
SFS Americas Learning 
Academy

Refresher on Onboarding & Introduction to Offboarding for 

Manager’s Training for PS-AM & Functions 



Housekeeping Items

The recording will be 
available on the 

Learning Academy 
HUB and the iPortal. 

Engage! 
Use the icons, unmute 
your mic, or the chat to 
ask a question or make 

a comment.

You will receive digital 
learning credits for this 

session. They will be 
uploaded into the Global 
Learning Portal (GLP 2.0).

#learnandearn

#sharewhatyoulearn



Meet Our Hosts

Katerina KamaevaFran Hexberg

SFS PS-AM COS SFS PS-AM COS 



Project & Structured Finance Debt Americas (PS AM)

January 22, 2026

Onboarding Refresher/ Offboarding 

Intro for Managers



Agenda

Time Topic Presenter

3:00 – 3:05 pm Housekeeping & Welcome
Tahisha Adams-Bradford / 

Fran Hexberg

3:05 – 3:15 pm People & Organization (P&O) Suzanne Nietzold

3:05 – 3:15 pm IT Dept.
Matthew Decillis / Dharmesh 

Patel

3:15 – 3:25 pm Refresher - Onboarding Process Fran Hexberg

3:25 – 3:30 pm
Onboarding Welcome Journey & Applications to 

Access Data

Fran Hexberg & Katerina 

Kamaeva

3:30 – 3:40 pm Introduction - Offboarding Process 
Fran Hexberg/ Katerina 

Kamaeva

3:40 – 3:50 pm Controls Management Jason Gross / Jutta Knez

3:50 – 4:00 pm Q&A All
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People & Organization
Suzanne Nietzold, Global P&O Business Partner 

SFS PS-AM



Elevating Onboarding | The Leader's Imperative

A Critical Investment in Our Future

Strategic imperative directly impacting:

➢ Team performance

➢ Engagement

➢ Long-term commitment

Boost new hire retention by 82 % and Productivity by 
over 70 %

As leaders, you are the linchpin in this process!

…shaping the trajectory of every new team member 

from their very first day.
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✓ Workspace Readiness 

✓ Team Introduction Emails

✓  First Day Agenda

✓ Designated Buddy

Structured Support & Check-in

… how can you help new hires 

understand & embrace our company 

culture?

➢ Team Lunches/Coffee 

➢ Cultural Norms & Values

➢ Other ideas? 

Setting the Stage for Success Cultural Assimilation Activities

Your 3 Critical Responsibilities

As leaders, your active involvement is the single most impactful factor in a new hire's success & 
integration. 

The Leader's Playbook

30-Day?

60-Day? 

90-Day?

o Initial impressions

o Role Understanding

o Team introduction

o Understand team dynamics

o Areas for development

o Review overall performance

o Career aspirations
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Dear Manager, 

Ideas for you to consider:

• Walk your employee through the SOC to give them 

detail on the whos’ of the whos’; Take it a step 

further: Ask that they identify 1 or 2 people from the 

SFS PS-AM group to randomly reach out to and learn 

more about the business (Empower them day 1!)

• Networks - Refer them to follow VivaEngage

• Storytell – Talk to them about the culture at SFS and 

leadership (Learning Academy, Holiday party, Bagel 

breakfasts and alike, when is a good time to meet in 

the office etc)

• Mutually align on expectations on a continual basis 

by using Growth Talks and note them using Workday

• Weekly check in – ‘How are you doing? What can I 

do to enable you to bring your full self to work?’
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Overview of the SFS Learning Channel & U.S. Onboarding Materials 

