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WELCOME
BEM VINDO / BEM VINDA
Welcome to Avenues São Paulo and to our broader Avenues
community which now spans from New York to Brazil to China—
and continues to grow! We are thrilled you have chosen to devote
your time and talents to our team. In doing so, you are joining
us on our mission to create A New School of Thought, which is
likely what ultimately attracted you to Avenues. We look forward
to supporting your success as a valued colleague and seeing the
contributions you will make in your role.
The second year at Avenues São Paulo will be incredibly exciting
for each of us, our students and parents. Our work this year will
continue creating the foundation that will set up our campus for
long-term success. An important part of this foundation is making
sure you have the tools, resources and support needed to thrive
in your role, which includes ensuring your move to São Paulo
goes as smoothly as possible.
We know that relocating to a new country is a big undertaking
and can be as overwhelming as it is exciting. There are many
details to think through as part of a long to do list. This document
provides a wealth of information to help you with your move,
including:
• What to do when preparing for your move
• What happens when you arrive in Brazil
• Resources for help and support throughout the relocation
process
• Important benefits information for expatriates
• Country-specific documents and procedures
• Avenues’ policies and protocols
• Contact information
If you have any questions that are not answered in this document,
please don’t hesitate to reach out to the Avenues People &
Culture team for support. We are here to help.
Let’s get started!
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COMPENSATION
Academic Calendar and Vacation Time
Faculty vacation time conforms to the school calendar. A list of
faculty vacation days will be published each year. The official
2019–20 calendar can be seen here in the “Getting Started”
section of the Avenues OPEN website.
Staff members get 30 days of vacation per year that can be
split into a maximum of three chunks, depending on the school
calendar and other relevant circumstances for each department.
FGTS
Fundo de Garantia do Tempo de Serviço
The FGTS is a mandatory severance fund for employees in
Brazil. As soon as you are hired, an FGTS bank account at Caixa
Economica Federal will be set up in your name. On your behalf,
Avenues will deposit 8% of your gross salary into this blocked
account. Because this bank account is blocked, you will not have
access to the FGTS funds until you complete your contract with
Avenues. If you stay until the end of your assignment, your FGTS
account will be unblocked. More information about the FGTS can
be found in the Appendix of this document.
Health Insurance
Avenues colleagues receive health insurance through Clements.
On your first day of work, you will receive an email with your
virtual ID, a guide on how to use the plan and contact information
as well as a hard copy ID card. A representative from Clements
will conduct an informational session during your first week.

 Health insurance coverage starts on your first day of work.
Home Visits
You and your accompanying family members are eligible for a
round-trip economy class airline ticket to visit your home country
at the conclusion of the school year. We will partner with a travel
agency to provide you with a few travel options from which to
choose. If you wish to upgrade the fare or travel to a country
other than your home country, you will receive a cash payment
equal to the price of an economy ticket to your home country.
You will be asked to inform us of your home city and country
before arriving in São Paulo.
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Salary
You will be paid twice a month. On the 15th of each month, 40%
of your gross salary will be deposited into your bank account.
On the 30th of each month, you will receive the remaining 60%,
minus tax deductions. Because of Brazilian labor law and tax
regulations, your net salary will be about 70% of your gross salary
(gross salary is the amount mentioned in your offer letter).
Each year, you will receive your “13th Month Salary” payment in
two installments. The default installment payments are 50% in
November and 50% in December. If you would like, you can opt
to receive the first installment in the month of your vacation.
The amount of your 13th Month Salary is calculated based on the
number of months you have worked in the year. For example, if
you start work in July, you will work 50% of the year, so you will
receive a payment of half your full monthly salary in December.
Scholarships for Faculty Children
You are entitled to enroll up to two children at Avenues with full
tuition remission if they meet the requirements for admission.
This benefit is provided by the teacher union agreement.
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PREPARING TO MOVE
Immunizations
When traveling from Brazil, several countries require the
yellow fever shot and official proof of vaccination. For people
traveling to the state of São Paulo and some other states in
Brazil, the yellow fever vaccination is strongly recommended.
This vaccination needs to be given at least 10 days before
traveling. You can review the latest vaccine requirements and
recommendations at the Centers for Disease Control and
Prevention website—www.cdc.gov. Vaccine costs are not covered
by Avenues.
Language Learning
Avenues values language acquisition for its students and
professional colleagues. We truly believe in the importance of
basic knowledge to communicate and understand the culture of
your chosen country. You are eligible to participate in a threemonth Rosetta Stone online Portuguese course that can be taken
anytime before your start date. If you are interested in registering
for one of these courses, please send an email to People &
Culture requesting login information. During the school year,
Portuguese classes will be offered on weekdays after school.
Network of Support
The Avenues People & Culture team works to support you
throughout your experience at Avenues, starting with onboarding.
You can also always count on your supervisor and your COM
(Count on Me) colleagues. The COM Program is explained later in
this document.

