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Welcome to Syensqo! 

In this page, you can find useful resources for your first weeks and months with Syensqo.

This self-support kit will help you over the first 30 days at Syensqo and beyond. Learn how to align yourself with the company values and with the entity 
you are working for, while also learning how to navigate the Syensqo universe.

Please follow the weekly steps for a smooth onboarding process.

Get to know our platforms and tools

The Hub Intranet 
My HR Services

By the end of the first week, you should:

Check if you have any issue with your equipment or the tools. In case you do, please submit a ticket via SyRa or contact your local IT. 

https://thehub.syensqo.com/en
https://hcm-eu30.hr.cloud.sap/sf/home?bplte_company=syensqo
https://syensqo-dwp.onbmc.com/dwp/app/#/page/w9ph6wjq
https://syensqo-dwp.onbmc.com/dwp/app/#/page/42mufjqh


Review your MY HR Services profile and check if you have any questions regarding HR or Payroll. If needed, submit a SyRa ticket  
Contact your assigned buddy with any questions

 Ensure you have no questions regarding Facility and HSE related requests. Contact your local Facility or HSE resource or SyRa for any query 
you may have.

By week 2 you should have explored the Global Onboarding Guideline and Policies and started to complete all the auto-pushed mandatory training 
programs, while also exploring more online offers available in , You Grow our Learning Management System.

Please complete the trainings and certifications as soon as possible:

Antitrust CCTS
eSecurity Certificate Internals | Externals
Syensqo Confidentiality Training Internals | Externals

  &Speak-Up Hotline  Booklet

Discuss with your Manager the business priorities and expectations for setting goals. Review with them the Check-in & Snapshot processes.

Take time to consider the following questions:

Have I started interacting with people outside of my entity?
Am I maintaining a solid connection with my manager, colleagues and buddy? Are you sharing with them your learning & experiences?
How am I feeling about the new role I am responsible for?

By the end of the first month, you are expected to:

Schedule a meeting with your manager to talk about your 1 month onboarding experience 
Leverage, optimise and continue to build on the network that you were able to connect
Schedule a call with your buddy on how you both wish to wrap up 
Make a difference by contributing to Syensqo's Mission.Sustainability 

(Participate in making Syensqo inclusive through our Fair & Inclusive Culture One Dignity) Goals
 Explore and participate in Syensqo's different Employee Resource Groups (ERGs) & Catalysts Groups worldwide 

Know that Syensqo cares about your well-being and has available resources for you explore and access

Always refer back to this page for any question you might have regarding your onboarding process. 

Having your equipment and necessary accesses ready and working is crucial to get onboarded quickly. If your IT onboarding did not happen as expected, 
please contact the Service Desk and communicate the onboarding ticket number (created by your manager) to them.

Syensqo's Code of Business Integrity Training and Annual Certification

The Syensqo Code of Business Integrity (CoBI) is the foundation of how we operate, reflecting our Group’s strong values and culture. It applies to all 
Syensqo employees worldwide, as well as third parties acting on Syensqo’s behalf.

As part of the Compliance Campaign 2021, all employees are required to complete the CoBI Training and the new Annual Acknowledgment and 
Certification of Compliance. The training, available in 17 languages, consists of a course and a quiz, and focuses on current strategic topics. It takes 
approximately 45 minutes to complete and can be accessed here.

Completion of both the training and the annual certification is mandatory for all employees and must be done within 30 days of notification (scheduled for 
November 4th). Non-compliance will be reported to upper management and may have further consequences. During the certification process, employees 
are required to confirm that they have completed the training, are aligned with Syensqo’s ethical standards, and to report any known non-compliance 

For new employees, it is mandatory to complete the Code of Business Integrity Course on YOUGrow within your first week.

As you initiate your journey with us, it’s important for you to get to know Syensqo. Here you have easy access to useful global information to get started:

Our Program
Our Strategy

Our Solutions by Markets
Safety is our priority:

Syensqo Life Saving Rules
Creating Safety

IndustriALL Global Union Agreement

Personal Data Protection

You’ve recently joined Syensqo, welcome! Collecting and processing your personal data, Syensqo must provide you with clear information on the use of 
your data and on the exercise of your rights.

Please read our Employee Privacy notice to learn more about the purpose of data collection and how you can control it. 

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

- - -Belgium   DE   FR   NL

Czech Repulic

https://syensqo-dwp.onbmc.com/dwp/app/#/page/w9ph6wjq
https://syensqo-dwp.onbmc.com/dwp/app/#/page/w9ph6wjq
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/app/dashboard
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000131415
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000148340
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000160154
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000155591
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000203767
https://secure.ethicspoint.eu/domain/media/en/gui/110823/index.html
https://drive.google.com/drive/folders/1KQxBlCOdPP0Q455yYVwtsRTmNyDNFi1B
https://www.syensqo.com/en/our-impact/sustainability
https://thehub.syensqo.com/en/diversity-equity-inclusion
https://thehub.syensqo.com/en/syensqo-one-dignity/employee-resource-groups
https://wiki.syensqo.com/pages/viewpage.action?pageId=957365431
https://syensqo-dwp.onbmc.com/dwp/app/#/page/42mufjqh
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/0000202613
https://www.syensqo.com/en/about-us/ethics-and-compliance/our-program
https://www.syensqo.com/en/about-us/our-strategy
https://www.solvay.com/en/solutions-market
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/common/ledetail/cours000000000225683
https://wiki.syensqo.com/display/IHS/Creating+Safety
https://syensqo-representation.org/how-we-work-global-network-of-representatives/
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/1XFXlnDeL8wkF5Wcb10WreumRE194q8tI/view?usp=drive_link


Great Britain

Luxembourg - DE   FR
Netherlands

Specific Regulations (APAC, Brazil, China)

For the generic Employee Notice in English, please click here

Supporting Material
Buddy Program Guidelines
My HR Services & Employee profile
Onboarding Self-Support Kit

Global Policies & Practices

Diversity, Equity & Inclusion
Mobile Working (Global & Regional)
My Fixed Compensation & Annual Salary Review
My Variable Compensation
Global Company Car Program

   Speak-Up Booklet & Hotline

Other HR Wiki Articles
Country and Site Employee Policies, Forms, Benefits & FAQs
Employee Referral Program & Guidelines

My Workplace On Site
Why Does this Matter?
What to do as an Employee?