Onboarding and Integration Hub for U.S. Managers

➢ Overview of the Siemens Businesses

➢ Financing for: Siemens DI & Siemens SI

➢ Siemens Xcelerator

➢ #IncludeEngageEmpower at SFS

➢ Sustainability

➢ Leading in Business Ecosystems

➢ Your Growth @ Siemens & Deep Dive

➢ Getting started made easy

SFS Learning Channel | My Learning World
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https://siemens.sharepoint.com/sites/New-Employee-Engagement-Hub/en/SitePages/Home.aspx?xsdata=MDV8MDJ8a2xhcmEuYmVydGVsc2VuQHNpZW1lbnMuY29tfDg4NjJmMTEzOWRhNTQ3Mjc4OGZhMDhkZTUxZDFkODZlfDM4YWUzYmNkOTU3OTRmZDRhZGRhYjQyZTE0OTVkNTVhfDF8MHw2MzkwMzgxNTkzMzI5NTY4MDd8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=YXE1VDBzUFRZUllhQ2NVT0hNNVdyaHJLYUZBYUNmQWd4cE80M3dqeXBZbz0%3d&clickparams=eyAiWC1BcHBOYW1lIiA6ICJNaWNyb3NvZnQgT3V0bG9vayIsICJYLUFwcFZlcnNpb24iIDogIjE2LjAuMTkzMjguMjAyNjYiLCAiT1MiIDogIldpbmRvd3MiIH0%3D
https://mylearningworld.siemens.com/web/en/page/lex_auth_0143686326791618564


IT Dept.
Presented by Matt Decillis, SFS US IT Partner​

Dharmesh Patel, SFS US IT TechBar



• IT & Facilities Onboarding Process – Completing an NRRF 

Form

Managers must notify IT at least 10-14 days before a new hire’s start date 

This process covers onboarding of new hires, transfers, FLDP’s interns, consultants, etc.

1. Email Matt Decillis and Dharmesh Patel with new hire info:

• Name, start date, personal telephone #, Photo for PKI card

2. IT will send the New Resource Request Form (NRRF)

• Please complete NRRF form entirely, verify the information is correct, and then digitally sign 

the form at the bottom and save it. 

3. Follow up one week prior to the hire date to confirm IT equipment will be ready, listed below:

Laptop, Headset, PKI card, Cell phone

***Please note that the form will not allow any changes once signed, so please verify all choices 

before digitally signing it***
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Other Important SFS IT Information

➢ SFS IT will begin working on the request in the background prior to the new hire’s 

start date to prepare building access, hardware, and the PKI card.

➢ SFS IT will coordinate with the hiring manager to confirm whether the new hire will be 

onsite in an SFS office on their first day or working remotely.

➢ Please notify SFS IT as soon as possible regarding any changes to the start date, 

access requirements, or other onboarding details. Early notification helps ensure the new 

hire’s first day is smooth and efficient.

Reminder:

Providing SFS IT with 10–14 days advance notice prior to the employee’s start date is 

essential to ensure all provisioning steps can be completed on time.
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Refresher to Onboarding 

Process 
Francine Hexberg, Onboarding/Offboarding 

Coordinator



Manager Onboarding Process 

Your Roadmap for Successful Onboarding

P&O - Talent Acquisitions

T&A will email you once 
background check and drug 
screening are completed.

Identify a Buddy

Find a buddy volunteer

IT Dept./Matt & Dharmesh

Complete and submit New 
Employee Requisition Form (NERF) 

Completion Form

Confirm Manager Checklist items 
were completed  after 30 days

Notify Onboarding 
Coordinator/Fran Hexberg 

Communicate new employee info, 
including resume and picture

Manager Checklist

Pre-onboarding to first 30 days
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https://siemensnam.sharepoint.com/:w:/t/newemployeeresourcepage/IQAv8d8XCVG0Qp2dKVjZmvNSAfjPr7NXtLID2D0jtEjusb0?e=fNXXvS


Manager Resources Hub - Overview

Click here
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https://siemensnam.sharepoint.com/teams/newemployeeresourcepage/SitePages/Manager-Checklist.aspx


