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Executive Summary
This report will gather the necessary information relating to the international guest coming from Japan to Hotel Trinity, which is a well-known London based Hotel that accommodates guests from all over the world.  It is important for staff to understand and know what international guests from other countries norms are and how to accommodate them and make their stay feel welcome at the Hotel.  Staff would be briefed and explained relating to some of the important things that should be considered while the guest is staying in a UK hotel away from their home country.
This report will cover the staff handbook which will outline some important notes for staff in relevant departments which need to be changed in some ways for our guest which are arriving from Japan. We will be assessing using Hofstede Comparison Table and other sources to note the differences our Japanese guests will have that need to be arranged to make them feel welcomed and that they will return again in the future.
Greeting in the guests’ culture upon their arrival is a way to make the guest feel welcomed and shows respect and courtesy and is always a good start to the guest stay. This shows the guest that the staff at the hotel make an effort to make them feel comfortable away from home. 
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Introduction
This report will give details for the staff on how some changes will be made to accommodate the international guest coming from Japan. A staff handbook will be prepared for the international guest, it will outline some theories from cross cultural model using Hofstede’s comparison charts to understand Japanese culture. It will focus on some of the cultural differences such as Indulgence, Power Distance etc.
The staff handbook will analyse and update employees what should and should not be done for the international guests during their stay, a do and don’t list which is important for staff so they can develop a good relationship between the guest during their stay (Evans, 2018).
Country A Hotel Trinity London UK
The guest will arrive in London UK. There is a culture difference between UK and where the guest is coming from. The following chart for UK has been taken from the Hofstede Comparison Chart (Hofstede, 2021).
[image: C:\Users\owner\Documents\UK Hofstede.png]
As it can be seen from the 6 dimensions chart the UK score 89 on individualism this shows that British people are private people and have a high rate of individualist. With a score of 69 in Indulgence it shows that in UK people like to enjoy life and spend money. During the guests stay the staff will need to adapt as the Japanese are not ones who enjoy individually like the British Culture, Japanese is a collectivistic society, this means they put group before individual opinions. Group leadership is regarded more than the individual initiative (Pennstate, 2018). Japan is a strong masculine culture as they have a high score of 95, however they do not show assertiveness or individual competitive behaviour which is mostly associated with masculine culture (Hofstede, 2021). The competitive behaviour is more group related.UK on the other hand have a score of 66 in masculinity this shows that British are ambition driven and high success rate (Hofstede, 2021). While UK has a low score of 35 for Uncertainty Avoidance it shows that they are fine with the future and its uncertainty (Translate Media, 2017). With a score of 51 for long term orientation British culture retains links to the past whilst reconciling present challenges (Hofstede, 2021).

Country B Guest Home Country Japan
The guest will arrive from Japan to the UK. The cultural differences need to be identified to make their stay feel welcome. Below is the 6 dimensions chart for Japan.
[image: C:\Users\owner\Documents\Japan Hofstede.png]
Japan has a score of 46 for Individualism which shows that people in Japan are similar to people in UK they are private and more reserved than other Asian cultures. They have a score for 42 in Indulgence which shows they do not enjoy themselves as much like the British culture, Japanese culture is known to show culture of restraint. They may seem assertive but this does not mean they are rude it’s just the way they are (Hofstede, 2021).  Staff will need to be polite during their stay. Japan score 54 for power distance this shows that they listen to their superiors and with a level of 92 for uncertainty avoidance this implies they spend time preparing for the future, with this in mind they find it disrespectful to call a person by their first name. Another sign of disrespect is if you place a business card given to you in your pocket, it should be honoured and show respect (Exploring the World, 2012). Japan has a high score of 95 for Masculinity and is known to be one of the most masculine society in the world (Jin, 2017). Japan is known for its long term orientated society scoring at 88, they tend to look at the bigger picture in life (Frost, 2013). Japan are more willing to compromise as modesty tends to be more valued (Translate Media, 2017).

Country Analysis
It is important for staff to make guests feel welcomed during their stay at the hotel. Japanese culture have low indulgence, this shows they have a tendency to cynicism and pessimism (Hofstede, 2021). Japan shows 46 for Individualism which indicates that it is a collectivistic society (PennState, 2018), this means they put what is good for the group rather than individual opinion. They do not emphasis on leisure time and they control their desires.
Punctuality is quite important and is valued highly in Japanese culture, being late is not a good sign. Interrupting someone who is already speaking is considered rude (Cultural Atlas, 2021) these changes will be noted during the guest stay.

Hotel Handbook
A staff handbook has been put together to inform staff members in the relevant departments with a do and don’t list they need to follow. A staff handbook is useful tool to present to employees to represent the culture of guest before their arrival (Evans, 2018).

	DEPT
	DO
	DON’T

	All departments
	Greet with slight bow, similar to a nod for first time meeting with ‘Hajimemashite’ (Nice to meet you)
	Do not shake hands
Do not speak while bowing as it is considered rude
Do not bow while seated

	All departments
	Second time greet with ‘Konnichiwa’ (Hello or Good day)
	No physical contact

	Restaurant
	Ask before passing food into their plate
	

	Restaurant 
	Provide small rolled hand towel to wipe hands before eating
	

	All departments 
	Give personal space
	Do not give excessive compliments

	All departments 
	Be punctual 
	

	Housekeeping
	Provide Separate slippers for bathroom, outside bathroom door
	



Conclusion
During the guests stay staff and relevant departments will make adjustments by the staff handbook to make the guests feel welcomed by greeting them in their cultural way and adding little things like their most common alcoholic beverage called Sake (Cultural Atlas, 2021). Providing the guest with hand towels to wipe before eating and providing them with slippers for bathroom use are just a few things which will be added while they stay at the Hotel. Japanese consider London to be the 5th favourite place to visit (David, 2020). Staff will take care not to be rude towards the guest and follow guidelines such as not to interrupt while they speak, not to shake hands, and will respect and give them personal space. 
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