Our office environment impacts the way we interact with others. Discover how Solvay Ways of Working (SWOW) boost collaboration, exposure and 
creativity, how it suits your needs to deliver at your best: alone, as a team or in project mode.
We strongly believe living in an open, flexible environment can help each employee to develop “at their best”.  “How can the lack of an assigned place 
really help me ?”, you might think.

Sure, but imagine a workplace where you are empowered to organize your daily activities according to your preferences or your mood, the nature of your 
tasks, the need of focus, with complete flexibility on where to settle, in dedicated areas, with diverse configurations, including Mobile & Hybrid working and 
paperless approach. Get close to your colleagues, your internal clients, your project teammates, being exposed to other Entities or leaders.
Be curious, try a new approach, forget past experiences. Start discovering the SWOW Guiding Principles via this link. Explore the complete SWOW Wiki 

Living Our Purpose as Individuals & as a Team
Syensqo Purpose Book
Our Program

Why this Moment Matters

Purpose is an invitation to all of you, as Syensqo employees, to find extra meaning to your work and act accordingly with our Core Beliefs. Our common 
culture is built by At Our Best behaviors that will enable us to unleash our full potential as one Group. This starts with the ‘self’ in connection to your team.

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. 
“We won’t win only by having the best technologies. We will win because we have the most inspired people.” - Zephyr listening session

Click here to read more

Engaging in One Dignity

Why this Moment Matters

Syensqo values human dignity, which is why we commit to ensuring equal opportunities for individuals from all backgrounds. This commitment is core to 
Diversity, Equity and Inclusion (DEI) within our Group. But there is still a lot of work to be done and you and your Team are the first place to show the way!

https://drive.google.com/file/d/15XWMdi_0_YF6Y6xaufhwNy2ZSIfzSggt/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/drive/folders/1lNctZKPERJIWSzfvh0x0zRHyzonFohgT?usp=drive_link
https://drive.google.com/file/d/1vaAtuHu27-34QNgQYL9enIBNaMcXkw47/view?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://docs.google.com/presentation/d/1jINwn3O0iMLLhZLAcBppr9iqNC9YAhX2H8O6F3xH9bs/edit#slide=id.g2a57adaca5d_935_1
https://docs.google.com/presentation/d/1BPIE3dbpZVSeqGK05dTNLo-OPerXAftbgK1HWtfD2R8/edit?usp=drive_link
https://www.syensqo.com/en/our-impact/fair-and-inclusive-culture
https://wiki.syensqo.com/pages/viewpage.action?pageId=957354518
https://wiki.syensqo.com/pages/viewpage.action?pageId=957354518
https://wiki.syensqo.com/pages/viewpage.action?pageId=957354518
https://wiki.syensqo.com/pages/viewpage.action?pageId=957354518
https://www.syensqo.com/sites/g/files/alwlxe161/files/2024-12/Speak%20Up%20Policy_0.pdf
https://secure.ethicspoint.eu/domain/media/en/gui/110823/index.html
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490394
https://wiki.syensqo.com/display/HWS/NW+Recruitment+at+Syensqo
https://wiki.syensqo.com/display/SWOWS/SWoW+guiding+principles
https://wiki.syensqo.com/display/SWOWS/Solvay+Way+of+Working+-+Workplace+Experience
https://wiki.syensqo.com/display/ISAPPSUP/Unable+to+access+Google+Drive
https://www.syensqo.com/en/about-us/ethics-and-compliance/our-program


Making the Difference Through Societal Actions
Syensqo Sustainability Mission

Why this Moment Matters

Because “creating sustainable shared value for all” aims at putting our expertise and energy at the service of our planet and society at large. What are the 
levers you have to impact the direct communities and environment? 
Raising the bar in response to climate change, resource scarcity and creating a better life. 

Sustainability Learning Program

Module 1: Climate
Module 2: Nature
Module 3: Sustainable Business Solutions
Module 4: Social aspects of Sustainability

It's your Data!

Being informed about the use of your data, what's the point?    

Syensqo must provide you with clear information on the use of your data and on the exercise of your rights.

Have you ever wondered ...
... for what purpose does Syensqo collect different data about you?  
... what control you have over your personal data?

Find the answers, please select your country:

 -  -  - Belgium DE FR NL

Czech Repulic

Great Britain

Luxembourg  - DE FR
Netherlands

Specific Regulations (APAC, Brazil, China)

For the generic Employee Notice in English, please click here

Process Visualizer
Onboarding a New Syensqo Employee
Onboarding a New Contingent Worker (External/Temporary/Consultant)
Converting a Contingent Worker to an Employee
Transferring an Existing Syensqo Employee to your Team

Introduction

Useful Links

The onboarding process is launched once an offer is accepted.  Your new employee will be hired in the HR system to the position that you created at the 
start of the recruiting process.  

Follow these simple steps to ensure your new joiner is set up for success from Day One.  A minimum of 15 business days is required from the 
moment an onboarding is launched and the start date, to ensure a successful onboarding.  

