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OBJECTIVE: H i:

e To encourage high performance employees to transfers to other group hotel properties therefore retaining
knowledge and skills within the company.
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e To provide an incentive to ambitious employees by offering opportunities to be promoted.
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e Tofill critical positions with trained employees, particularly in new properties.
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e To demonstrates the company’s commitment to career development thereby strengthening the image of the
hotel in the labour market.
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APPLICATION: v F :

All HR/Personnel Managers are required to send their current vacancy list to the Head Office on the 10th of each
month (see Appendix 35). Following which, each hotel will receive a summary of all the current vacancies within
the company (The Vacancies List).
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The Vacancies List must be displayed on the staff notice board without delay and circulated to all Department
Heads.
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Eligible candidates should submit a completed transfer request form to the HR/Personnel Manager who will
channel it promptly to the Department Head concerned and the General Manager for their comments and
approval.
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Transfers are to be coordinated entirely by the HR/Personnel Managers of the respective properties, in
communication with the concerned Department Heads and General Managers. In addition, the employee
concerned must always be kept informed of the status of his/her transfer request.
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All related transfer expenses are to be borne by the receiving hotel in accordance with the Statement of Policy
outlined overleaf.
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STATEMENT OF POLICY

We firmly believes in providing career opportunities for motivated employees. Internal candidates will
always be given first preference, provided that they are eligible for a company transfer and they satisfy the
job requirements of the vacancy.
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Candidates must fulfill the following requirements in order to be considered eligible for a company transfer.
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A minimum of 24 months of service in their current job.
e Fully skilled and displaying exemplary personal qualities.
e Evaluation ratings of ‘4’ (Strong) or above.
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Exceptions to the above mentioned minimum length of service might be made in very particular cases, i.e. in
order to resolve genuine operational constraints, or to assist a new property in its recruitment efforts.
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Every month the current updated Vacancies List must be displayed on the staff notice board of every group
property and circulated to all Department Heads.
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The transfer procedure will be initiated when an eligible candidate completes a Inter-Hotel Transfers
Request form (see Appendix 37) and submits it to his/her HR/Personnel Manager.
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The HR/Personnel Manager of the eligible candidate should forward the following documents to his/her
counterpart in the receiving hotel:
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a. Up to date CV with recent photograph
b. Completed and approved Inter-Hotel Transfers Request form
c. The most recent EPDR/MPDR
d. Copy of current payroll status
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Transferring employees are subject to the same selection methods as external candidates and interviews
should be arranged as necessary. The interested hotel must reimburse the candidate’s traveling expenses
(for interview).
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10.

11.

12.

In the event that the candidate is accepted, an offer letter should be prepared, as per policy HR3.7, and
forwarded to the HR/Personnel Manager of the sending hotel. When and if the candidate accepts the job a
transfer date is agreed by the HR Managers in coordination with the concerned department heads.
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The HR/Personnel Manager of the sending hotel will prepare the final settlement, which must include a work
certificate and a descriptive certificate detailing the skills and abilities of the transferring employee. All legal
documentation should be completed in coordination with the HR/Personnel Manager of the receiving hotel.
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The transfer of sponsorship and other related expenses of successful candidates will be charged to the
receiving hotel. In addition, for employees with more than 1 year and less than 2 years of service, a one way
airfare to the point of hire will also be borne by the receiving hotel.
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Any indemnity entitlement should be carried forward to the receiving hotel (within the same country);
however, for transfers outside the country indemnity must be fully paid-up. Accrued leave as well as other
dues such as accrued vacation ticket as per entitlement must be paid to the employee upon transferring.
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Employees who transfer within the company are entitled to continuous service, which takes into account any
positions previously held within the company.
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