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A-B-C KEY PERSONNEL INDUCTION

Guidelines & Principles
A-B-C 23R4 A T AR
TaE 5 RN

> As for our external customers, we should not spare our efforts in giving a good first
impression at the arrival of any new manager. Good first impressions supported by a
good preparation are essential for a smooth start and will demonstrate their value and
importance as much on the short as on the long term.
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> The Key Personnel Induction should be considered as a necessary and professional
segment of the “settling in” process of any new manager joining the organization.
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> All current Management has an important role to play in this settling-in process and
should be committed as much as the newly-hired manager to completing this
induction within the first week of employment.
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> 3 (three) Departments should be involved with the delivery of attached induction
programme:
> W 3 (=) NERITNZ 5K NIRRT R 22T TAE:
- General Manager/Resident Manager
MRS
- Human Resources Department
YNVaLrie Kl
- Training Department
Bl
The order of the exposure of the new manager to these departments will depend on the
circumstances of the arrival. The Human Resources Manager should co-ordinate this
programme before the new manager has arrived.
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>

For the induction of new Department Heads (Key Personnel A), all current
Department Heads shall play an important part and be involved in a one-on-one
“Getting To Know You” meeting with the new manager.

XFFAITEE (AN BB, HETHpTE & 38 NS
HEZEEH, JFSad—BSmimxm “CARIR” 2

The following checklists provide a guideline for the mentor (be that the General
Manager, Human Resources Manager and/or Training Manager) as to what to cover.
These checklists shall be completed, signed and placed on the new manager’s file
upon completion.

PR B ROV B K 4R 3 (FRE B A B 4 BN s I
PR SRt TIRE . PORHRI ARIHE . ERERARNEL
Ja, MAER AR ERY, IR HAAREHaE .

2

The largest FREE resource tool for Young hoteliers and seasoned professionals

Lc0C ©

OO'IAIHOYVNNI



IN NFA{.B.C——#—“VE
Hospitali+y Library

A-B-C KEY PERSONNEL INDUCTION
HR/Personnel Manager Checklist

A-B-C KN AR
ANTRBINELERER
Name: Arrival Date:
(Expected)
w4 24 H B

(T

A. Pre-Arrival Preparations:

1. Welcome Pack (to be placed in KP Accommaodation prior to his/her arrival)

LRI ARG (FEAb/ a2 b 2/, CE AR 8 A S AL

O Welcome Letter from GM O Job Description
SE2 LIPS UINE HRALf A
0 Mission Statement/Values O Business Cards
O fiiars 5/ Ew 7 55 44 B
O Employee Handbook O Name Badge
RLF M Y44
O Directory O Pin
5% M4t
O Hotel Brochure/Fact Sheet O Telephone Card
W5 EAL W B kAR SN S
O City Brochure & Map O List of Important Phone Numbers
T AR M 1 BRSO AR
O Magazines (with local agenda) O Doctor Contact Details (Emergency)
A& (AT AR (22)
O Timings of scheduled meetings with:
a0~ N G IF = B BERE I (A -
- GM - HR/Personnel. Mgr —
- BaBE—NIRFNFS
H
Training Mgr

FIlER 2 PE
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2. Accommodation Preparation

2. (TR HERS
Allocated Accommodation:
Fit o B R AR A
0 Welcome Package (as above)
B TNERFERE (Wl B ATid)
3 Flowers
[EID
O Welcome Fruit Basket
XM 7K SR s
O Coffee, Tea, Sugar, Milk
e, 25, M. 2R
3 Mineral Water & Soft Drinks

B IRAK S AR

- Other DHs’ (One-on-One “Getting to
Know You’ meetings)

- eI EE (XS Il

PR 280

Set of Keys (2 sets if couple)
PRLE CInFEXNAEE, MR 2
#)

Linen & Towels

WA 5 B T

Toiletries, Toilet Paper, Soap
(for 1 week)

Bup s BIpT 4R, IR
(gt 1 HAD

Full Inventory List of Provided Household
Items & Furniture

MPRAER NS KA, 7
TETE A

All above mentioned items have been prepared and placed in KP Accommodation:

