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OBJECTIVE: H i:

e To ensure adequate and professional employee records are held in each hotel.
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APPLICATION: % FH :

A file is to be established for each employee containing the things mentioned in this statement of policy. Files are
to be kept in alphabetical, numerical (clock no.) or departmental/position order in a locked fire-proof filing
cabinet.
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In addition to the employee file system, some hotels may have the potential to maintain a personnel database.

This is a convenient and quick way of accessing basic data such as: name, nationality, department, position, start,

and salary, date of birth, payroll/clock number, and allowances.
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A trace system is to be developed by the Human Resources department for renewal dates of permits/visas,
passports, medical check-ups employment start date anniversary, birthdays.
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It is essential that permits, passports medical cards and any other legislative requirements are not allowed to
expire. Although staffs are to be made aware that the timely renewal of their passport is their individual
responsibility, at the same time the Personnel Department should maintain a good trace system for passport
expiry.
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The Personnel Manager is to ensure that any relevant documents issued by other departments are copied to
Human resources for the Personnel file, for example training records, employee of the month.
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STATEMENT OF POLICY

1. It is of vital importance that there is one comprehensive record of all the details pertaining to an employee
held in the hotel. In addition to it being a Government requirement in some locations, this is also an internal
requirement in the case of a query, in the event of disciplinary procedure or promotion review.
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2. Each new starter will have a Personnel file which should be set up to contain the following:
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e Personnel requisition N3 H i

e Application Form, copies of certificates HiEZ%. WIF5 5 E{:

e Locker key and uniform receipt forms 5 A< £H LA il AR S HE

e Passport Copy, 12 passport photographs '8 & E1{4-. 125Kk HEHE H
e Release Letter (where applicable) 4T/ (wi&EH)

e Offer Letter s &I 1S

e Labour Contract %73l & [F]

e Payroll/Status Notice Il /ZH IR I8 %1

e Medical Health Certificate 457 11 B

e Residence Permit copy/E{EilE & ENf4:

e ID/Labour Card Copy, Labour Card Receipt form S 4/3iE/57 LR EEM4. 57 LR BI#E
e Insurance Card Copy (Key Personnel)frf <& I (FEE A 51D

e Reference Copy #E#71{5 & B

e Orientation Checklist NERE7 Il 6 £ %

3. The personnel file should be continuously updated thereafter with
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e Appraisal Forms %1% %

e Change in Status Forms JR {1 45 5

e Disciplinary Procedures #E 825

e Appreciation Awards (employee of month etc) 523 ( H LT 51 T.324%)

e Additional Certificates B IilE 45

e Change of address (Key Personnel) 2855 (3 A 51D

e Change in Marital Status/Children iSRRI/ T 22 5

e Vacation Requests /i i

e Training records 551 3% .
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