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[bookmark: _Toc137584813]Introduction

Whether you have just started working for us or have been for a while, we want to wish you the best of luck in your career. We want your time working here to be enjoyable and fulfilling. This employee handbook is intended to serve as both an introduction to our company and a resource for you as you work there.
Please contact your manager if you need any clarification or more information.

[bookmark: _Toc137584814]Timesheets

(www.zoho.com, n.d.) 


To guarantee that you get paid correctly, you must clock in as instructed. Payment errors or delays may occur if you do not complete it correctly. If you clock in more than four minutes late (for example, at 8.05 am) and are paid hourly, you will forfeit 15 minutes of salary. You lose 30 minutes of income if you clock in more than 19 minutes late (for instance, at 8.20 am).

[bookmark: _Toc137584815]Notification of incapacity for work

In addition to notifying your boss as soon as you know which day you will be returning to work, you must call us by phone as soon as practicable on the first day of your absence and no later than three hours before the start of your shift.

[bookmark: _Toc137584816]Company property

(blog.ahola.com, 2021)

All written material that you created or obtained while working for us, whether it is stored on paper, a computer, or a magnetic medium, is our property and, when applicable, is protected by our copyright.
[bookmark: _Toc137584817]
Use of social networking sites

	It is forbidden to post any work-related information on social networking sites that could be used to identify a customer or coworker or that could harm the company, the customer, or our connection with any customer. This includes accessing the site using any computer equipment or mobile device, and it also means that work-related items must never be posted on such a site at any time, whether during or after working hours.
Without the specific consent of a Partner, you are not permitted to take any pictures or other types of recordings while on company property, including with a camera, camera phone, or other device that records video.

[bookmark: _Toc137584818]Manual handling

In compliance with the Manual Handling Regulations, you are expected to inform us of any medical condition that could increase your risk of injury.
(Trainer Bubble, n.d.)



[bookmark: _Toc137584819]BEHAVIOUR AT WORK

No disrespect will be tolerated towards clients, and you should always treat your coworkers with respect. If you act in an insulting manner or use foul language, you could face disciplinary action. You must work hard to further the interests of the company and, during regular business hours, give the company and its affairs all your time, attention, and skills. It is forbidden to take part in any actions that can be interpreted as being in opposition to us.

[bookmark: _Toc137584820]Personal harassment

(Associates, 2022)

It is not appropriate to subject someone to harassment or victimization because of their age, ability, gender identity, marriage, civil union, pregnancy, or sexual orientation. Personal harassment can take on a variety of forms, from offensive jokes and comments to persistent nagging for sexual favors, threatening behaviors, and even genuine physical abuse. Personal harassment is never tolerated and is always taken seriously, regardless of its form. (Customer satisfaction in hotels in cape town, n.d.)

.
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(Vizitor, n.d.)

A skilled receptionist should warmly greet guests as they arrive and make them feel at home. A few simple politeness rules can go a long way. Phone etiquette is essential because employees must pay attention to what consumers are saying and respond to them politely. Test your aptitude and thinking skills. Additionally, put your situational question-answering skills to effective use by practicing frequently. 
Avoid speaking too quickly and rudely responding with the phrase: I don't know, or other phrases. 
Always double-check the facts and maintain a positive attitude when tackling a problem.
(The Original Visitor Management System, 2019)
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(Stillman, 2023)


Some people just have a natural talent for starting up a conversation, while others need to keep a few icebreakers in their back pocket. For a consistent customer experience, stay away from conversations regarding politics, religion, and other touchy themes. 
It may be incredibly upsetting to walk into a busy bar and feel as though the bartender is unaware that you are waiting to be served. No matter how hectic it is, you should never fail to notice the arrival of a new client.
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(www.amadeus-hospitality.com, 2019)

Always behave Like a Professional You represent the hotel when on its grounds. You will spend a lot of time alone, but it does not excuse you from adhering to the rules. It is understood that robbing visitors and searching through their personal items are unacceptable, but refrain from other impolite behaviors like using the phone, radio, or television in guest rooms. 
 Never let anyone else enter the room on your watch; it is always better to be safe than sorry. You do not want theft to occur under your watch, so if you are unsure, ask your supervisor for advice.
The degree of cleanliness in a hotel room typically determines whether a guest will book another stay there. Like any profession, there are some duties that may seem tedious after a while, but it is imperative to carry out each one perfectly. Knowing the value of your work can help you to give it the attention it requires. Sometimes, the unimportant things mean the most. 
You must make sure that hazardous materials and chemicals are handled and stored in a way that reduces their hazards and restricts human exposure to them. (gillian, n.d.)
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[bookmark: _Toc137584824]Caterer

Without even realizing it, bacteria can be quickly transferred to food. Clients could become unwell from these invisible microbes. Your personal hygiene is important. When doing their jobs, every employee is responsible for their own health and safety and that of others. Also assist us in enforcing our general health and safety policy. Additionally, they must be dedicated to customer diversity, equality, and attendance at work. (Catering Assistant, 2018)
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