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Hotel Handbook for intercultural

Welcome on our Hotel!
Hello and thank you for joining our team in Hotel Pro Palmer in Palma de Mallorca.
This is handbook for our employee with all defines about who we are and how we work together. This handbook was made special for your guide, is about our expectations, responsibilities, and commitments. Please read carefully or consult how you need and get to know our company.
We are four stars luxury style hotel Pro Palmer in the Palma de Mallorca in Spain. Perfect for all ages quiet hotel next to beach Sa Coma with all services for memorable stay.
Employments basic
Contract types
Full-time at least 35 hours and more per week or 130 hours per month on average.
Part-time work fewer than 20 hours per week. Employees can have temporary or indefinite contract. Employees with indefinite contract have full benefits package.
Hotel Pro Palmer do not tolerate discrimination against protected characteristic. All our employees treat with professionalism and respect. We are company in Spain we open for any nationality, but we respect Spanish rules system. We have guest from all the world but more often we have guest from UK. 
Means: 
· We hire people on their basic skills and experience, potential.
· We use diversity, sensitive language all official documents, job, and signs.
· We help people with disabilities, make mobile and safety.
· We do trainings for our employees.
· We do not retaliate again if you have complaint or discrimination lawsuit.

Recruitment
We are hiring effective great people. Our steps with hiring process:
1. Identify what skill need for job
2. Chose if full- time or part-time.
3. Job descriptions
4. Approval for job
5. Decide of hiring stages and timeframe.
6. Resume company database.
7. Interview candidates.
8. Background and reference check.
9. Official offer.

Hiring each team have different responsibilities. All process, we keep informed, communicate, give everyone same opportunity for work with us. If you need more information, ask HR. We always abide by laws, ensure our candidates our intentions.

Referrals bonus 50-euro coupons if you know somebody who will be good fit our company feel free refer them. If we hire them, you can get 300-euro gift card.

ATTENDANCE
We respect you present your working hours. If happed emergency situation soon as possible let to know your manager. We need to know if you wont coming. 

Workplace policies
This describes apply to everyone at our company from employees, contractor, volunteers help us lawful build productive workplace.
Data protection: 
Ensure private security system protect. Keep all information employees, partners and clients well protected.
Violence and harassment
We want everyone keep happy and productive and treat them well and feel safe. If you feel don’t safe or home harassment don’t wait, come to your manager or HR.

Workplace safety and health 
We try keep safety and hazard-free on workplace is our priority.
Preventative action
Any actions happen in workplace we take avoid illnesses or injuries. We do job hazard analyses to uncover health risk to employees. We expect you to take safety on workplace seriously. Use protective equipment and necessary. If you don’t keep safety on work, we can terminate if something happens to your own guidelines. We expect our employees hold safety jobs.
Dress code
Our company have is official dress code smart casual. We expect when you meet with client to be presentive clean and formal dress code. Don’t respect come with avoid clothes is unprofessional. We respect permit grooming styles, clothing accessories by religious beliefs, disability or ethnicity.

Social media
We provide prevent careless of social media in workplace. We have to types personal and representing social media. Your personal account responsibly stays productive, responsibly keep policy our company.
Employee relationships 
Our company want good harmonious between employees. We ask you stay professionally. If you start dating colleagues, we expect you stay professionalism and keep personal discussions outside of work. Also, we don’t tolerate jokes, gossip and improper comments is this happen please to report in HR.
Friend ships at work
Naturally employees who work together their come friends in and out of work. But we expect you work keep personal disputes outside of work.
Employment of relatives
Every company have to hired employees because of their skills, character and work ethic. We no like to see phenomena of nepotism. Our company is related by blood or marriage, have to affect our restrictions.
Payroll
Your salary we pay every 20th by bank transfers. If you hourly employee, you have to diligent in clocking timesheet software. For we know calculate your pay.
Job rotation
Collective process, team members and managers discussing about opportunities and learning needs.
Benefits and perks
We [provide for our employee’s information our health insurance plan and benefits like home options and company issued equipment.
Employee health
Important for our company. We don’t discriminate people with health conditions or disabilities, but we want to do everything possible to help them stay healthy. For more detail about health insurance and package contact please HR. 
Employee expenses
You will pay some directly pay expenses, but we ask you to keep evidence recipes on track. No expenses we will pay for you for more details contact HR.
Time 
Our provision we expect for our working hours and time off. We include types of holidays. Working ours in the weekdays 9 am to 9 pm. Maybe come to work later and work long depend on need. Some departments may work after hours depends on your shift needed.
Paid time off
Employees have 20 days of paid time off from work per year. That make 1.7 days per month. You can take your holiday any time after your first week with us. You have year form 1 April till 31 march time for spend your holiday time paid off.
Leaving our company 
Our procedures and termination of our employee’s relationship at any time and for any reason. For more detail contact HR.
 References
We provide references for employees who leave in good standing. Please ask your manager.
Employee acknowledgement 
Please sign to acknowledge and read handbook if you committed to following our policy. If you need any more info, always ask HR.
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