EXPAT GU IDE • PAG E 7

TABLE OF CONTENTS
WELCOME
COMPENSATION



PREPARING TO MOVE
ARRIVING IN BRAZIL
FIRST FEW WEEKS
ALLOWANCES
WORKING AT AVENUES
LIVING IN SÃO PAULO
APPENDIX

Visa Process
After you have accepted your employment offer from Avenues,
the visa process begins. This process is supported by our partner
Fragomen (www.fragomen.com), a worldwide team of experts
in immigration. A representative from Fragomen will contact
you shortly after your acceptance. Then, within a few weeks,
Fragomen will start the visa process. You must have the following
documents to get a visa:
•
•
•
•
•

Undergraduate/graduate diploma
Birth Certificate
Marriage Certificate (if applicable)
Passport
Visa Questionnaire

Many of these documents must be apostilled (legalized with a
Notarial and Authentication Seal). A photocopy of an official
document is not accepted in Brazil. You will also be subject to
an FBI check if you are coming from the USA. If you are joining
us from a country other than the USA, you must provide a clean
police report.

 It is important to quickly start compiling these documents and
meet deadlines during the application process. We estimate
the full visa process takes up to three months.
Fragomen will support you throughout this process and will
make sure you understand all necessary steps and requirements.
Keep all receipts related to costs you incur throughout the visa
process (such as mail, notarization etc) as you will be eligible
for reimbursement as soon as you officially start working as an
Avenues colleague.
What to Bring? What to Leave?
Our online Facebook Community is an excellent resource for
asking specific questions about what you should and should
not bring with you. São Paulo is a large city where you can buy
almost anything. Keep in mind that some items may be more
expensive (baby equipment, clothes, shoes and electronics) and
others surprisingly cheap (food, household help, taxis). Asking
your COM colleague for specific tips is also a good idea. Below is
some general advice to help you get started.
Banking and Credit Cards
Make sure you inform your banks and credit card companies
of the date and location of your move so that you will have
access to funds and credit as soon as soon as you arrive in
Brazil. If your home bank offers online banking, this can make
it very easy to complete transactions like transferring funds
from São Paulo to your home bank.
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Clothing
All kinds of clothing are available to purchase in Brazil, but
brand names can be quite expensive. Bring any unique,
beloved clothing or shoes with you. Bring rain gear as it can
rain heavily and suddenly, depending on the time of year.
When you arrive in July, it will be winter in São Paulo and
temperatures can range from 10 to 23°C (55 to 75°F).
Sweaters and layered clothing are recommended. Bring a
blanket or duvet as there will most likely not be central heat in
your home. A winter coat and hat will be helpful, especially if
you plan to travel to colder spots in South America. It is often
cold in the mountains and indoors.

 Do not assume it is always warm and sunny in Brazil.
.
Electronics
Before you arrive in Brazil, contact your carrier and unlock
your mobile phone so it can accept a Brazilian SIM card. This is
an easy, low-cost way to make your phone usable in Brazil.
Avenues will supply you with a computer and WiFi-enabled
iPad as soon as you start work.
Home Furnishings
In São Paulo, there are many places to buy items for your new
home, including Sam’s Club, Carrefour, Tok & Stok and Extra.
Small electronics and electrical converters are easy to find.
You can visit the Lonely Planet website to learn more about
electricity in Brazil—www.lonelyplanet.com/brazil/electricity.
Bring kitchen items you can’t live without and high quality
bedding, which may be far more expensive in Brazil. We do
not recommend that you bring furniture as you can easily find
furnished apartments;. Transportation of large items will be
costly and slow to arrive.
Medical History and Medicine
It is very important that you bring your dental, eye, medical
and immunization history with you. This information will be
relevant for any medical attention you may need while living in
São Paulo. There are excellent doctors and hospitals in Brazil
but they will need detailed information about your medical
history in order to provide effective treatment.
Make sure you also bring a list of your current prescriptions.
Some US medications are available in Brazil without a
prescription. Research medication available and make
sure you will be able to get what you need. Bring enough
prescription medication to last for at least a few months.
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If you have allergies, bring your required medicine. Overthe-counter drugs like Advil and cold medicine are readily
available in Brazil.
Before you arrive in Brazil, contact People & Culture about
sensitive or unusual medical conditions; we will do our best to
provide advice on how best to proceed.
Personal Products
Your preferred brands of makeup, skin care and sun tan
lotion can most likely be found in Brazil but are usually more
expensive because of local taxes.
Make sure you bring contact lenses, contact lens cleaning
solution, extra prescription glasses and your eyeglass or
contact lens prescription.

