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OBJECTIVE H I:

* To allow employees the opportunity to develop their skills and knowledge by using the workplace
as a training resource.
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* To develop the companies own talent and encouraging promotion from within.
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APPLICATIONS B :

* All employees are to be made aware via notice boards and orientation part two that the
opportunity for internal cross-training exists.
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* An accessible, straight forward system is to be set up in hotel which should include an
application/approval form
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* ltisimportant that the number of trainees accepted in one department is controlled. Departments
such as Reception/Sales and Administration may prove popular with employees looking for a
promotion, the maximum number is to be determined and extremely busy periods may be avoided
altogether.
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* The same criteria as recruitment should apply in terms of essentials like languages and appearance.
Likewise, the same training criteria must also apply on the basis that guest service levels must be
maintained and this is an investments in one of the hotel’s most important resources — its people.
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STATEMENT OF POLICY
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1. Our hotels want to offer its employees the opportunity to develop their skills and knowledge by
using the facilities, resources and expertise already available in thehotel .
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2. Employees may request cross training in another department of the same hotel providing that they
have successfully completed the probation period on the following basis:
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* The duration will be for a minimum of four weeks.
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* The cross training will be first approved by the sending supervisor and Department Head,
receiving supervisor and Department Head as well as the manager responsible for training
and Director of Human Recourse and General Manager. Accepted applications are to be
filed in training Department
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* Each cross training should have a detailed training plan done by receiving department and
evaluation for employee after training.
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3. Following approval, a skills trainer is to be allocated and the usual training procedure as for a new
employee is to be followed.
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4. On completion, each cross training should be reviewed by the manager responsible for training.
This will be particularly useful when a vacancy arises in that department whereby a trained internal
candidate may be offered the opportunity before an external recruit.

F e, BT RSN N B AN B % ER ] B B, X — R A A,
AT FEANER AR A A SZ a5 N EB i N 3R L.

2
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



