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OBJECTIVE: H i:

To establish accommodation entitlements across the entire company that are commensurate with the

respective staff category levels of expatriate employees.
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To ensure that staff accommodation is properly maintained.
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APPLICATION: % FH :

Accommodation is to be managed by the Personnel Manager.
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Staff accommodation will be selected carefully and maintained with care.
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Staff feedback on the comfort and cleanliness of accommodation must be sought and acted upon.
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Staff found abusing their accommodation should be disciplined immediately.
ROV FH AT R 51 T, NS RD A2 8 R A 4

The entitlements in this policy should be used as a guideline; any deviations are to be agreed first with the

President.
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1.

2.

STATEMENT OF POLICY
B

Werecognise that the well being of its staff and their families is at the core of its success.
Bt R R 3, 7 T R g L A2 FLR A

All expatriate employees are entitled to accommodation, which is paid for by the company, or where
approved, a live out allowance will be paid for a pre-determined amount. Allocating guest rooms on a
long-term basis for key personnel accommodation is to be avoided, whenever possible. (Except in
circumstances where it is coherent with the hotel policy).
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In the event that a key personnel chooses to rent a more expensive apartment than the allocated
allowance, (paying an additional amount him/her), the apartment lease must then be in the name of the
employees and not the hotel. The hotel will reimburse the allowance amount directly to the employee
upon submission of the lease/receipt. Should the employee leave the hotel or be transferred in mid-
lease, it will be his/her own responsibility to negotiate a refund with the landlord.
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4. Key Personnel Entitlements
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(a) The following entitlements apply to the respective staff categories:

(c)

(d)
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General Managers:

To be agreed on an individual basis with the CEO at the time of appointment.

SAH: WA NG EREPITERE.

Key Personnel A and B, with children:

Two bedroom furnished apartment.

WL MARKBE BN T WIFENE ., BAXERAH.

Key Personnel A and B without children:

One bedroom furnished apartment.
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Key Personnel C:

Furnished single room in a shared apartment. Note, this category is not entitled to married status
accommodation, unless by special approval of the General Manager.
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Utilities: Telephone /A FH ¥ Jith: L i:
For both live-in and live-out personnel, the charges for telephone connection and usage are the
responsibility of the employee, except for those employees on 24 hours call.
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Consumption of other utilities Fofih 2 FH S MV Y 2% -

Live-out basis — all utilities must be paid for by the resident employee.
Live-in basis/hotel apartment outside — electricity and water, not gas, will be paid for by the hotel.
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Cleaning service % 7ai i %%

No employee is entitled to use the hotel housekeeping or to charge the hotel for a cleaning service.
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For apartments rented by the hotel and allocated to key personnel, an annual inspection is to take place,

in consultation with the resident, to determine if any maintenance or general repair is required.
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Skilled Personnel Entitlements:

R INAIVEY & B

IMPORTANT NOTE:

Wherever possible, the following accommodation entitlements should apply. However, it is recognized
that each hotel’s staff accommodation circumstances are unique. Provided the different categories are
distinguished fairly and consistently by their accommodation entitlements, then deviations from this
policy may be allowed.
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Skilled Personnel D:

A room on a sharing basis with one other category D staff.
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Skilled Personnel E:

A room on a sharing basis with two/three other category E staff.

ERHLRERI N Bt

5HARMA/ =ZAER A TIN5,

Skilled Personnel F:

A room on a sharing basis with three/four other skilled personnel in the same category.
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Skilled Personnel G:

A room on a sharing basis with four/five other skilled personnel in the same category.
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Maintenance:

A

Staff Housing for Skilled Personnel is to have a supervisor/cleaner appointed to oversee it. Routine
inspections are to be done by the Personnel Manager on an ad-hoc basis (a minimum of once a month)
to inspect cleanliness, décor and state of repair. A report should be made to inform the Hotel Manager
of the findings.
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