LIVING IN SÃO PAULO
APPENDIX

Pets
It is possible to bring your pets with you to Brazil, but doing
so will be somewhat costly and will require proof of vaccines
and good health. If you plan to bring your pet, please inform
Fragomen and People & Culture as soon as possible so we can
take this into consideration when booking flights and making
living arrangements.
You should bring all necessary pet medications and veterinary
vaccination records. Visit www.pettravel.com to learn more
about traveling with pets. Any extra costs associated with
bringing a pet are not covered by Avenues.
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Sporting Goods and Exercise Equipment
Because of São Paulo’s enviable weather, Paulistanos are very
active. There are a variety of clubs, classes, gyms and parks all
over the city. Exercise options include spinning, yoga, Crossfit,
running, swimming and cycling.
Bring golf clubs and tennis rackets if you play. You can bring
your bike or purchase one when you arrive. Be aware that
buying a bike in Brazil is much more expensive than buying
one in the US. If you do plan on riding a bike in São Paulo,
bring a helmet and a good padlock. You should bring your
own bathing suit, swim cap and swim goggles if you plan on
swimming.
Athletic clothing and shoes are readily available at malls and
small stores, but be aware that these items are usually more
expensive in Brazil. Beach towels are easily purchased. Hiking
boots and water shoes can be useful when exploring the many
beautiful areas of Brazil.
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ARRIVING IN BRAZIL
Flight to São Paulo
As an expat employee, you and your dependents are entitled
to a round-trip ticket to São Paulo at the beginning of your
employment. Avenues and its travel agency partner will purchase
your tickets. Flights will be economy class only.
On international flights you are entitled to bring two pieces
of luggage that weigh less than 23kg or 32 kg, depending on
the airline. Flying with additional luggage is an effective and
reasonably inexpensive means of transporting personal items
to Brazil, rather than having them shipped. You will receive
a moving-in allowance that is intended to cover this type of
expense. The moving-in allowance is paid in cash on your first
day. There are more details in the Allowances section of this
document.
Welcome to São Paulo
When you arrive in Brazil, an Avenues employee with a van and
a driver will be waiting for you at the arrivals terminal in the
airport. You will be taken to the Estanconfor Itaim, located in the
neighborhood of Itaim. The Estanconfor Itaim is a residential hotel
that we have booked as temporary housing for your first month in
São Paulo.
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FIRST FEW WEEKS
Accommodations for Your First Month
Single colleagues or married couples with no children are offered
a one-bedroom flat. Colleagues with children are provided with
flats containing extra bedrooms according to their family size. For
the first month, you will stay at Estanconfor Itaim, a residential
hotel located in the neighborhood of Itaim.
Apartment Search
Searching for an apartment in São Paulo can feel overwhelming
as there are many good options from which to choose. We’ve
put together some helpful resources at the Avenues OPEN
website (open.avenues.org/welcome/lifeinsaopaulo). Here,
local colleagues provide details about different São Paulo
neighborhoods and make recommendations for great places to
live based on your preferences.
Two months before your arrival in Brazil, you will be connected
with a real estate professional who will send you apartment
options to consider. This professional will accompany you on
apartment visits. Once you’ve made your choice, they will help
you complete the contract process and get your utilities set up.
Avenues will be the guarantor for the rental contract and will
provide legal counseling and analysis of the contract and terms.
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Document: CPF
Cadastro de Pessoa Física
Natural Individual Taxpayer Registry
The CPF is the Brazilian individual taxpayer registry identification
card. This card will be ordered for you before you arrive, as it
is required as part of the visa process. This card contains an
identification number assigned by the Brazilian Federal Revenue.
CPF cards are issued to Brazilians, foreigners that live in Brazil
and foreigners that live abroad but have assets or business in
Brazil. A CPF card is an important part of life in Brazil and is
required by many companies to buy certain types of services
such as phone service, home WiFi and airline tickets.
Document: CTPS Workbook
The CTPS is a physical workbook that is an essential document
for every worker in Brazil. This workbook provides access to labor
rights and social security. The CTPS also records information
about wages, employers and the types of jobs performed by the
employee. The FGTS is one of the benefits that you are eligible
for only by having a properly registered CTPS. The CTPS can only
be issued while in Brazil. With the support of Fragomen, you will
have an appointment with the Ministry of Labor within the first
few days of your arrival. This will ensure that you are registered as
an Avenues São Paulo employee.
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Document: RNE
Registro Nacional de Estrangeiros
National Registry of Foreigners
An RNE number appears on the identity card of a permanent
foreign resident. This identity card, commonly referred to as
the RNE, is equivalent to a Brazilian citizen’s identity card. It is
recommended that you carry a certified photocopy of your RNE
with you at all times and only carry the original when it will be
necessary to prove identity. An RNE can only be issued during
a face-to-face appointment with the Brazilian Federal Police.
This meeting will be arranged by Fragomen. Acquiring your
RNE should be a top priority when you arrive as it is a required
document to open a bank account, among other things.
End of Visa Process
After arriving in Brazil, you will need to finalize your visa. You
will receive information from Fragomen regarding what original
documents to bring and what to collect at the airport when
you enter the country. We will also support you in mailing these
documents and with any in-person appointments.
Neighborhood Tour
When you arrive in São Paulo, you will have the opportunity to
get to know your temporary neighborhood by participating in a
neighborhood tour. Tour leaders will answer questions about your
new neighborhood and help you find whatever you need within
walking distance. Tours will be offered on several different days
so you can find one that works with your schedule.

