CODE: 04.01.055

RESOURCE LIBRARY — HUMAN RESOURCES

. EDITION: 1
Performance Counseling

PAGE 10F2

OBJECTIVE: H i:

e To ensure underperforming employees are given every opportunity to improve their performance before
starting with the disciplinary procedure.
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e To maintain morale and motivation and project the hotel as a fair and reasonable employer.
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APPLICATION: v F :

Is the responsibility of the immediate manager to ensure performance is consistently high at all times and to
conduct either performance counseling or disciplinary action.
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Performance counseling as opposed to disciplinary should become a regular part of the management of a team of
people.
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The Personnel Manager should monitor disciplinary actions per department to determine if there is more
opportunity for managers to do feedback and counseling prior to disciplinary action being taken.
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Performance counseling does not form part of the disciplinary procedure and should not be recorded or held on
file for later use.
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STATEMENT OF POLICY
BU

1. We believes that good performance counseling can prevent later disciplinary action.
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2. An employee whose conduct is normally of a high standard but who shows out of character symptoms
such as: inconsistent punctuality, mood swings, minor mistakes etc. must be given constructive feedback
immediately by their immediate manager.

WA RAERAT A B HIAAS SE I ISZEEN . DRSS AT RER) 02 T, A R I
HEBAME T @R A

3. If performance does not improve it may be an indication of a larger problem such as financial problems,
health issues, career difficulties etc. A one-to-one counseling session should be arranged by the
immediate manager to determine the root -cause.
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In such counseling sessions the manager is to listen more than lecture and use specific facts to draw
attention to the symptoms of the problem.
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The objective is to support the employee to ensure normal high standards are restored as quickly as
possible.
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If there appears to be no particular underlying reason for the performance drop, then it should be made
absolutely clear that performance must be improved without delay in order to avoid a drop in service
standards and consequently future disciplinary action.
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Performance counseling has no place in instances where there was a deliberate breach of rules or in
cases of gross misconduct in such instances disciplinary action must be carried out.
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