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OBJECTIVE: H i:
e To allow applicants the opportunity to learn more about the result after applying for a vacancy.
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e To develop the hotel as the best employer and to encourage promotion from within.
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APPLICATION: v FH :

All Non-employee applicants who were tested during the hiring process are informed of the results. This will
encourage high-potential applicants to continue to consider Bavaria Hotels International as their best employer.
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Notification to unsuccessful employee applicants may be made by e-mail, or if necessary by letter,
preferably preceded by verbal communication. The “regret” notification advises them of the results of
the staffing action.
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HR manager can use the bcc option of MS outlook to send regret notifications to employee applicants.
Copy himself/herself, and when receiving the e-mail, create a BF for 5 days to track the feedback and
review period.
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STATEMENT OF POLICYIF % 75 B

1. Interviewed Candidates: In the closing segment of an interview process, inform the candidate that
confirmation of the outcome of the interview will be by phone or mail. Once the offer of employment has
been made and accepted, a regret letter can be sent to the unsuccessful interviewed candidates
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2. Applicants not interviewed: As a courtesy to internal applicants, employees at Bavaria should receive a
regret letter as recognition of their initiative to seek alternative career opportunities.
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A letter should be sent to all non-employees candidates that are no longer under consideration. The Human
Resources Manager may wish to consider some of the candidates on the short list further if the finalists do not
work out or decline an offer.
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Rather than eliminate those individuals completely, the Human Resources Manager could retain their names on a
second group list and postpone sending out their regret letters. However, once the finalist is selected from the
first list group and accepts the position, regret letters must be sent to those individuals in the second group.
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