, please select your country:

- - -Belgium   DE   FR   NL
Croatia 
Czech Repulic
France
Germany
Great Britain
Italy
Luxembourg - DE   FR
Netherlands
Poland
Portugal
Romania
Spain
Specific Regulations (APAC, Brazil, China)

For the generic Employee Notice in English, please click here

Date last updated: 29 Apr 2024 

USEFUL LINKS

https://sbsmycontacts-solvay.appspot.com/
https://drive.google.com/file/d/1LqYey2aQgjkbwpfi0Vs3g8kRcn-pF2c8/view?usp=drive_link
https://drive.google.com/file/d/1VJ-cd-cXJSaPZFrwGyDt8yTzhxF3Yks_/view?usp=drive_link
https://drive.google.com/file/d/1dJRHlTP_Er5JDUqOKAF_vR88BMbbvuuD/view?usp=drive_link
https://drive.google.com/file/d/12z4UTUB3GJ5l2EGQVOACTwC_Xn9lt8LU/view?usp=drive_link
https://drive.google.com/file/d/1XFXlnDeL8wkF5Wcb10WreumRE194q8tI/view?usp=drive_link
https://drive.google.com/file/d/1SbmqADeceYW_Ztu_qnat3dq1EXLp1Omg/view?usp=drive_link
https://drive.google.com/file/d/1R2l5bHygirHsuQ_M9d1swGsBDp6zbttj/view?usp=drive_link
https://drive.google.com/file/d/15XWMdi_0_YF6Y6xaufhwNy2ZSIfzSggt/view?usp=drive_link
https://drive.google.com/file/d/1doPQ1RfVeNf2EriaDrWHbhcJFbpq8KER/view?usp=drive_link
https://drive.google.com/file/d/103HA-U1OG1rttlK1fq1ghwQDi5EnffHQ/view?usp=drive_link
https://drive.google.com/file/d/14062g7nOOTID7W8LQ0wvt18UZTDwVVLL/view?usp=drive_link
https://drive.google.com/file/d/1-6iwsrRAvchPsoap96wZlBL0z0i5dBQn/view?usp=drive_link
https://drive.google.com/file/d/1KotBfa3JfEVojsX8EMTv0ihrzTzJT8LW/view?usp=drive_link
https://drive.google.com/file/d/1uc4bLp_gqHOu-3pNTMAbggZADBSnEqvU/view?usp=drive_link
https://drive.google.com/file/d/1ocG2EAHFbpha0kZZwUV44D0ebtvXiTuO/view?usp=drive_link
https://drive.google.com/file/d/1-jCEWQ4FvBnChWl2CgZLRh4tAwUn7dCD/view?usp=drive_link
https://drive.google.com/drive/folders/1lNctZKPERJIWSzfvh0x0zRHyzonFohgT?usp=drive_link
https://drive.google.com/file/d/1vaAtuHu27-34QNgQYL9enIBNaMcXkw47/view?usp=drive_link
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