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OBJECTIVE: H i:

e To provide performance feedback on a regular basis.
7€ I LSRR Wt .

e To have a method for recording and recognizing high performance, thereby improving motivation.
BICFAR A =SB T, AT & TAERR A .

e To have a formal system for improving below average performers, thereby ensuring maximum output is
achieved.
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APPLICATION: v F :

An appraisal meeting is a two-way discussion not a report, therefore the final wording on the appraisal form
should not be written up in advance. The appraisee is expected to provide his/her input with specific examples
for all the areas being appraised. The appraiser is expected to provide specific factual evidence to the appraisee
to justify his/her evaluation.
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Preparation is very important for an effective appraisal. Job descriptions and Key Performance Objectives should
be reviewed in advance and discussed during the appraisal.
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o

Where there is a difference in opinion regarding the rating, the appraiser is expected to justify the rating with
feedback supported by specific examples and evidence until agreement is reached.
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Sufficient time should be allocated to ensure the meeting is not rushed.
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On completion of the meeting, the form is to be sent to the next level of management for signature. The General
Manager also signs off the MPDR forms.
WA NG, EHBEZREL T - REHANRAZL . I, BAHEMEEMPDRER 2T,

There should be no further changes or additions to the PDR form after the appraisee signs it. The appraisee is to
receive a copy and the original is retained on their file.
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A copy of the training & development section of all PDR’s should be sent to the Training Manager for follow up.
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Additionally, A and B category appraisals should be copied to the Head Office marked for the attention of the
Human Resources Director.
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The PDR forms are not to be used to evaluate staff at the end of their probation. There is a specific probation
form solely for this purpose.
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APPRAISEE APPRAISER INPUT RECEIVED FROM FORM COPYTO
BEBZA EZ-IN BNIR REVIEWED | 3%
BY
R EE
A
Skilled Personnel Outlet Mgr. / Immediate Supervisor Departmen | Personnel/
EPDR Dept. Mgr. BHE LA t Head Training
HieR A\ R EPDR P =R L EIIEE | ANFH/EIE
Wz
D,E,F,G Dept. Head
I EE
Example: Restaurant Head Waiter F & B Mgr
Waiter Manager ST LS
NGAIE L Jr L5 1 i Personnel/
R4S 5 Training &
F&B Magr.
N /BRI R £
e
Key personnel C Immediate Dept. Head if Appraiser is not | General Personnel/
g \ 7/ Manager Dept Head Manager/. | Training
HiE&H HIIEEEERAART | 421 N/
1 EE B Dept. Head
e
Personnel/
Example: Executive Chef | F& B Mgr. General Training &
Pastry Chef T L R Manager F&B Mgr.
P Ma N /BN e &
G URS Gy
Key Personnel B Department General Mgr. General Personnel/
(Not a Dept. Head) Head M Mgr. Training
MPDR e SR 23 General Mgr.
BRREBAR (FEHP NF /5
REX:-® General Mgr. Jovzgil
Front Office M General
Example: Manager Mgr. Personnel/
Asst Front Office HI )T 252 JENZS Training &
Manager General Mgr.
NP N /EEIR S 4
HITJT Bl 248 2 2
Key Personnel A& B | General Area Specialist where Area Area V.P.
— Dept. Heads Manager relevant V.P.where President
MPDR JSR i X I E 5K relevant Development
A & BZEIHE N Di- MHEX I, | needs section
W1 FlE#k | copiedto
Personnel/
Training
Example: Area As above
Executive General Area Executive Housekeeper | General X 17 W 2
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Housekeeper Manager X E 5¢ Manager L
P s XS | TR
ITEE XK b wx
AN /EEI
Hotel Managers Area General CEO CEO CEO
GMPDR Mgr./ HIEHATE HEHAT | BEPITE
AL Area V.P. B
GMPDR X 35 i 42 7
X ekl S
General Mgr.’s CEO
GMPDR HIEHATE
Pz

STATEMENT OF POLICY — KEY PERSONNEL

1567 W5l

The company believes that the Performance & Development Review (PDR) is an excellent opportunity to
provide honest feedback to Key Personnel. When professionally conducted, the PDR can boost
performance and motivation levels which ultimately will have a tremendous impact on the business.
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All Key Personnel A, B, C with a minimum of six months service will receive an appraisal every 12 months
with their immediate supervisor. This is to be completed by the end of January each year and recorded
on the MPDR form (see appendix).
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Each appraisee will attend a PDR briefing meeting conducted by his/her appraiser at least 7 days prior to
the scheduled appraisal. This will ensure that the appraisee fully understands the process and carries out
all the necessary preparation.
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An untrained appraiser is a liability. The General Manager is to ensure that all appraisers attend the PDR
workshop training to ensure that a high level of competence is achieved.
—MRENZGHFEZN R IR ZER . DS EZHORITE R EZ A I PORB T 2551, LAA
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The PDR form should be referred to when reviewing salaries later.

bE 5 HH A B, RiZFEPDRE .

The manager responsible for training is expected to review the development need areas and having
discussed the main issues with the General Manager he/she will make a plan to address the needs
identified.
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10.

11.

12.
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All skilled personnel D, E, F. G will receive an appraisal annually on the anniversary of their employment.
This will be recorded on the Employees Performance and Development Review form (EPDR) and the
ratings reviewed with the individual concerned.
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Each appraisee will attend a PDR briefing meeting conducted by his/her appraiser at least 7 days prior to
the scheduled appraisal. This will ensure that the appraisee fully understands the process and carries out
all the necessary preparation.
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A copy of the completed EPDR must always be given to the employee and the Personnel Manager.
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The PDR form should be referred to when reviewing salaries later.

bE 5 BRI, 2% PDRE .

The manager responsible for training must use the completed EPDR’s as a means of establishing general
training needs and make a plan to address then accordingly. The relevant Department head’s must be
involved in such a plan.

T DT I B 4 B UK SE AT B EPDRIE A AR S — R I 5 K — R B, AR5 A R 2 — >
HatRl. AT EELAZS 51X,

The EPDR may additionally be required to justify salary increases or a promotion.
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