Prepare the Offboarding of an Employee or External Worker

Step Two: Prepare the Offboarding an Employee or External Worker

The offboarding procedure is mandatory and applies to the whole group without any exception.
WHY THIS IS IMPORTANT

Simply put, Syensgo needs to ensure that its information, intellectual property, and assets are safeguarded. Currently, only 44% of leavers who have IT
and/or badge (physical) access have their accounts deactivated within five days of leaving Syensgo, this means that we have a high % of leavers that, if so
inclined, could take our data with them. And that's scary..... We need your help to improve this.

To address this security concern and reduce the risk for Syensqo, an Offboarding process will automatically trigger, 5 business days before the last
working day, on behalf of the managers of Syesnqo Employees and Supervisors of contingent/external workers or their delegates. This process should
only start for workers who have IT access requirements - such as a computer, a network account, email, Third party access or remote access to Syensqo
systems, etc.

As the direct supervisor of Syensqo employee or the Supervisor of an external worker (contractor, temp, consultant, etc...), you are responsible for
ensuring their IT and Site accesses are terminated on time so that data remains safe.

The offboarding tasks can be followed up by the manager or supervisor in Service One platform in section “My activity”.

We want to make this as simple as possible!

Please have a look at the exit management process visual for managers.

Note: If you have a worker who does not have any IT accesses, please follow your local site guidelines.

Important to remember

If you haven't recorded the action of termination in My HR Services yet, please first refer to Managing an Employee Termination/Resignation
procedure.

OFFBOARDING A SYENSQO EMPLOYEE

The Offboarding process can be initiated once the Payroll team has validated the termination request in the HR System done by the Manager.

An Offboarding Service Request will be generated automatically 5 business days before employee last working day, to deactivate IT access and remove
assets, so as manager, your only action will be to follow and monitor the request tasks.

OFFBOARDING AN EXTERNAL WORKER:

The Offboarding activities will be generated automatically 5 business days before the leaver's last day of work.
If you need to anticipate the Offboarding please change the end of assignment date on this request.

If you change the end of assignment date/termination date to a past date, please submit an Onboarding question ticket for IT Onboarding/Offboarding
team.

Example(current day = 05/05/2024 and you change to 05/04/2024)
As a supervisor you must follow and monitor the Offboarding Service Request for the deactivation of IT access and remove assets (if applicable).
If you need to reactivate the user (re-onboard) please contact SBS HR service line request.

If you want to extend it's employment please submit this request ,and cancel the "Offboarding overview" request generated in your “Activity” in Service
One.

If the user is already deactivated and you need to reactivate the user (re-onboard) please contact SBS HR service line request.


https://solvay-dwp.onbmc.com/dwp/app/#/page/91edf14a-4d46-4f93-8d72-911d484c7abc
https://drive.google.com/file/d/1Jdqay0Lu4VhwtX8qf4BepAUK0xNZQyao/view?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490550
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490550
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2Q2BKRAUYT2HL5BUCVCFI5HVEWJGORSW4YLOOREWIPKBI5DUMUKHKBCUUVKXGAYECUSRKEYTARSSKFITCMCGJFLEIUBGOJSXG33VOJRWKSLEHU4TGMBUEZZW65LSMNSVI6LQMU6VGQSFEZYHE33WNFSGK4STN52XEY3FJZQW2ZJ5KNBEK===
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMUKHKBCUUVKXGAYECUSRKEYTARSSKFITCMCGJFLEIUBGOJSXG33VOJRWKSLEHUYTCMBQGMTGG33OORSXQ5CUPFYGKPKDIFKECTCPI5PUQT2NIU======
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5DFCR2QIVFFKVZQGBAVEUKRGEYEMUSRKEYTARSJKZCFAJTSMVZW65LSMNSUSZB5GEYTGJTDN5XHIZLYORKHS4DFHVBUCVCBJRHUOX2IJ5GUK===
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2Q2BKRAUYT2HL5BUCVCFI5HVEWJGORSW4YLOOREWIPKBI5DUMUKHKBCUUVKXGAYECUSRKEYTARSSKFITCMCGJFLEIUBGOJSXG33VOJRWKSLEHU4TGMBUEZZW65LSMNSVI6LQMU6VGQSFEZYHE33WNFSGK4STN52XEY3FJZQW2ZJ5KNBEK===
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5DFCR2QIVFFKVZQGBAVEUKRGEYEMUSRKEYTARSJKZCFAJTSMVZW65LSMNSUSZB5GEYTGJTDN5XHIZLYORKHS4DFHVBUCVCBJRHUOX2IJ5GUK===

OFFBOARDING STEPS FOR BOTH A SYENSQO EMPLOYEE AND AN EXTERNAL WORKER

1. An Offboarding request will be triggered through the Service One Digital Workplace Platform -> Offboard Employee or Contingent Worker;

2. The Offboarding ticket will be generated at least 5 days before the last working day of the employee or external, after the termination done by the
Manager in HR system.

3. Once this Service Request is generated, the Manager, IT, Facilities & other relevant stakeholders are notified and will take the required actions on
their side;

4. If the leaver does not have any IT accesses please follow your local site Offboarding process.

For both Syensqo employees and external workers, you will receive a confirmation message with a link to check the status of the Offboarding
activities.

OFFBOARDING AN EMPLOYEE & EXTERNAL WORKER IN SERVICE ONE
USER GUIDE FOR OFFBOARDING AN EXTERNAL WORKER

DON'T FORGET TO ASK THE PERSON LEAVING TO:

Store all Syensgo documents in Google Drive;

Transfer Google drive ownership to the relevant person(s);

Delete any personal information from his / her computer, Google Drive, or emalil;

Deliver the Company'’s Citi card to the Travel Expenses team, you or Site HR (if applicable);
Deliver the access card (badge) to the site contact (Facilities/HR etc.);

Deliver the assets to the local Service Desk on their last day of work (if applicable).
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https://docs.google.com/presentation/d/1SX5u7jPZVitlqrRMHnDlv_L8qzEXA4maO7YXUfy2H8g/edit#slide=id.g2c2e3a23cd1_0_1357
https://docs.google.com/presentation/d/14khYmyOKcM509NYEuuUaes17UWBTnneiTmM0OH7lIPQ/edit?usp=drive_link
https://drive.google.com/file/d/1AUM7Jad9ai4P4yuRg_MsI9zAKk5vohPc/view?usp=drive_link
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