EXPAT G U IDE • PAGE 1 5

TABLE OF CONTENTS
WELCOME
COMPENSATION
PREPARING TO MOVE
ARRIVING IN BRAZIL
FIRST FEW WEEKS



ALLOWANCES
WORKING AT AVENUES
LIVING IN SÃO PAULO
APPENDIX

ALLOWANCES
Communication Allowance
When you arrive in Brazil you will receive a pre-paid Claro SIM
card that contains R$50 of credit. This gives you a 1GB Internet
data allowance plus about 30 minutes to make local calls. This will
allow you to communicate with family, friends and local contacts
while you get your permanent living arrangements finalized. The
SIM card is bought and registered using your CPF. You have the
option to keep the SIM card and purchase additional credits. Or
you can allow the SIM card to expire by not adding credits; then,
you could choose a different data plan or phone service provider.
Move-in Allowance
The move-in allowance of USD $500 is designed to cover moving
expenses. You will receive this allowance in cash, converted to
Reais (using the exchange rate at the time of your arrival) during
your first week of work.
Settling-in Allowance
The settling-in allowance of R$2,000 is designed to cover some
of the costs you will incur when buying necessary items for
your new apartment. These items might include small kitchen
appliances, hair dryers, bedding and cleaning products. You will
receive this allowance as a bank transfer as soon as you move to
your apartment.
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WORKING AT AVENUES
Dress Code
You are expected to use common sense with regard to dress,
grooming and appearance. All Avenues employees should
present a professional, business-like image at all times. Ties and
suit jackets are not required but men must wear collared shirts.
Excessively casual, tight fitting or revealing clothing (for example:
spaghetti straps, strapless dresses or cropped tops) is not
considered appropriate. Undergarments should not be visible at
any time. Black or dark jeans are allowed. Blue denim jeans or any
jeans that are ripped, torn, decorated or faded are not allowed.
Flip flops and open back sandals are also not allowed.
Transportation to School
Avenues students who live near the school can choose to be
picked up by a school bus/van. Faculty and staff will be allowed
to use these buses. Bus routes will be provided to you so you can
consider this information when choosing where to live.
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LIVING IN SÃO PAULO
Apartment Maintenance and Household Support
There are many services in São Paulo that can help you with
apartment maintenance and household support. Your COM
colleague is an excellent resource to learn more about these
services and to provide referrals. You can also reach out to the
online community for advice; many local citizens are familiar with
all sorts of good local professionals and are willing to help.
Banking
It usually takes a few days to open a bank account in Brazil
because opening a new account requires an RNE card. Getting
an RNE card requires a face-to-face meeting with the Brazilian
Federal Police. You must open an account at Bank Itaú because
Avenues uses this bank to pay everyone’s salary. A basic account
at Bank Itaú is free. Once your salary has been deposited into
your account, you can transfer it to another bank as you wish.
Other banks in the area include Santander, Bradesco and BNP.
COM (Count on Me) Program
The COM Program is the Avenues expat support system. Before
arriving in Brazil, you will be assigned at least one COM colleague
as your “host.” This person will be an Avenues colleague who
lives in São Paulo and will serve as a local resource to help make
your transition easier. You’ll have opportunities to get to know
each other before you arrive in São Paulo. Your COM colleague is
a great resource for answering questions about life in São Paulo,
entertainment options, local neighborhoods, leisure activities, etc.
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Internet and Television
In Brazil, services like cable television and WiFi depend on a
credit analysis, which is completed using your CPF. Avenues
informs all credit systems of your new income in the country and
your clean record, but individual companies decide if they will
accept you as a customer. Since you will probably move to your
permanent apartment after you’ve lived in São Paulo for a month,
you have time to buy things and build credit using your CPF. This
also gives you time to research different Internet providers and
the services they offer.
Public Transportation
São Paulo has a good public transportation system. You can reach
many different locations for reasonable fares using city buses, the
São Paulo Metro, taxis cabs and Uber. Be sure your Uber account
is active when you arrive.
Safety
Overall, São Paulo is a safe city but it’s a big city so it’s
important to become familiar with which neighborhoods are
best avoided, especially at night. You should never walk alone at
night, especially in dark and empty places. During the day, you
can feel very safe spending time in areas like Itaim and other
neighborhoods that are close to the school. You should always
follow common sense safety tips like not carrying a lot of cash
and not showing off valuables such as jewelry and electronics.
Tax Implications
In Brazil, income tax is reported annually in April. The tax system
is fairly simple since income tax is automatically withheld from
each of your paychecks. Certain expenses, such as health and
education, can be claimed as deductions, so it is important that
you keep copies of all medical receipts. Avenues provides support
with this process; there will be a tax specialist to help you make
declarations in Brazil.
Time Zones
São Paulo may be in a different time zone than the city you
currently call home. The website www.timeanddate.com is a
helpful tool you can use when planning meetings with people in
different parts of the world.
Voting
Depending on where you currently live, you may be eligible to
vote online. If you currently live in the USA, get more information
at the Vote from Abroad website www.votefromabroad.org.
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PARTNERS WHO DELIVER SCHOLARS HEALTH
INSURANCE PROGRAM
Clements Worldwide
Clements Worldwide is the program administrator of the Scholars Health
Program. They are the leading provider of insurance solutions for
expatriates and international organizations. Founded in 1947, Clements
offers worldwide car, property, life, health, specialty, and high risk
insurance to clients in more than 170 countries. Our dedicated staff in
Washington DC, London, and Dubai are committed to providing superior
customer service and claims response. www.clements.com.
HTH Worldwide
HTH Worldwide serves as the Third Party Claims Administrator for the
Scholars Health Program and processes all overseas claims for the
program. HTH Worldwide offers unsurpassed health insurance
protection and technology-powered assistance services to Scholars
members and processes all claims for the program. HTH puts the health,
safety, and convenience of world travelers first, with an elite community
of thousands of carefully selected, contracted doctors and hospitals in
almost every country in the world. HTH also delivers exceptional service
via toll-free multilingual customer support and its proprietary web-based
administrative capabilities.
AmeriHealth (AHA) processes all claims for services rendered in the US.
Universal Rx
Universal Rx delivers prescription service to members of the Scholars
Health Program. Universal Rx is a leading national provider of managed
care prescription services. Its goal is to improve health outcomes and
reduce overall healthcare costs for clients and their plan members.
Through Universal Rx you also have access to Expatriate Prescription
Services, designed to provide expatriates convenient access to high
quality, low cost prescription drugs using an efficient and reliable delivery
system to over 160 countries worldwide.
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GET STARTED WITH THE ONLINE PORTAL TO MANAGE
YOUR PLAN
We want you to get the most from your health plan right away.
Start by registering on Scholars online portal:

