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OBJECTIVE H I:

To ensure professional training facilities are available in all company 4 stars and 5 stars hotels.
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APPLICATIONY FH

It is recommended that 4 stars and 5 stars hotels over 200 rooms will appoint a Training manager or
Training Coordinator who will report directly to the General Manager/Personal Manager.

EVGE L 200081 % b7 VY B TR G A i — S 35 I 2 BR RS IR R 5%, o 47 57 B ]
JSEZSLVYNE: BHIESE NG

The Training Manager will be responsible for establishing and maintaining the Training facilities as
per minimum requirements of this policy.
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The Training Manager will present the annual training plan to the Management team as well as
circulating a calendar of Training activities on a monthly basis to each Department.
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An effective mechanism should be in place to communicate to and encourage employees to avail of
the training library.
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STATEMENT OF POLICY

BUORE

The Training Manager will produce an annual training plan based on operational needs and future
business developments. This will take into account the feedback received from guests via guest
guestionnaires and letters, exit interview comments, accident and breakage reports, development
needs highlighted on appraisals, observations and standards audits, telephone test calls, feedback
from the General Manager and Department Heads.
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There will be a permanent training facility in the hotel specifically for staff training. The following
standard will apply:
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- Large enough to comfortably seat 12 participants U shape. 124 £ 4547 i& UTE K HEF

- Comfortable conference room chairs %73 [ 2 I E # T

- Natural daylight or daylight bulbs [ ZX %688 H Y647 i
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- Two of Flipchart F§ M iEBhEER

- TV and DIGITAL Video Camera HL ALl L T4 4L

- Laptop computer with accessories (Speakers. Bluetooth Presentation Tool. Wireless Mouse
. Water Dispenser 10 A MBI TR (G, A LL TR, L EFR. RKHL. )

- Company promotional material and photos of Company Executives Ji5 f5 /& ) B AL BRI IE

- Photos of hotel’s Department Heads )& 3 ] =& 1 &

- Coffee Machine if possible (to reduce Room Service orders) RJ ZEBIHENL (U I%EIT )

- Syndicate/Breakout room attached, or at least nearby. [ft)J@ &A=, i &/ AE T

- Alockable glass fronted cabinet iy & ff) 3 38 B 51 =

- Bright, clean décor 5. Vi 19 O 2 1

There will also be a Training Library established and maintained by the Training Manager. This
should include relevant business and hotelier books, videos, educational CDs slide presentations,
interesting and relevant articles and magazines. Magazine subscriptions paid for by the hotel
should be “donated” to the Training Library when the relevant managers have finished reviewing
them.
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