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OBJECTIVE: H 1:

e To clarify the rights and responsibilities of employer and employee with regard to disciplinary action.
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e Toensure rules are enforced as per labor laws and there is sufficient deterrent to poor performance.
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APPLICATION: 3 H :

The Personnel Manager must be consulted at all stages of the disciplinary procedure. The Personnel Manager, in
the presence of the Department Head responsible, will issue disciplinary action.
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Before a decision is taken to issue a disciplinary action the employee must be informed in advance of the
disciplinary hearing.
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Disciplinary hearings must be carried out within 24 hours, if possible, unless where investigation is required, in
which case the employee may be suspended pending investigation.
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No disciplinary action is to be issued without first listening to the case of the employee. If necessary the meeting
can be adjourned to discuss or investigate new information.
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Disciplinary action can not be carried out on hearsay and impressions. A black and white approach must be taken.
This involves having indisputable facts and figures from reliable sources. The Personnel Manager is responsible
for coordinating the investigation and for keeping close communication with the Department Head.
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Disciplinary action can still be taken even if the employee does not agree with the decision, provided the managers
concerned are sure that the employee has breached the disciplinary code e.g. a security video, manager witnessing
a breach of conduct etc.
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STATEMENT OF POLICY
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1. The hotel expects the highest standards of discipline from its employees together with satisfactory standards of
work. These expectations are clearly and specifically communicated through the House Rules.
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2. If the standard of work or conduct remains below that required — then disciplinary action will be taken which
may result in dismissal.
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3. The disciplinary procedure aims to give the offending employee an opportunity to rectify the situation.
Therefore, except in cases of Gross misconduct, the following disciplinary order will apply:
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Verbal Warning 13k %

First Written warning 55— (A%E%‘%

Second Written Warning &8 /X 5[ %

Final Written Warning i /5 15 [ 45

Dismissal 1B
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4. Verbal Warning 1 3L 45

A formal verbal warning will be given for minor breaches of discipline or failure to achieve satisfactory standards
of conduct as outlined in the house rules. An example of such an offence may be — being late for work on more
than one occasion for no good reason, making a personal telephone call from a hotel telephone.
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5. First Written Warning 5 — /X 15 [ % 25

A warning will be given in writing in the event of no improvement being made within the prescribed time stated in
the verbal warning, or a more serious offenses being committed. An example of a more serious offence could be-
smoking in a non-smoking area.

This is considered as stage two of the disciplinary process and recorded on the personal file.
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6. Second Written Warning s — /X 45 % 5
A second written warning will be issued if there has been no improvement since the last stage. This is considered
as stage three of the disciplinary process.
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7. Final written Warning#x J& 51 % &

A final written warning will be issued if there has been no improvement since the last stage. It may also be used in
the case of a person who has no current warnings on file — but whose offence is sufficiently serious to warrant
skipping the previous two stages but is not in the Gross Misconduct category to warrant dismissal. For example,
being rude to a guest, inappropriately socializing with guests, not following reasonable instructions from a
superior, willful damage to hotel property etc..

This is considered as stage four of the disciplinary process.

The warning is placed on file and would clearly state that the next stage is dismissal.
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8. Dismissalf##il

Failure to comply with the conditions of a final warning will lead to dismissal. The final notice as per the
employment contract or payment in lieu must always be given, except in cases of Gross Misconduct. Obviously
the labour law must be applied in all such cases.
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9. Gross Misconduct Dismissal™ = 2 HH fif Ji

Summary dismissal without notice will take place if an act of gross misconduct is committed. Gross Misconduct is
any deliberate act, or negligent failure to act, that is detrimental to the business or its employees. The following are
some examples:
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e Theft from the company, its employees or guest.

Fighting, threatening or striking another employee or guest.

Forgery, misrepresentation, falsification of records.

Refusing to carry out reasonable instructions from a superior.

Being under the influence of alcohol or drugs on duty.

Willful damage to company property.

Gross negligence (with regard to key or cash security).

Failing to attend work for seven consecutive days or twenty non-consecutive days without a justifiable reason
(subject to Labor Laws)

Actions constituting a criminal offence.

Divulging confidential company information.

Engaging in outside business activities in conflict with the Hotel’s interests.
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