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OBJECTIVE: H#:

To establish the standard of conduct and discipline the company expects of its employees.

To ensure employees are aware of the expectations with regard to conduct prior to any disciplinary procedure.
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APPLICATION: % H:

All Hotels are expected to produce a set of House rules incorporating the areas mentioned in this statement of
policy.
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House Rules are to be displayed in a conspicuous place such as the employees notice board, as well as contained in
the staff handbook.
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Rules that are not enforced when broken soon lose their value as a deterrent for poor conduct and performance.
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No exceptions should be made when house rules are broken, managers must be seen to be fair by immediately
addressing any breach of the rules.
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Needless to say managers are expected to lead by example and their own conduct must be exemplary at all times.
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STATEMENT OF POLICY
BUE ]

1. We believes that a good standard of conduct is required to protect the individual employee, their colleagues,
the guest and the assets of the owners and company.
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2. House rules specific to each hotel will be in place covering the following subjects and will be enforceable by
disciplinary action:
BEOXRFREAN I B0 N 55 57 ILKE - DLETAD S, e A 208 g DA 38 K ad i 28 A b 70 s A AU T

a. Timekeeping and punctuality THI A ST I
b. Attendance record, absence from work FEog. B
c. Hygiene, grooming and standard of appearance PA . ACEACRRIE
d. Standard of work performance TAEG bR
e. Guest courtesy FREfR&
f. Teamwork and respect for colleagues [SAKE iR () 2 1) 25 o
g. Entrance and Exit AN BAHH
h. Smoking and non-smoking areas MR R X RH I X
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Accepting gifts from guests/suppliers
Respecting local laws and customs
Abusive language

. Following reasonable instructions from supervisors

Unauthorized removal of hotel goods/property
Loss of hotel property such as ID cards, keys, uniforms etc.
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i.  Consumption of alcohol P
j.  Use of hotel/guest facilities T ik 1 25 1R 55 S e 4 £ P
k. Personal telephone calls 7NN
l.  Socializing with guests IV YN
m. Lost and Found procedure R AR 7
n. Health, Safety and Fire Prevention R 224 B
0. Accommodation regulations (EX P
p. Cafeteria entitlements/timings etc. BT R E I 5
g. Transportation facilities AL I 5 it
r. Locker rooms AR =
s. Respect for company property A F I
t.
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