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OBJECTIVE: H i:

e To ensure the required legal and company procedure is followed with regard to separations.
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e To ensure the property of the company is secure.
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APPLICATION: v FH :

The H.R./ Personnel Manger is responsible for ensuring that the administrative side of employees departing the
hotel/company is promptly, professionally and securely handled.
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The Department Head concerned must work in cooperation with the H.R./Personnel Manager to assist in the
application and implementation of the Policy Statement specified over.

A RERNTEE BIG N TGI8 NF B SR, V0B AN St R AR W

STATEMENT OF POLICY

1. IMPORTANT: It is against company policy to grant expatriate employees a ‘release’ to work for an employer in
a related industry in the same city/country, in exceptional circumstances where the employee is exposed to
highly confidential company data and financial information. In such cases the six months visa ban will be
applicable, unless special approval is received from the Chief Executive Officer of the company.
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2. Employee’s resignations must be forwarded for the attention of the General Manager along with the
comments of the Department Head and H.R./Personnel Manager. The H.R./Personnel Manager should have
exhausted the possibilities of retaining a good employee within the hotel and company.
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3. Allleavers must complete an exit interview form before leaving the hotel (as per Policy HR 7.11)
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4. All employees must serve the required notice period, as per the local labour law and contract of employment.
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5. A payroll notification via the change in status form is to be completed on acceptance of the employee’s
resignation. Severance pay is to be calculated in accordance with the local labour laws.
SR G TREHART, Gl B O A FRORIAS i 5 R B A o AR AR A 7 B E AT B

6. A clearance form system is to be put in place to ensure all company property such as uniforms, badge, keys,
ID etc. is returned prior to the employee’s departure. The final settlement will not be processed without a
completed and authorized clearance form from the H.R./Personnel Manager.
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A certificate of service is to be prepared in advance by the H.R./Personnel Manager and presented to the
employee on his/her departure.
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The employee’s file is to be updated with the separation-change of status form, the forwarding address, exit
interview form and a copy of the clearance form.
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Employment visas where relevant are to be cancelled in accordance with the local labour law.
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