Prepare, connect and begin bonding with your new employee BEFORE Day One

https://www.syensqo.com/en/our-impact/sustainability
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/app/me/learningeventdetail/cours000000000207983?regId=regdw000000001181280&returnPage=DiscoverPortlet
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/app/me/learningeventdetail/cours000000000209383?regId=regdw000000001180206&learnerId=emplo000000000004096&returnPage=DiscoverPortlet
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/app/me/learningeventdetail/cours000000000212167?regId=regdw000000001300056&learnerId=emplo000000000004096&returnPage=DiscoverPortlet
https://yougrowsyensqo.sabacloud.com/Saba/Web_spf/EU2PRD0122/app/me/learningeventdetail;spf-url=common%2Fledetail%2Fcours000000000220748%3FfromAutoSuggest%3Dtrue
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/1XFXlnDeL8wkF5Wcb10WreumRE194q8tI/view?usp=drive_link
https://drive.google.com/file/d/15XWMdi_0_YF6Y6xaufhwNy2ZSIfzSggt/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/drive/folders/1lNctZKPERJIWSzfvh0x0zRHyzonFohgT?usp=drive_link
https://drive.google.com/file/d/1vaAtuHu27-34QNgQYL9enIBNaMcXkw47/view?usp=drive_link


[Click on the image to be redirected to My HR Services; then select "Onboarding" from the Home drop down menu]

Visit the Onboarding Dashboard in My HR Services to utilize your digital New Hire Checklist to remain organized and perform additional tasks in the tool 
to enhance your new joiner’s experience, such as:

Sending a Personal Message 

Assigning a Buddy

Introducing New joiner to their future network

Recommending Useful Links  

Providing useful information for New Joiner’s First Day

IT Access (step 2) can be requested, however CANNOT be finalized until the new hire has completed his/her personal information AND 
 in the onboarding portal; please follow up with your new employee to ensure they have completed their required Additional Onboarding tasks

onboarding activities at least 7 business days prior to their start   You can view their status in your Onboarding Dashboard..

for :CLICK  User Guide

How to follow up an onboarding process in My HR Services - User Guide 
How to use the checklist in My HR Services to prepare the new joiner start- User Guide 
How to personalize the new joiner's experience with the onboarding tasks in My HR Services - User Guide 

Request Standard IT Equipment and Syensqo Access

Complete as soon as possible, but no later than ONE (1) WEEK before start date. After submission of the service request, Service Desk will  
provide the services within 5 business days.

 

[Click on the image above to be redirected to SyRa]

The standard onboarding ticket will provide based on request:

PC/Chromebook delivery
Active Directory
Remote Access

Badge/Access to Facility
Access to Google Workspace, YouGrow and Org Charts, Syensqo One and Syra
SAP (by Day 5, if requested)

https://hcm-eu30.hr.cloud.sap/login?company=syensqo
https://docs.google.com/presentation/d/1yUr1navVwVKikUPoS7O-5NGiwsiaF641DShhA4cemrs/edit?usp=drive_link
https://docs.google.com/presentation/d/1T6hZ6vuwPxf3fb2xdM0q3hZVtqlz5-JOX4-TdnmgZa4/edit?usp=drive_link
https://docs.google.com/presentation/d/1912WpKwGQKrTroh7lbKnQ5VjMVVJfHE48PICeiCRv2w/edit?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GMZDANBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://solvay-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPJQGAYDAMBQGAYDAMBQGAYDAMJGOJSXG33VOJRWKSLEHUYTMMRZEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF


It is also now possible to request access to the following applications:
Core CRM
iCare CRM
Dynasys DP
PICASO

Request Specific Applications (non-SAP) and/or Shared Folder Access

[Click on the images above to be redirected to SyRa]

 Consult the  SyRa catalog for any additional requests based on position and needs.   

CLICK for User Guide 

Be “present” on your new hire’s first day. Review their pre-prepared agenda with them for their 
first day/weeks

 Use some or all of the consolidated materials in this Fundamentals document to share content with your new joiner. 
Utilize your  or other team members to help with onboarding.assigned buddy

 Do frequent check-ins to measure engagement and answer questions. 

Your new hire will have access to an onboarding portal before their first day of work where they will complete their paperwork 
activities digitally and have access to information about the Group in one place!

To know more about their digital onboarding experience and how your manager tasks can make a difference, have a look at 
 the new joiner experience.

Note: If at any moment you need to cancel the Onboarding process, please submit a ticket 

SyRa Digital Workplace Video Guide

Onboarding process guidelines
Onboarding Visual Guide for Managers
Onboarding Guidelines for Managers

Organizational Announcement Guidelines
Buddy Program Guidelines
Fundamentals to onboard your new team member 
France Sites - View clothing size information in My HR Services

Video tutorials - English

How to submit an IT Onboarding service request?
How long does it take to receive hardware?
Onboarding Best Practices for Managers
What is the Manager Onboarding experience?
What is the New Hire Onboarding experience?

