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OBJECTIVE: H i:

e |nthe event of employees experiencing a genuine emergency, the company wishes to set out the parameters
that will enable managers to give some financial assistance if requested.
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APPLICATION: v F :

Our hotel does not wish to encourage the frequent approval of employee loans, however realizes there may be
genuine hardship cases that may require this discretion.
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Employees wishing to receive an emergency loan should submit a completed application to his/her Department
Head (via their immediate supervisor).
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Department Heads will sign the application if satisfied that the application meets the policy criteria and if
convinced of the genuine nature of the emergency. The signed from is then passed to the Personnel Manager to
gain approval.
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The Personnel Manager is required to check the length of service and performance record of the applicant in
accordance with this statement of policy and if satisfied will sign the application and send it for final approval to
the Controller and General Manager.
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The employee making the application should not be given confirmation until all the above parties have given their
approval.
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The outcome should be given in writing to the employee within three working days of submission, or sooner if
possible, due to the urgent nature of the request.
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Upon approval an agreement should be signed by the employee confirming to repay in full the amount advanced.
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STATEMENT OF POLICY
B

1. We will not approve employee loans unless in extreme cases. Employees who have a genuine emergency
or unexpected crisis can apply for a company loan from the hotel.
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Applicants would be expected to submit sufficient evidence as to the nature and extent of hardship
experienced.
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Applications will be considered from those who have completed at least two years continuous service
with our hotel, have a “clean” record of performance and have no outstanding loans pending.
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The amount requested can be for a total sum of up to three months basic salary, which will be
guaranteed by the end of service indemnity and benefits. If the said benefits are not sufficient in amount
to guarantee the loan, the loan may be guaranteed by two other staff members.

Fr R BBk 2 3 A EEA T 4, D IERSAMEARERIBEATHEOR . a0 SR IR AR A] 1) 540
AR LR GRX ZE TR, AT H HAh P 44 HR GO0 X DR AR R

Submitted applications must be approved by the relevant Department Head, Personnel Manager,
Financial Controller and General Manager, in that order. As far as possible an answer will be given within
three working days.
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Loans are expected to be repaid within the six months following the date of being granted, and will be
deducted from the salary each month thereafter.
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All loans are being cleared in full by the end of the financial year to ensure loans are not carried over.
That means if a loan is issued late in the year it may need to be repaid in less than six months.
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