PS-AM Onboarding Process - Timeline

90 Days

Email 

survey to 

New 

Employee

One-Year

Email survey 

to Employee

Pre-Hire

IT Set-up, Select Buddy, 

Announcement prepared, 

Schedule Introductions

1st Day

Welcome Letter 

from CEO sent to 

New Employee, 

Retrieve IT 

Equipment, 

Introductions

After 30 Days

Receive Completion 

Form back from 

Manager

1st Week
Overview of New 

Hire Resources, 

Welcome Journey 

& Access to 

Applications & 

Data
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Onboarding Welcome Journey & 

Applications to Access Data

Katerina Kamaeva, Business Development – Data & AI

Francine Hexberg, Onboarding/Offboarding Coordinator



* PS AM New Employee Survey:

What was the biggest challenge you faced getting acclimated into your 

new role?

Do you have any suggestions that we can improve on?

Systems 

onboarding 

process could 

be improved

Getting used 

to applications 

used by SFS

Understanding all 

the systems and 

platforms used in 

our day-to-day and 

knowing how and at 

what stage of the 

deal flow they apply

figuring out 

everything I 

needed access 

to and how to 

get access
Getting familiar 

with all various 

internal software 

systems

The IT 

landscape and 

relevant IT 

contacts 

Access to systems

Software applications, platforms and sites access 

request process named # 1 challenge new hires face*

Onboarding 

time ~ 1 month
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The Typical Risk Manager or Analyst uses…

We need to streamline our applications and data access 

processes so that new hires can feel prepared for their 

role and be engaged with their teams quickly. 

9+ software applications

2+ team sites

2+ data sites

6+ roles on DaVinci platform
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SFS PS-AM Onboarding  Access Hub - Demo

SFS PS-AM Onboarding & Access 

Hub - Demo

One place for all onboarding, applications 

and data access request processes

SFS PS-AM DaVinci Hub

SFS PS-AM DaVinci Hub

One place for all PS-AM relevant 

information on DaVinci data 

platform
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https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources
https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources
https://siemensnam.sharepoint.com/teams/DaVinciOnboardingHubforPS-AM?xsdata=%3D%3D&sdata=QXhBVU9MbmpqaU05OEhieWZBRTJ4aXlTQlBpdUsxN3pmZ2w2TjhRTC93QT0%3D&ovuser=38ae3bcd-9579-4fd4-adda-b42e1495d55a%2Ckaterina.kamaeva%40siemens.com&OR=Teams-HL&CT=1702318356524&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMzExMDIyNDcwNSIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D


Introduction to Offboarding 

Process 

Francine Hexberg, Onboarding/Offboarding Coordinator

Katerina Kamaeva, Digitalization & Data Analytics



Project Goal: Optimize Employee Offboarding Process At 
PS AM 
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Create the centralized hub for 

offboarding processes, integrated 

into the Employee Resources site.

Create clear step-by-step guidelines 

for managers in access revocation 

and digital asset ownership transfer.

Automate application and data 

access owners’ notification 

process, create awareness.

Click here

Click here

https://siemensnam.sharepoint.com/teams/newemployeeresourcepage/SitePages/Manager-Checklist.aspx#onboarding-guide-for-managers
https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources/SitePages/Offboarding.aspx#step-2-request-to-revoke-additional-applications-and-data-access


Offboarding and SFS IT
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➢ Notify SFS IT (via encrypted email) as soon as possible once an offboarding has been confirmed. SFS IT 

understands that timing may vary due to multiple factors involved in the process.

➢ SFS IT will coordinate the collection of all company assets, including hardware, the PKI card, and any 

other issued equipment, directly with the departing employee and/or P&O/Manager.

➢ Important: Please inform SFS IT of any special requirements, such as data collection, data preservation, or 

other access-related needs, so that all necessary steps can be completed before the offboarding date.



Manager’s Offboarding Responsibilities & Workflow

New site page with guidelines of access removals and 

automated process of notification: Offboarding Page

Submission of “Request to Revoke Additional 

Application and Data Access” form completed by the 

employee’s manager.

