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OBJECTIVE: H i:

e To establish guidelines for employees probation.
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e To provide the employee and the company with the opportunity to review each other’s performance prior to
committing to permanent employment status.
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APPLICATION: % FH :

New staff members are employed on the condition of a successful probationary period. During this time, the
staff member can determine whether or not the position meets his or her expectations, and the supervisor can
determine whether or not the staff member has the knowledge, skills and attitude to perform the job
satisfactorily.
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A probationary period also applies to permanent staff members who may transfer to new positions within the
same department or to a different department. Since these staff members have already completed the initial
probation, they would also be entitled to the company disciplinary and grievance procedure.
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All employees are entitled to an evaluation by his/her supervisor on completion of the probationary period.
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STATEMENT OF POLICY
B

1. All new employees are required to work on a probationary period prior to being granted permanent
employment status.
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2. The duration of the probationary period should be determined in an internal hotel policy, in
accordance with the labour law of the country, and should be clearly mentioned in the employee’s
offer letter.
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3. One week before the end of the probation, the Human Resources Manager will write to the head of
department highlighting the date on which the probation finishes, attaching a probation evaluation

form.
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4. The employee’s direct supervisor is responsible for conducting the probationary period evaluation at
the end of the probation using the company format in appendix 40.
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5.

6.

Prior to the evaluation, the supervisor should complete the form, sign it and submit it to the
department head for final decision and approval; the supervisor will then discuss the evaluation and
decision with the employee in question.
FEVEAG AT, FENBZRE . £ EHSHA, REREHITEE, #ATRARENH IR
F BB AR VP R L — R SR TP AT E .
After the final decision has been made, the employee should sign the form acknowledging that the
supervisor has discussed this with him/her.
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Based on the final decision, the Human Resources department will make the necessary
correspondence to the employee in question, which will be one of the following:
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a. Confirmation of successful completion of probationary period-Appendix 42.
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b. Extension of probationary period-Appendix 41 (this should comply with the labour law of the
country).
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c. Termination of employment — Appendix 21.
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