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INTRODUCTION:

e To outline the expectation of the company in terms of Key Personnel behavior on and off duty.

e The conduct of all employees is important; however the conduct of Key Personnel is crucial since they are
setting an example to the staff they manage.

o MERAFXS BN O8N S AT NI .
o HIRPTA R LAAT NEMREE, (HREN R ANEREZE, DOV E B 3 THAL 7B

All XYZ Hotels are expected to produce a Key Personnel Code of Conduct incorporating the areas mentioned in
this statement of policy.
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The Code of Conduct must be issued to each new Key Personnel upon appointment or promotion.
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No exceptions should be made when the Code of Conduct is contravened, in such cases an entitlement may be
withdrawn from that particular individual.
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POLICY
BUE A

1. XYZ Hotels & Resorts believes in managing with integrity. Managers should set the highest possible example
with regard to conduct, honesty, reliability and standard of work.
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2. Since Key Personnel are often authorized to use the leisure, recreation and Food & Beverage facilities of the
hotel in which they work, they are expected to act remembering at all times they are an officer of the company.
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3. All Key personnel when on duty will dress professionally and formally displaying the highest possible
standards of hygiene and grooming. Guest contact Department Heads are required to wear a name badge. The
same standard of grooming as per the house rules applies.
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4. Off duty personnel are expected to dress smartly when using authorized guest facilities.
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5. Key Personnel should be aware of where they are when discussing company business or internal problems.
Internal issues should not be discussed if guests are within earshot.
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10.

11.

12.

Key Personnel must not be given higher priority over guests. Service staff may feel awkward about asking
their manager to wait, therefore the onus lies with management to emphasize to staff that the guest comes first.
Key Personnel are expected to apply common sense by not requesting space if an outlet is obviously busy.
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Alcohol should not be consumed on duty unless entertaining when moderation is expected. Under no
circumstances should Key Personnel be seen under the influence of alcohol on hotel premises, on or off-duty.
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The main hotel entrance may be used by Key Personnel A and B only but the staff entrance should be used
when collecting or delivering personal laundry.
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All personal entertainment or consumption of Food & Beverage outside duty meals must be paid for or signed
to the individual’s City Ledger prior to departure. All City Ledger accounts should be settled in full at the end
of each month.
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Guest rooms may not be used by Key Personnel who work late unless specific approval is received by the
General Manager.
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Gifts which may be construed as a bribe or a corrupt reward may not be accepted from suppliers or guests.
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All absence from duty except normal off-days is to be approved by the General Manager or Department Head.
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