Wedks ERraIH, HORHRE TR R AL

(Signature)

(%4

(Date)

CHHED -
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B. Arrival Procedures

B. IEEF
Name: Arrival Date:
(Confirmed)
4 FI 54 H 3
€]
Flight Details Airline:
MR Wiz Aw]:
Flight No. Arrival Time:
(Expected)
WPES HRAL I ] :
(THED
Airport Pick-Up By Whom:
PUZENL LA G
With What:
LERUSEYRTE

Presentation of Accommodation:

TN A

J Garbage Room

b3k s
J Laundry

AR5
J Reception

Hfr=

C. Post Arrival — Day #1
CHEE—%F1IR

J Review of content of Welcome Package

“Hron TR WA
(J Residence Permit
JE A UE

J Medical Check-up/Health Card
PRREME R

(J Labour Card/Labour Contract
57 3R 155 3 & A

5

Nearest shops, conveniences
=S/l =) N DA
City Map

35§17 e P

Transportation Accommodation-Hotel (Hotel
Bus timings, Taxi)

ASEAEIEINE GEMEYEG . HALE)

Accommodation/Utilities/
Housekeeping Services

(XA A5 S
% i 55

Laundry Allowance/Timings

Ve BLANE R B (] i3

Meals

&

Transportation
AZ3E
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(J Bank Account/Salary/Salary 0 Mail — Address
Advance/Currency Exchange-Transfer M — ik
HRATIK 88 T8 A 6% 1 b
2R
J Medical Insurance/House Doctor (J Facilities / Shopping
R TT ORI 27 B = A Wt/ )
(J Pension Scheme (J Culture/Religion/Dress Code
&t Rl AL SR 2R REHEN
(J Performance & Development Review 0 Law & Order/Alcohol Consumption
GRS R R RSB EN
(J Steward Sales (J Organizational Structure/People in the
B Organization
HLAGERIIHRN D
(J Staff Stay-over/F&B Discount O HR Policy Manual
T LEmE I A0 Departmental Policy Manual
N 18R BUR T
AT BT
(J Recreational Facilities (J Hotel Fire Procedures Brochure
15 o) it List of Hotel First Aiders
T W B A e LA
WE SRR AR

If Key Personnel A: Schedule of “Getting to Know You™ meetings

REBEANARRBARZHL: “NRIR” SN2 %

ad

I have received the above information to my satisfaction:

AN AR i KRR BN i s

(Signature) (Date)
(%4) CHHD

A-B-C KEY PERSONNEL INDUCTION

General Manager Checklist
A-B-C RREARAIR
BAERER

Name: Arrival Date;
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44 25 H
Department: Title:
YR PN R

3 Introduction:

A T A8

- Past achievements
- DMAERE
- Future plans

- ARk

J Vision, Values and Mission for:

HRW T AR PrERAfE -

- Hotel
)5

O Where GM sees the role and challenges:
TERA—ZBEHE, HEMATERW T 5 HIER SHER:

- of the new Manager
- e
- of new Manager’s responsibilities

- &I T

3 Business overview:

ANVAE DL

- City

e i

- Hotel

- s

- New Manager’s responsibilities towards this Business
- Hra AU Holk S5 4 SR IR B

O Management Guidelines:

BHEE
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- Leadership Style
- A U
- Expectations
- T
Priorities

- RS
3 Personal Issues

(N}

I have received the above information to my satisfaction:

AN CAE R KRR E ERE EREE

(Signature) (Date)
(%4 CHHED

A-B-C KEY PERSONNEL INDUCTION

Training Manager Checklist
A-B-C KRB AR
=[N GRS e d

Name: Arrival Date:
4 FI 54 H 3
Department: Title:

R PN R

O Vision, Mission and Values (in relation to Employee Handbook):

IR T B EwESMER (55 TP -

- Project & Aim
- BiHS5H#R

- State — Handout
- BRR —

Keywords
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R 1]
“Walking the Talk”
“F AT

