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OBJECTIVE H I:

To provide employees with a place to lock their personal belongings, which are not permitted to be
brought to the place of work and also to keep the uniform after duty.
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All uniformed employees will be issued a private locker to store uniforms and personal items.
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APPLICATIONSE Fi] F:
Applicable to all regularly contracted hotel employees.
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STATEMENT OF POLICY
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1 The Hotel will provide hand-drying machine, soap dispenser and toilet paper in the locker room.
HR Department will be in charge of the supply of the soap liquid, toilet paper as well as to
maintain its cleanliness.
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2 Employees should at all times help to keep the locker room clean and tidy.
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3 No employee is allowed to play cards or gamble in the locker room regardless.
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4 All employees are not to use other employee lockers. The lockers are numbered and each locker
is allocated to an individual employee’s usage only.HR Department will be solely responsible for
the assigning of employee lockers.
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5 Once assigned, the lockers are non-transferable. Transferring of lockers must be done through

the Human Resources Department. Employees found violating this rule will be subject to
disciplinary action.
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Food, beverage, dangerous items or items belonging to the Hotel are not permitted in the
lockers except the uniform. Employees are reminded not to store valuables in the dressing
cabinet.
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The HR Department keeps a spare key in case of one being misplaced. Once the spare key is
being utilized, the lock should be changed and the respective employees should pay for it for
security reason. The use of private locks is strictly forbidden and ignoring this directive is subject
to disciplinary action.
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An employee found forcing entry to her/his own or another employee’s locker(s) will be charged
for the damage and becomes subject to disciplinary action.
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Employees should keep their lockers locked at all times as the Hotel does not accept
responsibilities or liabilities for the loss of any valuable or properties in the lockers.
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Upon termination or resignation, employees must clean and clear the locker and return the key
to HR Department.
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To ensure compliance with this policy, all lockers will be inspected at regular intervals by HR and
Security Department personnel.
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Employees must strictly abide by the rules and regulations related to the use locker.
Employees violating the regulations will be subject to disciplinary action.
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PROCEDURES

B
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The requirements of new employees recruited after finishing procedures to obtain a locker key.
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If an employee forgets to bring the key to their locker to work, they can borrow the spare key
from the HR department. This spare key should be immediately returned upon end of shift.
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3 If the locker lock is damaged, employee shall pay to the Finance Department the replacement

cost of (RMB 20yuan /per lock) only after replacement lock.
A BTN IR, 5% 20 2100 55 50 AT 48 1) 2 FH (BB gt 2% FH 2000 /48) f5, 7 vl R #k
B

4 For employees who have left the hotels’ employment but did complete the employee check-out
procedures, HR department will take charge of opening and cleaning their locker, removing all
items and storing them with Housekeeping Lost & Found articles. HR will change the lock and
the cost of this will be charged to the employee if possible.
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This regulation may be adjusted subject to changes in operational procedures.
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