CODE: 04.01.051

RESOURCE LIBRARY — HUMAN RESOURCES

Employee of the Month EDITION: 7

PAGE 10F2

The scope of this protocol is to recognize and encourage the outstanding Employee of the Month, to
boost the morale of the employees and attract their loyalty to our Hotels and to enhance the image as
a preferred Hotel.
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The Hotel management should recognize and appreciate the exemplary work done by any employee in
a particular month. The contribution from the employee during the month can be related to the guest
service or preventing any accident or suggesting new ideas to better the standard of service or such
deed of outstanding nature.
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The Departments Heads will nominate his / her choice for the employee of the month from his / her
respective Department on a prescribe format which will have the name of the employee, position,
date of joining and a few words describing the reasons for his / her nomination for the employee of
the month. The completed form should reach the Human Resources Manager on or before 25" of the
month. The following points should be taken into consideration while nominating the employee of the
month:
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e His / Her ability to carry out their assigned responsibilities.
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e His / Her ability to interact with guests, colleagues and Management
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e Qutstanding performance during the given i.e. Wowing the guests, providing new ideas to
develop business and improve standards
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e Punctuality & Honesty
P UAE
e Appearance and Grooming
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e General Attitude and behavior
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Staff who has received warning letter or faced with disciplinary action, or who have not completed the
period of 6 months is not eligible for nomination.
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When all nominations are received, the Human Resources Manager will present the same to the
General Manager.
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The General Manager will announce the names of all the nominated staff during the morning briefing

and then the Department Heads will be asked to vote for the Employee of the month (write on a small

piece of paper the name of the staff and roll the paper to keep the secrecy and handover to the

General Manager).

The Department Heads are not permitted to vote for the employee from their own department.

RAWERE EAMITARA NS, RIGEREITTFE AT 51 T TR R R
CR R THLEE—/N L, BRE (RE) , HBZHLEH) .

The employee with the maximum votes will be deemed as the employee of the month. In case of tie of
the votes, the General Manager will use his vote as the final and deciding vote. The selected employee
of the month will receive a certificate signed by the General Manager and the Human Resources
Manager along with the cash award of AED 400 as the employee of the month.
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The presentation of the certificate and cash award will be held during the Monthly Birthday
celebration. The Personnel Department will take a photograph of the ceremony and it will be displayed
on the staff notice board. The names and departments of the employee of the month will be displayed
also on the notice board for all to see.
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The employee of the month will be considered for the selection of the employee of the year at the end
of the year. All employees of the months will be called upon the stage for the cake cutting ceremony,
which will be held at the beginning of the annual staff party.
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