https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GEZDEMBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTMMBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/app/#/page/tppwtfd2
https://docs.google.com/presentation/d/17WSp07JPqMLdh_VklsGXGmYQ8mJ6QKwkLtx49m8W94s/edit?usp=drive_link
https://docs.google.com/presentation/d/13N2xOMiHm2tTQhApKHGa3p6EZmwV87-G-7ibT0DXPH8/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://wiki.syensqo.com/display/HWS/NW+-+Performance
https://docs.google.com/presentation/d/14gqzB-5puK6IuwwoNbuhcWkIloLpNBPYMeID83vltFk/edit?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSNBYEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
https://docs.google.com/presentation/d/1QhzUEoF9RIXNg9mqFQ2bqVWKgcPH53Qd/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://drive.google.com/file/d/1vmWV2rPr2vfqkCnMfLZniGvjh3o6UngB/view?usp=drive_link
https://docs.google.com/presentation/d/1xkHsAxF4PYC9qFY-8k-LjrjSSOBlbIwi7cv_S8U9Qlw/edit?usp=drive_link
https://docs.google.com/presentation/d/1D5uznhVivHmuCIsHCZcCNjrp9efKrP4hlV9ASw6L8jU/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://docs.google.com/presentation/d/13N2xOMiHm2tTQhApKHGa3p6EZmwV87-G-7ibT0DXPH8/edit?usp=drive_link
https://docs.google.com/document/d/1I2UUqv_hicTvgkESrw4EzO-X52sTyHSeteFwSjMeZg8/edit?usp=drive_link
https://drive.google.com/file/d/1qQeV4TLNHm0fN0yAP_4KV64G-6ZjbQRo/view?usp=drive_link
https://drive.google.com/file/d/178bDOpOjqQRdydFMQWyr2GEhfiswB_nS/view?usp=drive_link
https://drive.google.com/file/d/1J5Q8Dg2tWluwxzL5GP3snpCN3DqoGPKG/view?usp=drive_link
https://drive.google.com/file/d/10aGHijsKIVuVl9nAVHkGf3Vtss847BPq/view?usp=drive_link
https://drive.google.com/file/d/17G8vu99AibtyXMpDLyK91I4f4OgSohmP/view?usp=drive_link


Video tutorials - French

Tableau de bord dintégration dans My HR Services
Faire la demande IT pour l'onboarding d'un nouveau collaborateur
Intégrer un nouveau membre de léquipe
Comment préparer au mieux le premier jour du nouveau salarié
Accéder au HR Wiki

Request Specific Applications (non-SAP) and/or Shared ...
Useful Links

Create Contingent Worker Identity - SyRa

Step 1 must be completed at a minimum six (6) business days prior to the start date of the contingent worker.

[Click on the image above to be redirected to the SyRa ticket]

 It will now be possible to ask for standart access in this service request. You only need to submit the “ ” if you are IT access onboarding service request
required to use more than these services:

Network Account
Google Account
Remote Access
Security Token

forCLICK   User Guide

Request Standard IT Equipment and Syensqo Access

Complete as soon as possible, but no later than ONE (1) Week before start date. After submission of the service request, Service Desk will 
provide the services within 5 business days.

[Click on the image to be redirected to the ticket in SyRa]

The standard onboarding ticket will provide based on request:

PC/Chromebook delivery
Active Directory
Remote Access

Badge/Access to Facility
Access to Google Workspace, YouGrow and Org Charts, Syensqo One and Syra/Digital Workplace
SAP (by Day 5, if requested)

It is also now possible to request access to the following applications:

https://drive.google.com/file/d/1OzXfapWs7oEaisRVKhTBE6X5gvB31qgE/view?usp=drive_link
https://drive.google.com/file/d/1zhFoojnL9iM4J7etgzEAAZ0VVk-M39Kn/view?usp=drive_link
https://drive.google.com/file/d/1jhh02NAiJtU5KIXvaGdqaS53x8MpQXGC/view?usp=drive_link
https://drive.google.com/file/d/1bmXf7jOp_CBgVya-2oVgsLtcQygiQxWv/view?usp=drive_link
https://drive.google.com/file/d/18hzPRjQ8f3K9RRNNeZY2x6IHvKLPXApo/view?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GE4TKMJGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GEZDEMBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://docs.google.com/presentation/d/143OwzjC2nr7WTU829McUOsnT6H5OHcZ3yx_R30DAzcU/edit?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTCNRGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=


Core CRM
iCare CRM
Dynasys DP
PICASO

      

[Click on the image to be redirected to the ticket in Syra]

Consult the SyRa catalog for any additional requests based on position and needs.  

CLICK for User Guide

Every year as long as the contingent worker contract is in place, you will be asked to revalidate the access of your external worker, and will receive 
instructions by email. The recertification process will allow you to extend accesses for a maximum renewable period.

Onboarding Guidelines for Managers 

Step 1 -Create a Position and Job Requisition
Step 2 -Prepare, connect and begin bonding with yo...
Step 3 -Request Update to IT Access
Useful Links

As a manager you need to follow the standard recruitment process. Firstly, you need to in the Position Org Chart and then create a position   post a job 

The onboarding process will be launched after the contingent worker has applied to the requisition and accepted an offer.

[Click on the image to go to My HR Services; then select "Onboarding" from the Home drop down menu]

Visit the Onboarding Dashboard in My HR Services to utilize your digital New Hire Checklist to remain organized and perform additional tasks in the tool to 
enhance your new joiner’s experience, such as:

Sending a Personal Message 
Assigning a Buddy
Introducing New joiner to their future network
Recommending Useful Links  
Providing useful information for New Joiner’s First Day

https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GEZDEMBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTMMBGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://solvay-dwp.onbmc.com/dwp/app/#/catalog
https://docs.google.com/presentation/d/143OwzjC2nr7WTU829McUOsnT6H5OHcZ3yx_R30DAzcU/edit?usp=drive_link
https://docs.google.com/presentation/d/1xkHsAxF4PYC9qFY-8k-LjrjSSOBlbIwi7cv_S8U9Qlw/edit?usp=drive_link
https://docs.google.com/presentation/d/1F54Pwn1BASfGDVxZkwn4SDvqrUNapwUzzHMf7kq3BA0/edit#slide=id.g30c66b62dcd_1_709
https://docs.google.com/presentation/d/1asJbC5qw7iwncB7M3e1IYbw3ed3dNDbYwhdeKpHNELc/edit#slide=id.g1171b2cd687_0_0
https://hcm-eu30.hr.cloud.sap/login?company=syensqo


 

for :CLICK   User Guide

How to follow up an onboarding process in My HR Services - User Guide 
How to use the checklist in My HR Services to prepare the new joiner start- User Guide 
How to personalize the new joiner's experience with the onboarding tasks in My HR Services - User Guide 

Complete as soon as possible, but no later than ONE (1) week before transfer date. After submission of the service request, Service Desk will 
provide the services within 5 business days.