1

Go to www.scholarshealthprogram.com
Click Sign In on the top right

2

Type your email address
Select No, I’m signing up for the first time
Click Sign In

3

Type your certificate number as it appears on your ID card
Type your name as it appears on your ID card
Leave the Company Access Code BLANK
Retype your email and click Submit

4

Read the Site User Agreement
Click on Yes, I accept the Site User Agreement

5

Select your country of citizenship
Select your host country
Click Continue

6

Enter a new password
Confirm the password
Click Submit

WORKING AT AVENUES
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Congratulations you are registered on Scholars website.
Next time you wish to log in you will enter only your email address and
the password you have just created. The Scholars website can help you
manage most aspects of your health insurance.
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mPassport® allows you to use your mobile device to quickly and conveniently
connect to quality care across the globe for anything from filing claims, to filling a
simple prescription, to translating your symptoms, to finding the right doctor at
home or abroad.
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To use the mPassport application you just need to download it via your app store
and use the SAME user name and password you use for the website to login.
Doctor and Hospital Profiles - Search the database of profiled and
contracted doctors and facilities.
Brand Name Drug Translation Guides - Find the country-specific
brand name under which common prescription and over-the-counter
medications are sold.
Medical Phrase and Term Translation Guides - Translate idiomatic
healthcare terms (“hay fever”, “CAT scan”) and critical healthcare
phrases (“When can I travel?”) in six common languages.
CityHealth Profiles® - Learn critical information about healthcare
services in the world’s most popular destinations including emergency
phone numbers, high quality hospitals, vaccination requirements,
pharmacy information and more.
Security Profiles - Peruse up-to-date country level information about
political climate and communication infrastructure. This is done at the
city level and focuses on the prevalence of crime and terrorism and
on the reliability of police, hotels and transportation.
Health and Safety Alerts - Read alerts that include articles relaying
tips on national healthcare systems abroad and healthy travel
practices, as well as warnings on health hazards and disease
outbreaks around the world. These alerts can be customized,
regionalized and personalized.

The mPassport mobile app is available for Apple devices, Android
devices, and Kindle Fire.
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Print medical ID cards

FIRST FEW WEEKS

On scholarshealthprogram.com printing a new ID card is easy. You
can do it on any printer.

