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Supervisor Name


Start Date    /   /



	
Upon your arrival in Malongo, you are required to attend an HR Orientation with your assigned Expatriate Counselor. 
Book your orientation via e-mail to ahrexpc1@chevron.com and ahrexpc@chevron.com. , complete activities on checklist below, sign and forward to your assigned Expatriate Counselor.



	Activities
	Who
	When
	Signature & Date

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

	Employee/HES Department
	1 week upon arrival
	

	 Introduction to the Facilities
· Tour of the Office and the Camp – E.g.: Restroom, Break Room, and Supply Room.
· Mess hall and Salad Bar 
· Malongo Clinic
· Golf Tour
· Visit upper Heliport and view Helicopter Safety Briefing tape. 


	Employee/Supervisor
	1 week upon arrival
	

	Expatriate Data Input Form
· Upon your arrival in Angola, employee is  required to complete the Expatriate and enter employee data in the system and obtain the E-1 # Expatriate Data Input Form

	Employee/Counselor
	1 week upon arrival
	

	Introduction to department staff and key contacts
	Employee/Supervisor
	1 week upon arrival
	

	Useful Information
· Expense Report
· Updating White Pages
· Business Card Request
· Pouch Mail Guidelines
· Cisco IP Telephony and Unity Messaging Information
	Employee
	1 week upon arrival
	




	Required Compliance Training
· Repetitive Stress Injury (RSI) Risk Assessment
· Data Privacy and Information Protection
· Ethics Business Conduct & Harassment-free & Diverse Workplace

	Employee
	1 week upon arrival
	

	OE Tenets of Operation
· Employee’s Direct Supervisor or Contract Sponsor to review OE Tenets and ensure employee has read 
and understands the expectations required by CABGOC to be fully compliant with the Tenets of 
Operational Excellence. 
	Employee/Supervisor
	1 week upon arrival
	

	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.
	Employee
	1 week upon arrival
	

	IT Equipment Guidelines
· IT equipment guidelines
	Employee
	1 week upon arrival
	

	Work Visa and Travel Information 
· Work Visa, Renewals and Blue Stamps contact: 
· HR Expat Admin Team Leader (Osvaldo Sambo – oasa@chevron.com 

· Malongo Expat  Counselors
· Isabel Jesus/Ake Barros (ahrexpc) at  ext: 2978
· Isabel de Jesus/ Maria Cangundo (ahrexpc1@chevron.com) at ext: 2326)

	Employee
	1 week upon arrival
	

	Visa Renewal
· Employees working in Angola will need to renew their work visa annually

· Information on how to complete this process is available in  SASBU HR Expatriate website

Note: Work visa application must be submitted at least 75 days prior to the date when current work visa expires.  Passport must have at least twenty (20) months validity and four (4) unmarked consecutive pages to get work visa stamped.  

	Employee
	75 days prior to current work visa expiration date
	




	
Defensive Driving Courses
· Review SOP 22 and complete Driver Authorization Process if employee will be required to drive within the camp.

· Contact Safety Driving Instructor – (Joao Andre : email to jnaa   ext: 2993
	Employee
	1 week upon arrival
	

	Malongo Travel
· Contact Travel Department for any related business travel bookings. 

· Manuel Pedro/Filomena Liumba, Travel Coordinator.  (atrav2@chevron.com)
	Employee
	1 week upon arrival
	

	· Ensure you contact the IT central help desk at Ext: 8765 to move your accounts and P: drive before your departure.
	Employee
	1 week upon arrival
	

	Recreational Activities & Resources

· Barber shop – next to Malongo Hotel  open everyday

· Christian Fellowship –  Caio Room  uphill next  to the bar – Open every Tuesdays, Thursdays and Sundays


· DO & DON’TS and more useful Camp information. Press channel 1 on TV in your room. 

For more and specific details visit the Malongo Camp website: http://sasbu.chevron.net/mcamp

	Employee
	1 week upon arrival
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