This step will trigger an automated workflow that will send an 

email to application and data access owners to revoke access.

Streamlined P&O and IT equipment offboarding site 

content: New Hire Resource Sharepoint
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https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources/SitePages/Offboarding.aspx#quick-guide-on-removing-access
https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources/SitePages/Offboarding.aspx#step-2-request-to-revoke-additional-applications-and-data-access
https://siemensnam.sharepoint.com/sites/SFSPS-AMNewHireOnboardingResources/SitePages/Offboarding.aspx#step-2-request-to-revoke-additional-applications-and-data-access
https://siemensnam.sharepoint.com/teams/newemployeeresourcepage/SitePages/Manager-Checklist.aspx
https://siemensnam.sharepoint.com/teams/newemployeeresourcepage/SitePages/Manager-Checklist.aspx


Controls Management
Jason Gross, Head of SFS CMT AM (Controls Mgmt)

Jutta Knez, Senior Controls Analyst



ACL Leaver Management Process – Information 
Security and Regulatory Requirements
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➢ Need-to-Know & Least Privilege: Access rights must be granted strictly on a "need-to-know" basis, 

meaning users only get access essential for their specific tasks. The "least privilege" principle dictates 

that users should have the minimum necessary access to perform their job functions. (SFeRa  ST010-

0141, SFeRa ST010-0142, MaRisk AT, BAIT Para 24, MAS 9.1.1, MAS 9.1.7)

➢ Segregation of Duties: Incompatible activities must be performed by different staff members to 

prevent conflicts of interest and reduce the risk of fraud or error. This is crucial even when staff change 

roles. (MaRisk AT, MaRisk BTO 9, BAIT Para 24, MAS 9.1.1)

➢ Prompt Adjustment/Revocation of Access: Access rights must be swiftly adjusted or revoked when 

responsibilities change, or an employee leaves or moves within the company. This is a paramount 

requirement to prevent unauthorized access. (SFeRa  SISP-09.2.6-01, MaRisk AT, BAIT Para 26, MAS 

9.1.7)



ACL Leaver Management Process – Primary Goal
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Changing roles or 

departments within the 

company (Mover 

process): This requires 

updating or adjusting 

access rights according to 

the employee's new 

responsibilities.

Temporary Leave (e.g. sabbatical, maternity leave, long term absence): 

This necessitates the temporarily termination of access rights to IT applications and systems.

Leaving the company 

(Leaver process): This 

involves the timely and 

complete termination of 

access rights to IT 

applications and systems.

The primary goal of the Leaver Management Process is to ensure the correct and secure handling of 

access rights for employees who are either:

https://siemensnam.sharepoint.com/:p:/t/newemployeeresourcepage/IQBdH_JSR1XtRa6iEeGuFaJGAVLMA0vYHO5xUDjy5oCG8b8?e=zZMGvf


ACL Leaver Management Process - Questionnaire and 
Action to be Taken
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➢ reminder/escalation email will 

be sent to the LM and the 

LM+1, until action is taken

➢ Response  from the LM  is  

necessary to determine 

whether the  employee is a 

mover, leaver or temporary 

leaver

➢ This response determines 

whether  or not further action is 

taken to modify the access 

rights

➢ The Line Manager (LM) will 

receive an email alert from ACL 

with link(s) to the 

questionnaire (s)

➢ ACL will monitor daily changes 

in the SCD. There are currently 

3 triggers:

• Change in ARE

• Change in Leave Date

• Change in Contract Status

Leaver Management 

Process “Triggers”

Leaver Management 
Process “Line Manager 
Email”

LM Responds to 

Questionnaire#1

Questionnaire 

Reminder/ Escalation/ 

Action



ACL Leaver Management Process - E-Mail notification to 
the Line Manager
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ACL Leaver Management Process – Pressing Respond 
pop up of questionnaire #1
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Questions?
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