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OBJECTIVE H I:

* To ensure that each employee attends all training organized by the hotel or department.
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* To ensure that the training plan is sufficient to implant.
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APPLICATIONS B :

1. Employee Training Records
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There must be a Training Record for each employee indicating all training which the employee has
undergone; together with the date, duration of training ,name of trainer.
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2. Records may be maintained by the Training Department, which best fits the hotel’s organization.
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STATEMENT OF POLICY
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1. The training record should be effectiveness and truthful.
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2. The training record should be submit the according to schedule.
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3. Anydepartment can check training records at any time at the training department.
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