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Purpose:

H i

Management system of the outside unit construction

Establishment of norms and responsibilities for construction crews clearly to ensure that the construction
does not affect the normal business of hotel or reduce the influence to the lowest on the basis of the
smooth construction.
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Policy:

BUK

All construction team should strictly abide by the policies and procedures, Engineering Department,
Security Department will coordinate, supervise and check the smooth implementation of the policies and
procedures, the landlord delegates shall specify the hotel requirements to the contractor and ensure its
implementation.
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Procedure:

R

1.Basic system of shift
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1.1 Succession staff must be 15 minutes in advance to prepare the succession preparation, and put
on work clothes, wear name board shift on time;
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1.2 Engine room should be on duty, arbitrarily change is not allowed without approval of superior, in
case of special circumstances, shift or relay subject to approval superiors;
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1.3 Engine room should be shift at required the time, drink is not allowed, keep the spirits, for some

reason the late comers should perform shift procedures. If the succession is not yet reached the
time or succession, should be reported to the superior to make decision;
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1.4 Shift staff must transfer work clearly. Filling the log and detailed description the equipment
operation and special events, the succession should seriously listen;
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1.5 Shift staff shall read the transfer of records and notice, to learn about devices operation, on the

unclear issues must ask shift, the shift should tell clearly, and shift records should be filled
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completely;
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1.6 Shift staff should be responsible for the transfer of records, tools, the keys, workplace health,
the equipment operation dynamic, signed by both parties to complete the transfer of work;
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1.7 Shift staff should exclude malfunction or accident during shift and succession staff should

coordinate actively. Shift staff could leave by approval of engineer after dealt or come to an end,
shift staff extend working hours take as the accident report to make a decision.
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1.8 Off-the-job is taken as absenteeism, shift staff is responsible for problems when shift. The
successor is failure succession to be traced the cause by engineer, depending on the specific
circumstances with reference to the employee handbook to deal with. The shift staff extended

working hours will be announced praise, depending on the actual situation and give some
compensation;
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1.9 Succession staff confirms engine room equipment without any problems, the two sides signed
the record before the end of the shift.

I GO 25 B A &5 AT AR T 1, U7 LSRR B8, STy Al 4 o)

2 The transfer content

THEAR

2.1 The in charged engine room equipment operation, equipment changes and abnormal
situations handled;
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2.2 Equipment repair situation;
B MIERIE;
2.3 Progress of expansion and improvement of the work;
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2.4 Defect treatment discovered when patrol and the duty-completed maintenance work;
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2.5 Work orders’ issue and complete situation;
TARRIZER . eI
2.6 Review each room records, technical data;
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2.7 Protocol system, the completion of the work assigned by superiors, the implementation of the
security system;
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2.8 Tools and key usage;
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2.9 Equipment Cleaning, sanitation.
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