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OBJECTIVE: H i:

e To introduce new employees to the company, hotel, and departments.

B R TIIANRT] . WERSERT.

e To remove the anxiety level caused by a new environment, thereby improving the speed and ability at which
new employee can provide the level of performance expected.
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APPLICATION: % FH :

Orientation part one is to be done immediately when a new employee arrives as this covers his/her immediate
information requirements. It should be done jointly between the Human Resources department and the new
employee’s manager.
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Orientation part two should be scheduled once a month for all staff that joined in that particular month. In
hotels over 200 rooms this may need to be twice-monthly.
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Orientation part two will be recognized by the manager responsible for training who will involve other specialists
as necessary, e.g. Chief Engineer for health and safety, General Manager for company philosophy.
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It will be conducted in a professional manner using a location away from the immediate workplace, in company
time. An orientation evaluation is to be completed at the end.
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New employees should leave orientation feeling highly motivated, knowing that they have joined a professional
company.
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STATEMENT OF POLICY
B

1. Orientation is an introduction to the company, the hotel and the departments to enable individuals to fit into
their jobs as quickly and as smoothly as possible.
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2. All new employees are to receive a planned orientation, part one on arrival and part two within the first six
weeks of employment. Each hotel will determine who is responsible for carrying it out and what the exact
contents will be using the checklist given in the appendix as guideline.
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3. The General Manager is to be personally introduced to all new starters on their first day of work.
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4. A follow up to orientation should be done within one month to determine its effectiveness in assisting new
employees to settle down and become productive quickly.
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5. Part one will cover at a minimum:
B2 EREL TN
Tour of hoteli )& i it
Job role and description L{E fi t& f ik
Hours of work and rota L{ER} [a] 552 1H %
Salary details L %5 415
Uniform issueffil] lix &
Grooming standards{X 54X E b
Staff facilities 51 L. 1% i
Meals and accommodationf¥: 75 M & &
House rules/Fire procedure N 55 51 Il /Y4 Bl S A2
Staff handbook i1 L. F-/iit
Health, Safety, Fire and Securityf@ it %4> YHB %Rl

6. Part two will cover at a minimum:
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Company Philosophy /A &) Fil &
History — company and hotel 2 &) A1 )5 77 52
Organization chart — company and hotel A =] F1{E 5 20 21 45 44 ]
Hotel knowledge il )5 %1114
Absence & Sickness i 8] 5 F7
Disciplinary & Grievance procedureZC £ AL N YRR 7
Career opportunities L{EL 2
Guest courtesy/Complaint Procedure/Telephone skillsF% #1525 /¥ R FE 7/ HL 6 AS i 4% A
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