ALLOWANCES
WORKING AT AVENUES

Once you click Benefits & Claims on the upper tools bar you will see
your current group and plan. Then, you will have the option to Print
your ID card. It is really that simple!
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Review Coverage and Benefits
On the same page under Benefits & Claims, your summary of coverage
& benefits is always available. You can review this document to confirm
deductibles, coverage by procedure category, and other pertinent
information.
Just go to Benefits & Claims page and click the link under your
enrolled group to find your complete coverage details.
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PRE-CERTIFICATION FOR PLANNED OR EMERGENCY
PROCEDURES
Under the terms of this policy, most procedures that are not standard
check-ups or visits for minor illnesses require pre-certification, including
all inpatient care, outpatient surgical procedures, diagnostic procedures
and therapy services. When in doubt check the list of services requiring
pre-certification online by clicking Pre-Certification in the main
navigation and finding List of services that need to be pre-certified.
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Obtaining pre-certification is simple, but please allow at least 48 hours
for approval. You can fill out information on the planned procedure
online on the Pre-Certification page under: submit an electronic
request for certification. You will need information such as: admitting
facility, treating physician, referring physician, and information about the
procedure requested. Remember, a family member or physician can
also help you pre-certify in an emergency situation, so don't delay.
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GUARANTEE OF PAYMENT
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A Guarantee of Payment (GOP) is a courtesy where HTH pays the
provider -- whether doctor, hospital, or clinic, directly for services, rather
than having you, the member, pay for a service and file for a claim
reimbursement.
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This is a service for providers outside of the U.S. only, including
our contracted community of over 7,000 physicians and 2,000
facilities in over 190 countries.
Most of the network of 700,000 US doctors, clinics, & hospitals accept
direct billing.
Please allow 48 to 72 hours advance notice to schedule the arrangement
for providers who do not currently participate. (Emergency GOPs may be
handled immediately.) You will receive a confirmation that the GOP is in
place and you will be notified if you are responsible for any financial
obligations due to the provider. A GOP does not negate the precertification process.
Keep in mind that this is a courtesy and the provider
is not obligated to agree with this
arrangement. Payment is issued only after the
service is rendered and does not include deductible
amounts, co-payments, or non-covered services.
To request a GOP for a provider outside of the U.S.
use the same form described on page 9 for PreCertification. At the end of the form there is a “notes”
section. In that field, request a guarantee of
payment for the requested service. If the service
does not require Pre-certification you can still use the
form to request a GOP.
You can also submit a GOP request through
mPassport.
Please note that GOP processing and acceptance is subject to the
providers’ agreement.
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HOW TO FILE A MEDICAL CLAIM
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Claims should be submitted within 180 days from the date of service.
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When to submit a claim
Health Care providers may bill Scholars directly for services to you or
your dependents. When your health care provider bills Scholars, there is
no further action required. Dental and vision providers will never bill
Scholars directly and a claim must always be submitted. Scholars
members can go to any dental or vision provider worldwide.
Additionally, for medical claims, if you have received a bill in the mail but
believe that provider should have directly billed Scholars, contact your
Provider to verify your insurance information.
For any claims requiring reimbursement, please follow the procedures
below.
Submitting your claims
Scholars offers a few different options for submitting a Medical. Dental or
Vision Claim:
ONLINE
EMAIL
APP

www.scholarshealthprogram.com
hthclaims@hthworldwide.com
mPassport Mobile App

MAIL

HTH Worldwide Attn: Claims
100 Matsonford Road , Suite 100, Radnor, PA
19087, USA

FAX

+1.610.254.8794

A separate claim form must be submitted for each patient and it
must be completed in its entirety including the attachment of any
itemized receipts, invoices or bills.
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You also will be asked how you want to be reimbursed (check or wire
transfer outside the US or ACH within the US) and your preferred
reimbursement currency. IMPORTANT NOTE: Payments can only be
made to the primary insured member and not to the dependents. If the
Name on the Bank account does not match the primary insured, then a
claim cannot be paid.
When choosing the currency for a wire transfer, make sure your bank
supports the chosen currency.
The fastest way to submit a claim for reimbursement is online at
scholarshealthprogram.com or with the mPassport mobile app via your
smart phone.
On the scholarshealthprogram.com, under the Benefits & Claims section,
you will go to the Claims tab to begin submitting your eClaim.
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There are multiple steps to the eClaim process.
First, you will be asked for some preliminary information such as who
will receive the reimbursement and by which payment method, if
Clements is your only healthcare provider, and was the treatment due to
a work-related injury. You will also be asked to enter or verify your
contact and address information.
Second, you must provide details on your medical care provider, a
description of the service, service date and amount.
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Third, you will be asked to attach a copy of your bill or invoice from the
provider.
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Finally, you authorize that all given information is accurate and the
eClaim is complete. You can now monitor the progress of the claim
under View My Claims List.
You can complete a similar set of steps via the mPassport application to
submit your claim via our mobile application.
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Via the mPassport application you can create a new claim for submission
and view partially submitted claims. You can also view, print, and share
submitted claims.
You also have the option of completing the form online or photographing
your paper claim form and submitting that via the app
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CHECKING STATUS OF CLAIMS & DEDUCTIBLE
TRACKING
Check status of pending & paid claims
To check claims status, you can login to scholarshealthprogram.com,
click Benefits & Claims > Claims > View My Claims List
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You can find definitions for claim status by clicking the link circled above.
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REVIEW & PRINT EXPLANATION OF BENEFITS (EOB’S)
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Also via your claims listing you can review more information regarding
the claim and view your explanation of benefit. Click on the relevant
claim number to see more information.
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Attached is a sample of information you will see in the claim details and
where you can link to the EOB.
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The EOB will provide:
•
•
•
•
•
•
•

Patient’s name
Date(s) of service
Charge amount
Amount paid
Amount ineligible for payment
Patient’s responsibility
Payment information (in the upper right hand corner you will find
wire deposit date or check number and check paid date.)

