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OBJECTIVE H I:

¢ Tointroduce new employees to departments.
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* Toremove the anxiety level caused by a new environment, thereby improving the speed and ability
at which new employee can provide the level of performance expected.
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APPLICATIONS B :

1. Department training is essential to provide the skills and knowledge training for the staff .This
training must be structured and conducted by certified trainers.
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2. Senior management must be involved in department training and must take full responsibility and
accountabilityfor his/her divisional training.
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3. Department training must be organized based on the needs of the department/division.
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4. A structured training needs analysis must be conducted to identify these needs by the
Department/Division heads. Division trainers (if applicable) and Training Manager. Refer to policy
T/10.1 for the application on how to conduct a structured training needs analysis.
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5. All department/division must submit their weekly department training schedule to the training
department before the end of the week .Training Manager will consolidate the schedule and present
it during the Monday’s operation meeting.
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6. Trainers who are conducting these department training must be certified trainers, i.e. attend train-
the —trainer program.
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7. Each EXCOM member must conduct at least 1 training program per month.
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10.

11.

12.

13.

Department/Division heads must audit the training programs if the training programs are not
conducted by themselves, making sure that the content or the training is correct.
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Every training program will be evaluated by the participants using the course-evaluation form.
Training Manager will consolidate the report and make recommendation if required.
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Every participant will be tested at the end of the training .Testing could be in the form of Quiz,
written test, or Question and Answer.
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All trainers will be assessed by the training department using the trainer feedback form. Trainers
who do not perform well should be coached by the Training Manager for improvement retraining of
training skills.
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Training Department will select a good trainer of the month among the trainers who have
conducted training for the month. Reference to criteria for the hotel-trainer of the Year award will
be recommended. These criteria should be made known to all trainers via various communication
channels, such as monthly trainers’ club meeting
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Winners of the trainer of the month must be recognized appropriately at monthly meetings
.Certificates should also be issued as recognition of their achievement.
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STATEMENT OF POLICY
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The departmental training should fullyused training a need analysis and evaluatethis in daily work
situations.
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Each department trainers should take responsibility to communicate and organize training issues.
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Attachment Jft{4:

1. Department Training Plan
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2. Department Training Report
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