[Click on the image to go to the ticket in SyRa]

The Internal Move / Employee status change - IT Request will help you to ensure your contingent worker can start their new role as Syensqo employee 
with all the relevant IT equipment and accesses.  

Consult the SyRa catalog if any NEW applications or equipment are needed for the user. 

Your converting contingent worker will have access to an onboarding portal before their first official start date at Syensqo where 
they will complete their paperwork activities digitally and have access to information about the Group in one place!

To know more about their digital onboarding experience and how your manager tasks can make a difference, have a look at the 
new joiner experience.

Onboarding process guidelines
Onboarding Visual Guide for Managers
Onboarding Guidelines for Managers

Organizational Announcement Guidelines
Buddy Program Guidelines
Fundamentals to onboard your new team member 
France Sites - View clothing size information in My HR Services

How to submit an IT Onboarding service request?
How long does it take to receive hardware?
Onboarding Best Practices for Managers
What is the Manager Onboarding experience?
What is the New Hire Onboarding experience?

Introduction
Step 1 -Prepare, connect and begin bonding with yo...
Step 2 -Request Update to IT Access
Useful Links

https://docs.google.com/presentation/d/1yUr1navVwVKikUPoS7O-5NGiwsiaF641DShhA4cemrs/edit?usp=drive_link
https://docs.google.com/presentation/d/1T6hZ6vuwPxf3fb2xdM0q3hZVtqlz5-JOX4-TdnmgZa4/edit?usp=drive_link
https://docs.google.com/presentation/d/1912WpKwGQKrTroh7lbKnQ5VjMVVJfHE48PICeiCRv2w/edit?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTCNRGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/app/#/
https://docs.google.com/presentation/d/14gqzB-5puK6IuwwoNbuhcWkIloLpNBPYMeID83vltFk/edit?usp=drive_link
https://drive.google.com/file/d/1lVLKwXZMjqBKLQBoUkrh6t1bjjMk1qk-/view?usp=drive_link
https://docs.google.com/presentation/d/1xkHsAxF4PYC9qFY-8k-LjrjSSOBlbIwi7cv_S8U9Qlw/edit?usp=drive_link
https://docs.google.com/presentation/d/1D5uznhVivHmuCIsHCZcCNjrp9efKrP4hlV9ASw6L8jU/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://docs.google.com/presentation/d/13N2xOMiHm2tTQhApKHGa3p6EZmwV87-G-7ibT0DXPH8/edit?usp=drive_link
https://docs.google.com/document/d/1I2UUqv_hicTvgkESrw4EzO-X52sTyHSeteFwSjMeZg8/edit?usp=drive_link
https://drive.google.com/file/d/1qQeV4TLNHm0fN0yAP_4KV64G-6ZjbQRo/view?usp=drive_link
https://drive.google.com/file/d/178bDOpOjqQRdydFMQWyr2GEhfiswB_nS/view?usp=drive_link
https://drive.google.com/file/d/1J5Q8Dg2tWluwxzL5GP3snpCN3DqoGPKG/view?usp=drive_link
https://drive.google.com/file/d/10aGHijsKIVuVl9nAVHkGf3Vtss847BPq/view?usp=drive_link
https://drive.google.com/file/d/17G8vu99AibtyXMpDLyK91I4f4OgSohmP/view?usp=drive_link


, starting with the creation of position, the posting of a requisition, and the The internal employee needs to follow the standard recruitment process
onboarding process will be launched after the internal employee has applied to the requisition and accepted an offer. The internal transfer will be recorded 
in the HR system and the internal employee will be moved to the position that you created at the start of the recruiting process. 

[Click on the image above to go to My HR Services; then select "Onboarding" from the Home drop down menu]

Visit the Onboarding Dashboard in My HR Services to utilize your digital New Hire Checklist to remain organized and perform additional tasks in the tool to 
enhance your new joiner’s experience, such as:

Assigning a Buddy

Introducing New joiner to their future network

Recommending Useful Links  

Providing useful information for New Joiner’s First Day

The People Services team will move the internal employee to the new position, apply any change such as salary, grade level, etc. based on the internal 
offer letter and new position. Internal transfers may only be effective on the 1st day of the month (except for the US which follows the US Payroll 

for :CLICK   User Guide

How to follow up an onboarding process in My HR Services - User Guide 
How to use the checklist in My HR Services to prepare the new joiner start- User Guide 
How to personalize the new joiner's experience with the onboarding tasks in My HR Services - User Guide 

Complete as soon as possible, but no later than ONE (1) week before transfer date. After submission of the service request, Service Desk will 
provide the services within 5 business days.

[Click on the image above to go to the ticket in Syra]

The Internal Move / Employee status change - IT Request will help you to ensure your transferring employee can start their new role with all the relevant IT 
equipment, accesses & services.  This request covers:

National Transfers (transfers within the same country)
International Transfers (transfers from one country to another)

 Consult the SyRa catalog if any NEW applications or equipment are needed for the user. 

https://hcm-eu30.hr.cloud.sap/login?company=syensqo
https://docs.google.com/presentation/d/1yUr1navVwVKikUPoS7O-5NGiwsiaF641DShhA4cemrs/edit?usp=drive_link
https://docs.google.com/presentation/d/1T6hZ6vuwPxf3fb2xdM0q3hZVtqlz5-JOX4-TdnmgZa4/edit?usp=drive_link
https://docs.google.com/presentation/d/1912WpKwGQKrTroh7lbKnQ5VjMVVJfHE48PICeiCRv2w/edit?usp=drive_link
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GQYTANRGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://wiki.syensqo.com/display/HWS/NW+Global+Mobility
https://syensqo-dwp.onbmc.com/dwp/app/#/


NOTE: Following this change, Managers need to confirm if their employee's current accesses are already adjusted to their new job and if the 
previous ones have already been removed. Please consider all the systems that could have impacts in security, reputation and confidentiality.

