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POLICY STATEMENT/H 5% 5 Bf

All hotel employees are required to comply, when entering or leaving hotel premises, shall have to use
the Staff Entrance.
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PURPOSE/ H [

For Security Control
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1. The staff entrance where all rank and file staff reporting for/ off duty is located at the upper ground
floor near the fire and security control room and it is under the strictest control of the Security
Department.
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2. The Security Officer, Security Supervisor will be responsible for:
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a)

b)

d)

e)

f)

g)

Checking on all hotel staff member’s identity cards and their punch card on entering or
leaving the hotel premises at daily basis.
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Registering all visitors, including the contractors’ workers to the hotel officers and issuing a
hotel temporary identification card at the staff entrance.
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Inspecting the handbags being carried by the hotel staff members or visitors under suspicion
on departure from the staff entrance.
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Ensuring the freedom of movement from the service area within the entrance.
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Questioning and stopping strangers/ trespassers at the entrance.
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Ascertaining the hotel items (e.g. cups, glasses etc.) being taken out of the hotel by staff
members  without a lawful permit issued by the hotel management.
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Ensuring the traffic flow at the staff entrance area.

1
The largest FREE resource tool for Young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



RESOURCE LIBRARY — SECURITY
Staff Entrance Control

CODE: 03.19.019
EDITION: 1
PAGE 20F2

PRAIE 53 T BB A AL 18 18

2

The largest FREE resource tool for Young hoteliers and seasoned professionals

©2017 INNARCHIVE.COM



