










 
 
Employee Restaurant 
- Do you have an Employee Restaurant committee? Who are the  
  members? 

2 
 

 

- What is the seating capacity of the employee restaurant?  2 
 

 

- What are the operating hours of the employee restaurant?  2   

- Does the Employee Restaurant features the following minimum  
  standards fresh plants, piped music, glassware, chinaware, soft  
  drink dispensers, condiment sets and table napkins?  

2 
 

physical check 

- Is the employee restaurant adequately manned, well equipped  2 
 

physical check 

- Do the General Manager; Executive Chef and Executive  
  Committee members dine in the Employee Restaurant at least  
  once a week?  

2 
 

 

- Does the menu reflect daily changing “Special” considering dietary  
  requirements for local employees consistent with the culture and  
  religion? 

2 
 

physical check 

- Is the daily menu planned a week in advance and displayed in  
  the employee restaurant? 2  

physical check 

- What other facilities are additionally available for the employees in  
  this outlet?  

2 
 
 
 
 

 

physical check 

- How often are employee surveys conducted dealing with the  
  employee restaurant?   2 

 
 

- When was the employee restaurant last refurbished  2   

- Do the employees have a rest room? If so: What facilities are provided? 2 
 

physical check 

Medical 
- Is there provision within the hotel to seek medical assistance if needed? 2   

- Does each department have a fully stocked First Aid Cabinet? Is  
  the cabinet locked and easily accessible? 2 

 
Physical check 
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- What is the preparation process for preparing the annual training plan  
  and budget? 2   

- What percentage of the training budget is allocated to external  
  consultants? Who are the providers? What topics do they train? 0  Information 

- Are these external consultants approved through the: 
♦ Corp. Training for educational and leadership development  
♦ Regional Training Department for general and technical training  

2   

- Who is involved in the training process? 2   

- Who approved the training plan and the budget? 2   

- How is the training plan linked to the company and hotel objectives of  
  the training need analysis?   2  physical check 

- How do the General Manager and Department heads support the  
  training department? Are roles and duties defined within the hotel    
  training plan? Action plan? Active participation? 

2   

- Is a training plan for "General Training" as per policy in place? 2   

- Are following topics covered within the general training plan: 
♦ General Hotel Orientation 
♦ Induction (Corporate Induction Program) 
♦ Hygiene 
♦ Customer Relations 

 
 

♦ Core Values, Departmental Service Requirements, Hospitality 
Guarantee 

♦ Language courses (where appropriate) 
♦ First Aid 
♦ Fire, life , health & safety 
♦ Availability of Training material and Tools 
♦ Training Planning and scheduling in detail for a 6 months period 

for overall hotel 
♦ Co-ordination and monitoring of departmental training (planning 

and execution) 

2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 physical check for all 
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- Who is conducting the general training?  

♦ Monthly report 
♦ Yearly report 

2 
   

- Is a plan for "Technical Skills Training" as per poliy in place? 
♦ Hotel 
♦ Departments 

2   

- Are the following topics covered within the technical skill training plan: 
♦ Training Planning and scheduling in detail for a 2 months period  
♦ On the Job Training  
♦ Fire, life, health & safety 
♦ Hospitality Guarantee  
♦ Core Values 
♦ Departmental Service Requirements 
♦ Daily Standard 
♦ Specific Departmental Training 
♦ Front Office  
♦ Service 
♦ Kitchen 
♦ Stewarding 
♦ Housekeeping 
♦ Laundry 
♦ Engineering 
♦ Sales 
♦ Hygiene 

2   

- Is the Personnel- orTraining Manager checking the execution of the  
  technical skills  training? 
 

♦ Monthly report 
♦ Yearly report 

2 

  

- Do Department Heads and assistants conduct training? Which topics?  
  Which Department Heads? 2   

- Is SAM implemented in all departments? How are you controlling the  
  implementation? 2   

- Is a development plan for educational training in place? 
♦ Hotel 
♦ department 

2 
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GENERAL COMMENTS: 
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