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OBJECTIVE/ H

e To ensure, as far as possible, the staff and guests of XYZ hotels are provided with a safe and
hazard-free environment through effective health and safety management.
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e Employees should be reminded of their own legal and moral responsibility to conduct themselves
in a manner that does not expose themselves or others to risk. To this end, this policy should be
read, understood and implemented by all employees.
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e The General Manager is ultimately responsible for ensuring the hotel provides as safe an

environment as possible.
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STATEMENT OF POLICY/BUSE IR «

1. General Managers are to regularly undertake hazard spotting exercises and ensure immediate
remedial action is taken thereafter on hazards and potential hazards identified.
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2. All employees must record accidents no matter how minor in an accident report log kept at the
Personnel Office. This should be reviewed weekly by the medical staff or Personnel Office. This
should be reviewed weekly by the medical staff or Personnel Manager and where relevant,
action taken to prevent reoccurrence. A summary of accidents should be prepared quarterly and
discussed at the management meeting or health and safety meeting where appropriate.
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3. No employee should be allowed to operate dangerous machinery or equipment without having
first received training on the same. Employees must be provided with the necessary protective
and safety clothing / equipment to execute their work efficiently and safely.
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4. Each hotel is to ensure adequate information and signage in high risk area such as kitchens,
stairs, loading bay etc.
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5. All staff is to receive training in health and safety and fire prevention on joining the hotel.
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6. Duty Managers should be requested to undertake hazard spotting as part of their routine Duty
Management checks including taking the necessary follow up action.
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Within the hotel there are a number of substances in use which may be harmful if used without
the proper precautions, particularly in the Housekeeping and Stewarding departments. It is the
responsibility of the respective Department Heads to ensure suppliers provide safe-use
instructions and where appropriate suppliers may be requested to undertake training/briefing

sessions to staff that are required to use their products.
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Contractors undertaking work in the hotel must be monitored by the Chief Engineer to ensure
they are following safe work practices and do not expose either guests or staff to any
unnecessary risks. The work site must be checked by the Chief Engineer / Housekeeper daily

immediately after the contractors have finished work.
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