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OBJECTIVE H I:

To establish a Learning Organization, skills and learning obtained in either formal or informal
training session must be applied on the job to ensure change in behaviors. Transfer of Learning is
critical in a learning organization.
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APPLICATIONS B :

1.

All training programs organized must be based on the needs of the organization and the individual.
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A structured training needs analysis must be conducted to identify these needs .Refer to policy
T/10.8 for the guidelines on how to conduct a structured training needs analysis.

HAE ) [ RO L FRAERBIX LT 3R _EOMFEA . 25 H05010.8 WML UL 7R 70 i

Hotels must not organize training programs just to meet the 4 hrs of training per employee per
month requirement. Hotel should focus on quality and not quantity.
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Hotels must ensure that the PASS process is conducted for all programs.
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The PASS Process stands for:
PASS I 2R IR

P: Prepare #E %

e A: Accountability 51 fF

S: Support 3

S: Celebrate SuccessfL 5% i 1)

5.1 Prepare: Supervisor/Line Manager sits with the staff to discuss pre-course expectations
(completes the “pre-training assessment” of the PASS Process Form.
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5.2 Accountability: After the staff attended the training, Supervisor/Line Manager sits with the
staff again (within 3days after completion of the program) to discuss and agree on action
items(completes the “Implementation Plan” of the Pass Process Form)
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5.3 Support: Supervisor/Line Manager monitors and supports staff’s process. Provide continuous
coaching if necessary.
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5.4 Success: When all agreed actions items are implemented, Supervisor/Line Manager
recognized and celebrates staff’s success. Supervisor/Line Manager recognizes and celebrates
staff’s success. Supervisor/Line Manager submits a copy of the PASS Process Form to training
department for recording in the staff’s personal files.
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STATEMENT OF POLICY
BUEFH

1. For effective learning to take place, training programs must be organized based on the needs of the
organization and the individual.
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