3 Review of Hotels:

T8 i [51 Bt -

History & Logo

i 52 5ARlAR &

Chairman, President & VPs’
HEK, DEERIEE
Corporate Structure - Head office
NG — AT
Properties & Brands
Yl 5 it i

Central Reservation System & Website

T RS

O Training Organization, Systems & Structure:

BINAR. hREEA:

Staff Orientation, Generic & Skills Training (Timetable & Overview)
AT BRI, BRI (R 580

Cross Training — Management Training

A XY —— B R

Corporate Training Programmes

Atk call R

Training Notice Board & Database

AT A o

3 Umbrella Standards:
RO ISy A 7i Y

Presentation — handouts

Vil i

Grooming & Personal Hygiene
BeEACER SN AN E

Telephone Manners

HLTE AL X

Role of Manager towards Umbrella Standards

RSV NEURE| Ry 2 Y (Y A

O Internal / External Communication:

A RIS AL -

CC-Mail - Intranet — Internet
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- P& — B —A R — TR
- Telephone — Voice Mail — Message taking
- I —iEEEHE — RIS
- Formats for Memo — Fax — Letter
- FExX—RHE—EHFRERA
- Management Meetings — Briefings
- B — FEILHR
- Departmental Communication Meetings
- ERIIAS S
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O Performance & Development Review:

FHE RRRA:

- Presentation of Form

- R

- Keeping track of information

- WxRER

- On/Off Job Coaching Principles
- AR R S R

- Preparation of PDR

- Gffl IR EdEIR Y (PDR)

O Disciplinary Rules & Procedures:
fRAL TN SRR

- Performance Counseling
- GG

- Suspension

- fEIHR

- Verbal — Written Warnings
-k — P

- Gross Misconduct

- PEERHER

- Dismissal

- R

- Grievance Procedure

- IR

O Fire/Safety Procedures (in relation to Hotel Fire Procedures Brochure):

WiIZEEF CSTHNEHETEFEEN -

- How to react when you discover a fire / when you hear the fire alarm
- BRI B K GBS, ST R O N
- Fire Investigation Team / Fire Fighting Team

- KRB NHIFERT N

- Evacuation Procedures

- AP

- Fire Command Centre

- RRFEFEH L

- Bomb Alarm Procedures

- BNEEAERY

- Natural Catastrophe Procedures

- BARKEFERF
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O Duty Manager Shifts (if applicable):
EHHEEAH (Hh) .

- Duty Manager’s Checklist & Report Book
- AR ER Sk

- Use of Pager & Emergency Key

- PR E R SEH RE A

- Patrol Routes

S (SC4 %32

O Tour of Property:
/NRETT

- Introduction to colleagues & managers along the way

- Wi [E S 2 B %

- Guest facilities

- A

- Back Office

- JEE

- Staff entrance

- UTEIE

- Fire Escape Routes — Location of Fire Extinguishers

- KRR — RS E

- Other facilities (Car rental — Book Shop/Barber Shop) + Special Staff
Discounts

- Heikt GRAEHAL — PR + Rppk 5t T

O Tour of City (can be based on City Map):
Wiz CRIARPEI T & -

- Main tourist & entertainment attractions (incl. museums, cinemas, restaurants, pubs
& discos, beaches)

- FEURIES GRS A CEREEIE. B, BT, RS,
MED

- Main shopping areas

- FEIEYIX

- Post Office — Telecommunication — Banks

- WBR — BER — AT

- Embassy

- KAdE

I have received the above information to my satisfaction:

AN CAE i KRR BN (s
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(Signature) (Date)
(%4) CHHD

A-B-C KEY PERSONNEL INDUCTION

“Getting To Know You” Meetings Schedule
A-B-C RRBEARAIR
“ITRIR" U (B 22 HER

DEPARTMENT Department Head MEETING Signature
i e N =W -2
Date Time
H¥ | WA
Front Office
AT

Housekeeping

% i i

Food & Beverage
Y

Banquets
B

Kitchen
B 53

Finance

W55
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Sales & Marketing
B

Engineering
T

Purchasing
K

Lifestyle Club
G YARl
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