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OBJECTIVE: H i:

e To safeguard the service standards of the company by ensuring the best person is hired.
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e To validate claims made on the application form or at the interview.
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APPLICATION: % FH :

It is essential that management adopt a vigilant attitude towards staff trustworthiness at all times. This is
particularly so in the case of cash handling staff, or staff in a position of trust.
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False claims can often be made by candidates eager to secure a position in the company, references safeguards
against this recruitment hazard.
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References held by the applicants themselves are considered worthless in relation to this policy. The applicant
was naturally going to request a reference only from those managers who would favor them with a positive
portrayal.
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It is the responsibility of the Personnel Manager to obtain references as per the guidelines of this policy.
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The internal auditor has the authority to check employment records and references as part of their auditing
procedures.
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STATEMENT OF POLICYI 3% 7 ]

1. We believe that past behavior is an indication of future performance.
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2. Written references covering as a minimum, the last three years of employment must be obtained (see format
in appendix).
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3. All written references must be placed on the personal file of the employee, together with a summary of any
verbal references.
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4. The references from a current employer must be taken up only after the employment has started.
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7.
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All references not forthcoming must be followed up, the delay may be an indication of unsatisfactory
performance. In this case a telephone call may provide you with information that would not be put in
writing.
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When an adverse reference is obtained and it is agreed that employment will not continue (with the manager
responsible for the employee), the employee must be informed immediately. Details of the references
should not be disclosed to the employee (breach of trust between the reference giver and hotel) merely the
fact that they were unsatisfactory.
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There may be occasions when an employee receives a poor reference due to issues such as personality clash
or being placed in the wrong job. Officers of the company are expected to use their common sense in making
a decision about continuing employment has began, their current performance.
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