[image: cid:image001.png@01CC7C69.B2D92F90] Onboarding Checklist - Expatriates on Resident Assignment (Luanda)

	Full Name


 Job Offer Title 



	Department


Supervisor Name




Assignment Start Date       /       /



	
Upon your arrival in Luanda, you are required to attend a HR Orientation with your assigned Expatriate Counselor. Please complete activities on checklist below, and do not hesitate to contact your counselor should you have any question or concern.



	What
	Who
	When
	Additional Info.

	
SASBU DATA UPDATE
· Complete the Expatriate Data Input Form   and enter return to your counselor
·  Update White Pages
· Request for SASBU Business Cards
· Use Cisco IP Telephony and Unity Messaging Information

	Employee
	1 week upon arrival
	
The Expat Data Input Form generates your SASBU employee number, which is needed for benefits claim, clinic appointment, and any other SASBU form that requests for employee number. This is very important.


	
SASBU FINANCE UPDATE
· 
[bookmark: _GoBack]Request for bank details update 
· CABGOC Corp Credit Card
CABGOC has a standard local Corp. Bank card program. All eligible expats are required to adhere to CABGOC HSBC Card program, which is the only acceptable card program, NO other Corp business travel card is allowed; please check the CABGOC travel procedure Card Program. Prior to your arrival, please check with your supervisor for eligibility and approval. If eligible and approval granted, for further assistance please contact sasbuctrex@chevron.com 
	Employee
	1 week upon arrival
	
1. It is recommended that bank details update is requested soon after your assignment start, in order to ensure that any benefit claim is transferred into your bank account within 15 working days after finance process. 

2. Cash and Check service facilitates for cash return to checks from Pounds, Euros and US dollars bank accounts. For other currencies please liaise directly with the indicated people in the email referred to.



	
SAFETY ORIENTATION
· Job Specific Safety Orientation
· Emergency Evacuation Plan
· Fire Evacuation Procedures 
· First Aid Kit Arrangements

	Supervisor
	1 week upon arrival
	For job specific orientation please Nelson Francisco (NEFS; ext. 1582)

	 
INTRODUCTION TO THE FACILITIES
· Tour of the Office Restroom, Break Room, and Supply Room 
· Introduction to Department staff and key contacts

	Supervisor
	1st day upon arrival
	Your supervisor might indicate someone within the department to do this, including the department general assistant.

	
OE & COMPLIANCE
· Required Compliance Training
· Employee’s Direct Supervisor or Contract Sponsor to review OE Tenets and ensure employee has read and understands the expectations required at CABGOC to be fully compliant with the Tenets of Operational Excellence
· Repetitive Stress Injury (RSI) Risk Assessment 
· Data Privacy and Information Protection
· Ethics Business Conduct & Harassment-free & Diverse Workplace

· Work Station Evaluation
· For personnel who work on a computer more than 2 hours per day, take the Repetitive Stress Injury (RSI) 
· Risk Assessment on the CABGOC Safety Web site (RSIPP/Ergonomics page) 
· Please review the RSIPP page and request a workstation evaluation if you are at High or Medium Risk

	






Supervisor












Employee
	1 week upon arrival
	

	

	





	
USEFUL INFORMATION AND GUIDANCE

· Pouch Mail Guidelines
· Luanda Services

Housing Admin Support
· For information regarding housing guidelines please go to:  http://l.sasbu.chevron.net/services/Services/Luanda_services.html 
· For specific guidance please contact Vuvu Mauricia (VMAU) ext. 2323 or Ambrosio Ndoluming (EOTU) ext. 2061

IT Services
· For assistance, please see IT Service
· IT equipment guidelines

Transportation Services
· For emergency Shuttle Call Base One (Transport Dispatcher) Ext. 1515 or 1516
· For assigned car and driver call Teodoro Samalua (TSVS) ext. 2056 or Alexandre Zau (azau) ext. 2055

Clinic Services
· Contact Christine Brash (CMCG) ext. 1777 and Albertina Augusto (AUGA) ext.1876 

Recreation in SASBU
· Complete Recreational Identification Badge Request Form and submit to customserv@chevron.com or provide it to Makiese Rana ext. 1403 to get a Card to access Mussulo Beach, or Tennis club.
Travel
· Contact Travel Department for any related business travel bookings. 

	Employee
	During assignment
	The useful information and guidance is provided to quick redirect you to the right links and contacts for particular SASBU services.

	

	



	
	
	


	SASBU KEY CONTACTS – LUANDA                                                                                                                                                                                                                         **Note: To call ext., call CABGOC Switchboard first and follow Instructions**  





	CONTACT
	PHONE #
	EXTENSION
	MOBILE PHONE #

	CABGOC Switchboard

	222.692.600

	

	


	Emergency (Medical) 
	
	1111
	

	Emergency (Security)
	
	1999
	

	Medical Clinic
	
	1777
	

	Transportation Base One
	
	1515
	

	Security - Johan Vrey / Pellat Smith
	
	1900
	

	Private Transportation – Alex Zau
	
	2056
	+244 912704471

	Services Supervisor –  Kat Travis & Max Ragan 
	
	2342 & 2099
	+244 916-576-658

	IT Service Desk Team Lead – Carla Gros
	
	2018
	

	Luanda Senior Counselor – Natacha Gomes
	
	1286
	+244 912340444

	HR Shared Services Manager – Ivone Simeao
	
	2284
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Employee Bank Enrolment.oft
Bank Enrolment

		To

		CABGOC - Luanda FINAB (finab)

		Recipients

		fnab@chevron.com



[bookmark: _MailOriginal]Finab Team,


 


“Under my Employee number __----------------, I hereby request to Finance – Internal Controls and Compliance group to process the attached banking details into E1 system for the purpose of receiving any non-payroll related payments, i.e. expense reports, cash advance, per diem, etc.” 


 


			Your Bank’s Name


			 





			Bank’s Physical Address


			 





			City


			 





			State


			 





			Country


			 





			Postal Code


			 





			Routing Number


			 





			Account Name


			 





			Account Number


			 





			Currency 


			 





			Swift Code


			 





			IBAN Number
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