Onboarding process guidelines
Onboarding Visual Guide for Managers
Onboarding Guidelines for Managers

Organizational Announcement Guidelines
Buddy Program Guidelines

What is the Crossboarding Process?
Crossboarding Request
Introduction to Crossboarding

HR Role in the Employee's Onboarding
Talent Attraction Role in the Onboarding Process
People Services Contracts/Documents Workflow
Change of Employee Start Date During Onboarding Process
General Data Protection Regulation (GDPR)
Syensqo Ways of Working (SWOW) -Workplace Experience
Useful Links

Why this Moment Matters
The HR Role
Useful Links

he onboarding and first 90 days for new joiners is critical for their seamless integration with our ways of working, purpose and vision. This integration 
creates a sense of belonging and enables them to get up to speed faster. It also paves the way for creating the right conditions for the newcomer to 

In line with the People Engagement Journey, Leaders are now fully in charge of their new team member’s onboarding experience - from the moment the 
new hire accepts the offer until they are fully onboarded in the job, the team and the Group.  The collaboration between recruiters, hiring managers, Site 
HR, and HR Operations is crucial to ensure a smooth transition from recruitment to onboarding.  

An onboarding digital feature in MY HR Services  is available to support leaders in organizing the arrival of their new team members and to welcome and 
engage new hires during their onboarding.

HR Operations, Payroll, and Site HR users have access to the onboarding dashboard with various roles.   

HR Operations takes the lead in hiring the employee after the recruiter confirms an offer acceptance and the candidate completes their 
onboarding information, forms and documents.  
Country Payroll teams  complete & approve hiring information in Employee Central, hrX and Time Management App once they receive the 
notification.  
Site HR has visibility in the onboarding dashboard to follow up on the status of new joiner’s at their site and are responsible for compliance with 
local legislation and collection/processing of local forms until the progressive go-lives of country specific onboarding
Site HR collaborates in collecting necessary documentation from new Joiners when (not through the Employee Central  Onboardings are manual 
Dashboard).

Here you will find an HR User Guide with step by step instructions for My HR Services Onboarding.  

*Note: From July 2023 onward, the  and the corresponding required fields become  for   Onboardees during  Home Address  mandatory China Personal 

Buddy Program Guidelines
Onboarding Best Practices for Managers
Organizational Announcement Guidelines
Talent Attraction - Guidelines for HR

https://drive.google.com/file/d/1lVLKwXZMjqBKLQBoUkrh6t1bjjMk1qk-/view?usp=drive_link
https://docs.google.com/presentation/d/1xkHsAxF4PYC9qFY-8k-LjrjSSOBlbIwi7cv_S8U9Qlw/edit?usp=drive_link
https://docs.google.com/presentation/d/1D5uznhVivHmuCIsHCZcCNjrp9efKrP4hlV9ASw6L8jU/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://drive.google.com/file/d/1xAQP2vDXW75GF1FQ1Y7ct5F74L9qNJ5X/view?usp=drive_link
https://drive.google.com/file/d/1906P1sa80fY18opNou0S9kPn9VJsoEZp/view?usp=drive_link
https://drive.google.com/file/d/1CM-AfiPEaq_GJJvmxHypC4kktBYmOspo/view?usp=drive_link
https://docs.google.com/document/d/1QOAb33c2YA_8fJGIO4d1KwjN7pPzny0R3egtnryHtD0/edit?usp=sharing
https://docs.google.com/presentation/d/1cH-1YkY3xjlwB9fq09ip15lPzdjpRMT2UbFyZa5rBvg/edit?usp=drive_link
https://docs.google.com/presentation/d/1Os3C6RvdYB_oE8wO15OTYJC24KK_vvH6X5A0jUGNGrw/edit?usp=drive_link
https://docs.google.com/presentation/d/1X8PpwQAxe9DBBx_OASeG97u7bnWEGSN7LXa3Ll6uQPE/edit?usp=drive_link
https://docs.google.com/presentation/d/1D5uznhVivHmuCIsHCZcCNjrp9efKrP4hlV9ASw6L8jU/edit?usp=drive_link
https://docs.google.com/presentation/d/1BSACH33TyO7mXoHQQ-2RkHvASW7tcbeAN-wezQG3y4M/edit?usp=drive_link


Step 1 -Provide all of the information required to...
Step 2 -Inform the candidate on the next steps an...
Step 3 -Inform the hiring manager on the next ste...

The first step for TA is to provide all of the information required to initiate the onboarding process before moving the candidate to "offer accepted".

a. Must be accurate start date : last updated start date after offer negotiation.

b. 15 business days are required between onboarding initiation and start date for a successful onboarding process

i. Note: Can be shortened up to 10 business days if the manager commits to following up with the new hire to ensure onboarding tasks are completed 

c. Start date in the onboarding tool is retrieved from information entered during offer approval -> any change in the start date information 
happening after the approval of the offer  should be shared as comments when the candidate is moved to the “offer accepted” step.

d. For internal transfers: start date is always on the 1st of the month.