If charges are denied, you will see an explanation on the lower portion of
the page.
Deductible tracking / accumulators
For services completed in the U.S. the EOB will track deductibles. For
services completed abroad, individuals can add up the amount applied to
their deductible via the claim detail screen (pictured above) or from the
EOB. For any questions, call HTH at +1.610.254.8765 (collect calls
accepted) or +1.866.750.6125 (U.S. toll free). A representative is
available to assist you at any time. These numbers are also available on
the back on your ID card.
Remember you will have different deductibles and maximum benefit
amounts across medical, dental, and vision.
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SEARCH FOR HOSPITALS AND PHYSICIANS
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Scholars Health gives you access to the best doctors whether you are in
the U.S. or abroad.

FIRST FEW WEEKS
ALLOWANCES

You can locate our network of doctors or hospitals quickly and easily by
following the steps online or via our mobile app:
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First, log onto scholarshealthprogram.com or mPassport on your
smart phone and second, select Doctors & Hospitals.
You will have the option to select International Destinations or United
States Destinations.
Once you have made your selection, you may then Search for Facility
or Search for Practitioner. Enter your physical address, select the
maximum distance that you are willing to travel then search.
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ALLOWANCES

The Scholars plan allows you to obtain your subscriptions in the U.S. or
abroad – at retail pharmacies or via mail order. For any assistance on
prescriptions, please contact a representative at +1.540.777.7175 or by
email at scholars@hthworldwide.com

WORKING AT AVENUES

Reimbursement for prescription claims for retail purchases

FIRST FEW WEEKS

LIVING IN SÃO PAULO



PRESCRIPTIONS DRUGS: PURCHASING, ONLINE
ORDERING, AND CLAIMS

APPENDIX

In the U.S., members will pay a co-pay, if required by their plan, at
participating pharmacies. Members will not need to submit a claim for
reimbursement. The amount of prescriptions to be dispensed will be
limited to a 90-day supply.
To find participating pharmacies go to
www.universalrx.com/member_services/plan-member-pharmacy-locator.
Outside of the U.S., members can get prescriptions filled globally at any
pharmacy and submit a claim for reimbursement by following the
instructions found on page 11.
Claim forms can be found online at scholarshealthprogram.com >
Benefits & Claims > Prescription Program
Mail order prescriptions to U.S. address
To have a mail order prescription fulfilled to a U.S. address you will work
through Drugsource, which has a 180 day supply maximum for
dispensing prescriptions. This number will be less if the number of days
left in plan year is less than 180 days.
To Enroll & Order:
Obtain the order form at
https://shopping.drugsourceinc.com/pdfs/Fillable-Obtain-a-PrescriptionDownloadable-Form-update-031011.pdf
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By Mail: Complete the order form. Attach your prescription(s) to the
order form and mail to: Drugsource, P.O. Box 1366, Elk Grove Village, IL
60009-1366
Online: Visit www.drugsourceinc.com and complete the order form.
By Email: Send email to refills@drugsource.com
By Fax: Fax completed form with prescription(s) to +1.847.258.1913
(U.S.) Note: Only prescriptions from Maryland can be faxed.
By Phone: Call Drugsource to order: +1.800.854.8764, (USA). Hours:
8:30am – 7:00pm CST, USA.
Mail order prescriptions to an address outside the U.S.
Mail order prescriptions if residing overseas are available through
Expatriate Prescription Services (EPS), which also has a 180 day supply
maximum for dispensing prescriptions.
To Enroll & Order:
Obtain the order form at:
https://www.scholarshealthprogram.com/benefits/urx/Eps_OrderURX.pdf
By Mail: Complete the order form (both sides). Attach your
prescription(s) or refill label(s) to the order form. Mail completed order
rd
form to: Universal Rx: Attn: EOS Team 710 3 Street, Roanoke, VA
24016, USA.
Online: Visit www.expatps.com and complete the order form.
By Fax: Fax completed form (both sides) with prescription(s) to
+1.540.777.184 (USA)
By Phone: Call EPS to order: +1.540.777.1450 (USA). Hours: 8:30am –
5:00pm EST, USA.
Please note that EPS cannot ship controlled drugs overseas, and
the list of controlled drugs differs based on the country where the
drugs are being shipped. Contact EPS with any questions on
controlled drugs.
All information and forms required can be found on the Prescription
Program Benefits Page at scholarshealthprogram.com.
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MEMBER SUPPORT
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The first point of contact for any member questions is HTH Worldwide.
Their customer service representatives are available 24 hours a day, 7
days a week to answer any questions you have.
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For Customer Service, Benefits Inquires, or General Assistance
Call: +1.610.254.8765 (collect calls accepted) or +1.866.750.6125 (U.S.
toll free).
Email: scholars@hthworldwide.com.
For Pre-Certification and Medical/ Emergency Assistance
Call: +1.610.254.8767
Email: globalhealth@hthworldwide.com
For Claims Submissions
Email: hthclaims@hthworldwide.com
If there are questions HTH cannot answer or unique concerns you have,
Clements Worldwide provides an additional layer of support with our
Claims Concierge team. This team has over 25 years of experience
helping individuals living overseas access health care insurance. We
understand that being abroad and having a health care incident can be
very stressful and we are here to help.