2. Offer information 

a. The offer letter must be managed in the recruiting tool. Required information for onboarding will be inserted based on information provided in 
the offer letter. If the offer is managed outside recruiting tool (exceptionally), upload the offer letter manually in the candidate’s file in the tool 

b. Ensure all offer information required for onboarding is present in the offer letter. In case of any information missing, add them as comments 
when moving to offer accepted. Following information are required for the onboarding process:

iii. Contract type (If limited duration contract: duration and end date are required)

vi. Highlight if new joiner is a student or a trainee

1. In the coming 5 days, candidate will receive an email with login information to access the onboarding platform. In case they don’t receive any 
email, candidate can introduce a ticket as explained below

i. Note: the email can sometimes arrive in the spam, candidate should check their spam folder

2. Highlight the importance of completing their onboarding tasks as soon as possible

i. Note: New hires have 2 tasks to complete in the onboarding portal. After completing the first one, a second one will become available. New hires are 
notified via email every time a new task is available for them to complete

    .3. In case of question or need for support: candidates can introduce a ticket via HR support request form
1. The hiring manager will receive an automatic email notification once onboarding has been initiated

2. The manager can follow up on the onboarding process of their new hire in the onboarding section of My HR Services

3. Start date should not be changed after onboarding has been initiated, changing the start date can create major complications in the onboarding 

i. Note: In exceptional cases, and under valid circumstances, a change of start date can be requested using the SyRa Onboarding request

4.   It is critical that managers request IT access and equipment using the Onboarding -  IT Equipment & Access request ASAP and no later than 
7 days  before  1st working day  (request for their new hire becomes  available 24 hrs after onboarding initiation)

5. In case of questions or need for support, managers can request support via .SyRa onboarding request 

 6. Hiring managers can consult the HR Wiki onboarding information for support.

https://www.syensqo.com/en/request-hr-support
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSNBYEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IFET2GJFGEKJTUMVXGC3TUJFSD2QKHI5AUISZQGNCDITBRJ5AVGN2JJ43VOUZXJFHTOV2BHBKVEJTSMVZW65LSMNSUSZB5GIZTAMZGMNXW45DFPB2FI6LQMU6UGQKUIFGE6R27JBHU2RI=
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSNBYEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
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Introduction

United Kingdom

The countries that have contracts issued by the People Services team are at the moment:

Belgium (XPLORER site)

China (excludes Taiwan site)

United Kingdom (excludes Oldburry Site)

The team doesn’t issue contracts for grade S23 and above nor External Employees/Contractors.

International hires, Internal Moves, Internships are only issued by the team in some countries, select your specific country for details

Bruxelles - XPLORER site only
Non-Cadre employees and cadre up to S22

The candidate sends all documentation needed in Onboarding and it’s concluded.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.
Document is sent to local payroll teams via ticket, due to legal information in the contract shared by the HR site on the process.

Non-Cadre employees and cadre up to S22

The candidate sends all documentation needed in Onboarding and it’s concluded.
The HR Site is informed via e-mail by People Services of the new hiring. It is requested from the Site HR to fill out a   with further information form
needed for the contract.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.

Non-Cadre employees and cadre up to S22

Taiwan site is not part of the scopeNote: 

The candidate sends all documentation needed in Onboarding and it’s concluded.
People Services Starts to issue the contract and sends it in PDF via email to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it.
On the 1st day of work, the employee signs the document on-site.
After all signatures, the HR site scans the contract and sends it to People Services.
People Services receives and stores the signed contract in the Employee File.

Non-Cadre employees and cadre up to S22
Trainee moving to regular employee (this trigger is not automatic, please submit a request ) here
International Hires
FFF is to be considered as any other employee

https://docs.google.com/forms/d/e/1FAIpQLScuXhscwDf96bvu_cG0vKysLVDAxP9lWE9cONg5S9VDAp5HmA/viewform
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSMZVEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
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The candidate sends all documentation needed in Onboarding and it’s concluded.
The HR Site is informed via e-mail by People Services of the new hiring. It is requested from the Site HR to fill out a   with further information form
needed for the contract.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.

Non-Cadre employees and cadre up to S20
FFF is to be considered as any otjher employee

 Note: Dirigenti are excluded from scope

People Services receives the offer accepted case and sends the   to the HR Site.form
The first contract is generated by People Services, downloads it in PDF format, and sends it to the Site HR, with Deputies and Recruiter in CC. 
People Services asks to proceed with the onboarding process.
The Site HR receives the contract in PDF and shares it with the employee.
The Site HR replies to the email saying whether or not the contract will be accepted.
Once the onboarding process is concluded People Services creates the contract and sends it to the Site HR.
Site HR receives the contract through DocuSign and signs it.
The candidate receives the contract via e-mail, already signed by Site HR, and signs it, also through DocuSign.
The document is sent to local payroll teams via ticket, due to legal information in the contract shared by the HR site on the process.

Non-Cadre employees and cadre up to S22

Exit Work Certificate
IHT Addendum
Late Shift Addendum
Effective Letter
Trainee moving to regular employee
International Hires

Please find more information regarding Contract Management here

Unless referring to a new hire, the contracts are only sent in a 15 days-cycle. Note:

 Trainees moving to regular employee must always happen on the 1st of the month.Note:

The candidate sends all documentation needed in Onboarding and it’s concluded.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.

Non-Cadre employees and cadre up to S22
International Hires

The candidate sends all documentation needed in Onboarding and it’s concluded.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.

Non-Cadre employees and cadre up to S22

https://docs.google.com/forms/d/e/1FAIpQLScuXhscwDf96bvu_cG0vKysLVDAxP9lWE9cONg5S9VDAp5HmA/viewform
https://docs.google.com/forms/d/e/1FAIpQLScuXhscwDf96bvu_cG0vKysLVDAxP9lWE9cONg5S9VDAp5HmA/viewform
https://docs.google.com/spreadsheets/d/1cIn_pvwh6Q9y3cyTUqfqXP_-Apyn3dcoLMPyu69IjJs/edit?gid=0#gid=0


1.  
2.  

3.  
4.  
5.  
6.  

Oldburry site is not part of the scopeNote: 

The candidate sends all documentation needed in Onboarding and it’s concluded.
The HR Site is informed via e-mail by People Services of the new hiring. It is requested from the Site HR to fill out a   with further information form
needed for the contract.
People Services Starts to issue the contract and sends it via DocuSign to the site HR to be signed.
The HR Site receives an e-mail with the contract and signs it inside DocuSign.
After the HR Site signature, the candidate receives the document via e-mail (personal) and signs it.
After all signatures, the HR site, candidate, and People Services receive a copy of the document.

Q: If a correction or change is required in the middle of the workflow how should I ask for this?

Open a to the People Services team through SyraA:   ticket 

Q: If going on vacation, what procedures should I take?

Open a to the People Services team through Syra to let the team know the date at which you will leave and return, and also who will be A:   ticket 
responsible for signing the contracts on your behalf.

Q: Where and when will the contract be available for consultation?

A: The contract will be available upon the employee's first day and can be consulted in their respective . employee file

Q: How long will the contract stay available in DocuSign?

The contract will be available for 15 days. If it is not signed by both parties during that period, a new one will have to be issued.A: 

Q: How do I sign Documents in DocuSign?

Check the guide we created for you A: Here

What to do when the start date of an employee chan...

After a candidate has accepted an offer and starts the onboarding process, it happens that the hiring start date is changing. The manager shares this 
information potentially with multiple actors: 

the local HR -> who also usually informs payroll
the recruiter
the HR OPs team

The information of a new start date, after the onboarding was initiated, needs to be shared to the Workforce Data Admin (WDA) team by the so  Manager 
that they can correct it either in the Onboarding module (if the ONB process is still in progress), or in Employee Central (if the ONB process was already 

WHAT TO DO

Whenever you are informed that the start date has changed and needs to be corrected, please inform the Manager that they must submit a ticket to 
the People Services SyRa > Catalog > Human Resources > Onboarding service request and provide the employee's name and new start date. 

Employee Privacy Notice
Where are the Employee Privacy Notices?
Personal Data Protection Awareness

https://docs.google.com/forms/d/e/1FAIpQLScuXhscwDf96bvu_cG0vKysLVDAxP9lWE9cONg5S9VDAp5HmA/viewform
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSMZVEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSMZVEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF
https://wiki.syensqo.com/display/HWS/NW+HR+Tools++Support
https://docs.google.com/presentation/d/1A4Mb2GyseZLDXxLVlxg3I8JhsYsuvr9x/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://syensqo-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUCRCLGAZUINCMGFHUCUZXJFHTOV2TG5EU6N2XIE4FKURGOJSXG33VOJRWKSLEHUYTSNBYEZRW63TUMV4HIVDZOBST2Q2BKRAUYT2HL5EE6TKF


 (Regular, Impatriate, Apprentice and Trainee) located in the European An Employee Privacy Notice must be communicated to all employees
Economic Area as soon as we collect their personal data.
With a view to transparency, notices by country give information about the generic and local collection and processing of personal data.

In this Gdrive, in PDF format to be attached to the employment agreement.

We invite you to introduce the support document “KEEPING DATA SAFE” during the welcome session of new colleagues:

As part of Syensqo's activities, we process the personal data of customers, suppliers, employees and all individuals with whom the Group maintains 
professional ties. The Syensqo group, in line with our Values, is committed to respecting personal data privacy and security requirements in all the 
countries in which we operate.

Personal data is not only data directly identifying a person such as their name, but much more broadly any data that What is personal data? 
indirectly identifies a person. (slide 2)

Syensqo ensures the protection of personal data by design by respecting key principles relating to the How does Syensqo protect data? 
purpose of data collection and data security. (slide 3)
And you, what can you do? As part of your job, you need to acquire good reflexes in storing and sharing personal data to avoid any risk of data 
breaches. (slide 4)

Transformation of the Workplace
Whe does SWOW Matter?
What to do as an HR

Syensqo Ways of Working (SWOW) environment impacts the way we interact with others. What if a less classical setting could boost collaboration, 
exposure and creativity, empowering the employees to deliver at their best: alone, as a team or in project mode? Let’s actively lead the change!
Adopt the Group's ambition, understand the intent and support managers & teams in the transition, help them to take the best of the transformation. As a 
key player of the Change Plan, unveil the main principles of the change, empowering people and engaging the managers in the process, in the frame of  
the mobile & hybrid working.
Discover the key role you are expected to play in a transformation project and figure out what a change plan could look like in practice. You are an 
important piece of the multidisciplinary team, able to make this a success and to favor the adoption of the SWOW.

How about taking a look at the SWOW Wiki page to feel more comfortable with all the concepts?

Useful Links

2024 Onboarding Improvements
Onboarding Dashboard -  Quick Guide

 Country & Site Employee Policies, Forms & Benefits
Country & Site Benefit Plans & Programs

https://drive.google.com/drive/folders/1FGpuk81ZjzTlaVxFWSgI981uQvLBN-Jt
https://docs.google.com/presentation/d/1MtFN_gfTFgN3TOJuhgm5f0Is-IBMlZ-2VYR5p6JkUYM/edit?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=842246411
https://wiki.syensqo.com/display/SWOWS/Change+management+principles
https://wiki.syensqo.com/display/SWOWS/Challenge+for+managers+in+SWoW
https://wiki.syensqo.com/display/SWOWS/Change+management+principles
https://wiki.syensqo.com/display/SWOWS/Solvay+Way+of+Working+-+Workplace+Experience
https://docs.google.com/presentation/d/18E0sR8Mz-iKbE4_Fz2gAo69xSAD7oCN8/edit?usp=drive_link&ouid=103501649547079942901&rtpof=true&sd=true
https://docs.google.com/presentation/d/1z1svWrIdJLld65tlPoljYowmZGFi3BAovggyisFBcB0/edit?usp=drive_link
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490394
https://wiki.syensqo.com/pages/viewpage.action?pageId=833490857
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