Patricia Smith
psmith@clements.com or
medicalclaims@clements.com
+1.2202.741.1589

Denise Valentine
dvalentine@clements.com or
medicalclaims@clements.com
+1.202).741.1583

Role of the Claim Concierge:
Supports member questions on claims (pending or denied), policy details,
understanding EOBs, etc.
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Your organization may offer Bridge Coverage for individuals who will no
longer be eligible for coverage under the organization’s group health plan
because of termination of employment. Bridge coverage is offered as an
extension to the group certificate for a maximum of 3 months from the
date of termination subject to the renewal of the group certificate / plan.
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Please reach out to your Plan Administrator or HR Manager to see if this
option is available to you and how to enroll. Scholars Health Program
will not accept requests to enroll on the Bridge Plan or direct payments
from individual members.
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scholarshealthprogram.com
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What is the FGTS?

FIRST FEW WEEKS
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The FGTS (Fundo de Garantia do Tempo de Serviço) is a mandatory severance fund
for employees in Brazil. Under the FGTS system, as soon as you are hired as an employee
you will have an FGTS bank account with Caixa Economica Federal (one of the most
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important Brazilian public bank). On top of your salary, Avenues will deposit 8% of your
gross salary in a blocked account with Caixa Economica Federal on your behalf. As the FGTS
bank account is blocked, you will not have access to the FGTS deposits. Only in certain
specific situations your bank account will be unblocked.
In what circumstances the FGTS bank account is unblocked?
The most common circumstances that the FGTS bank account is unblocked and you will have
access to the FGTS deposits are the following:
•

Termination without cause of an indefinite term employment agreement. In this case,
you will have access to the FGTS deposits and Avenues will have to pay as severance
indemnity 40% of the total deposits made during the employment term.

•

Termination of a definite term employment agreement

•

Purchase of a house for your own leaving

•

Retirement by the Brazilian social security authority (Instituto Nacional de Seguridade
Social - INSS)

•

In case of serious health disease (e.g. HIV positive or cancer)

•

If the FGTS bank account of the employee remains inactive for 3 years

The FGTS deposits will never return to Avenues. In case of employees’ death, his/her
successors will have access to the FGTS deposits.

www.andradefoz.com.br

Av. Pres. Juscelino Kubitscheck 28, 11ºandar
04543.000 | São Paulo | SP
tel 55 11 3016.5090
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In case of resignation, the FGTS bank account remains blocked to the employee. If you
resign, you will have access to such deposits in the other circumstances provided by law.
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How can I open my FGTS bank account?
ARRIVING IN BRAZIL
FIRST FEW WEEKS
ALLOWANCES

Avenues will open your FGTS bank account as soon as you present the required documents
for your hiring, including professional booklet (Carteira de Trabalho e Previdência Social –
CTPS) and number of your social security register with Brazilian social security authority
(PIS/NIS).
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Once I fulfill one of the circumstances that my FGTS bank account is unblocked, what
should I do to have access to my FGTS deposits?

APPENDIX
You will have to go one of Caixa Economica Federal’s agencies to request the withdraw of
your FGTS deposits. The documents required by Caixa Economica Federal depend on the
circumstance of unblocking your FGTS bank account. If such circumstance refers to a
termination of your employment agreement, Avenues will provide you with all the necessary
documents.
If the unblocking of your FGTS account is based in any other circumstance, you will need to
consult the Caixa Economica Federal to check the required documents.
Can I have access to my FGTS account if I do not live in Brazil anymore?
Yes, only in case of one of the following circumstances:
•

Termination without cause of indefinite term employment agreement by Avenues

•

Retirement by the Brazilian social security authority (Instituto Nacional de Seguridade
Social - INSS)

•

Inactivity of your FGTS bank account for 3 years. The time to have access to the
FGTS deposits depend on your birthdate in this case.

You will need to obtain a request form to withdraw the FGTS at www.caixa.gov.br and file
such form with the Brazilian Consulate with the documents that proves that you are entitled to
unblock your FGTS account. You shall sign the request form before a representative of the
Brazilian consulate and inform an email address for contact.
Brazilian authorities will analyze your request and inform you whether your request was
accepted or denied.
In case of acceptance, the FGTS payments will be deposited in a Brazilian bank account on
your behalf or on behalf of any person you indicate within 15 business days.

